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Save and Find a Document in OneDrive
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Overview

OnebDrive is a cloud-based storage space for all of your files. This document will focus on Microsoft
Word however you can use it in the same way for Excel, Powerpoint or other Office applications.

Quick Start

Navigate to office.com and log in to access OneDrive.

www.office.com : E E Microsoft 365 >

B Microsoft |  Microsoft 365  Products ~  Resources -

ﬂ Word u Excel
m PowerPoint m OneNote

0 o Q SharePoint w Teams
>

. . s Sway Forms
Office is becoming
Microsoft 365 m Yammer 2 Power Auto...

The all-new Microsoft 365 lets you create, share and I Calendar * Stream
ollaborate all in one place with your favorite apps

Get Microsoft 365 ,‘ Class Moteb... ‘ Power Apps
Sign up for the free version of Microsoft 365 > All apps 3
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Logging into Microsoft 365

You can access Microsoft 365 from any browser (Google Chrome, Firefox, Microsoft Edge, Safari) by
typing in office.com or by visiting the district website siouxcityschools.org. On the district website
you will need to click on the Staff tab at the top and then Office 365 under All Staff.

M & Login|Microsoft 365 x INS

< G 5 https://www.office.com

B8 Microsoft |  Microsoft 365

O & Io_—" https:/fwww.siouxcityschools.org I

Sioux City

LU Community  schools ~ Students Parents  Community m Q
Sc'hools ‘

Additional Tools for Success

Teachers Administrators

PowerSchool Applicant Employee
Professional Tracking Access
Learning Center
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Click on Sign In.

(&) ) https//www.office.com

=. Microsoft | Microsoft 365  Products ~  Resources

The Office app is b{

2-6

Office is becoming
Microsoft 365

The all-new Microsoft 365 lets you create, share and
ollabarate all in ane olace with your favorite apps

Get Microsoft 365 A

Sign up for the free version of Microsoft 365 >

Enter your district email address and password. If prompted, choose Work or school account.

Ot

BT Microsoft

Sign in
It looks like this email ks used with more than one
t@ continue to Outlook
account from Microsoft, Which one do you want to
L . use?
howard|2@live.siouxcityschools.com

Can't access your account?

Welcome to the Sioux City Community School _I__II_E_J_JISUI:m'm i
District. If you have trouble logging in please check

the district technology support website at

http://sccsd . freshdesk.com. Additionally call the help o
desk at 712-279-6803.
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Sioux City
‘Eommunﬂ.v

& howardl2@Ilive.siouxcityschools.com

Enter password

Forgat my password

Welcome to the Sioux City Community School
District. If you have trouble logging in please check
the district technology support website at
http://scesd.freshdesk.com. Additionally call the help
desk at 712-279-6803.

The applications menu will be on the left. You can click on the app grid for hidden applications. Select
OneDrive.

3t | Microsoft 365 HH Microsoft 365 >

Home Apps

CG? ﬁ OUt|00k
Good

= ﬂ Word u Excel

My Content

Recomi

@ m PowerPoint ﬂ Onelote

Apps

[«
4 13 a SharePoint w Teams
. m Sway ﬂ Forms
: _;_ m Yammer 2 Power Auto...

‘ Calendar * Stream
e ﬁj Class Noteb... ‘ Power Apps

IF g
. Sﬂ
g

m
i
=l
n

PowerPaint All apps >
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Creating a document from OneDrive

You can create a new document in your OneDrive for any Microsoft application. Click on the button
labeled New and select the application you would like to use, such as Word.

B Excel workbook

B PowerPoint presentation
B! OneNote notebook

85 Forms for Excel

You will see that the new document has already been saved with the title “Document”. OneDrive
will automatically save your documents and changes directly to the cloud so you never lose any of
your hard work. Click on the down arrow next to Saved to change the title of the document. Hit
enter to save the changes. You do not need to change the location as the default is your Documents
folder in your OneDrive.

Word Document Saved -

docx

Location

[ ] BLUM.STACY > Documents >

Save status

Saved

@ Version History

When you are finished, simply close that tab in your browser.
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Find a document in OneDrive

Open your OneDrive in Microsoft 365. Scroll down until you find the document that you are looking
for and then click on it to open. Your document will open in a new tab in your browser.

@S ~Documentdocx About a minute ago

If you do not see your document in the list, you can always search for it at the top in the search field.

» £ Search
T Upload v L2 Sync  #& Automate v

Assistance

If at any time you experience issues, please enter a help desk ticket at this link.


https://sccsd.freshdesk.com/support/tickets/new
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