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guide



What is OneDrive?

• OneDrive is Microsoft’s cloud storage solution.  

• When you install OneDrive, you can save directly to the 
cloud via Microsoft office products.  

• You can save any type file in OneDrive

• UNM gives Students, Faculty, and Staff 1 Terabyte of 
storage (that is a lot!)

• If you are familiar with cloud storage solutions such as 
Dropbox; it works very much in the same way



How can I access OneDrive?

To access OneDrive, login to your MyUNM portal and go 
to the UNM Email tab.  You will be prompted to Login to 
your email.



Once Logged in to your email account, look for the blue box with 
squares in the upper left hand corner of your inbox



When clicked you will see the Microsoft office products 
offered to UNM ‘In the Cloud’.   Click on the OneDrive icon.



You are now in OneDrive.  You will have a few default folder that 
Microsoft has auto-populated for you.  At this point you can drag 
and drop files and folders into the OneDrive Via your Browser.  
Next, we’ll install OneDrive on your local machine.



If you have Office 2013 installed before you access OneDrive for the 
first time you will need to link this new account.  It’s easy:

Click into your system tray (lower right hand corner of your main 
screen, click the arrow):

Select the OneDrive icon (little blue 
Clouds)

If you are installing Office 2013 after you have accessed OneDrive 
you will log in and your account will be linked automatically.  



Now you will be asked to ‘sync a SharePoint folder’.  
SharePoint is the old name for OneDrive.  Head back to 
your OneDrive in your Browser and copy the URL then 
Paste into the dialogue Box:  

Copy the URL:

Paste the URL:



Now The folder will sync to your local Computer and you will 
have a OneDrive Folder in your folder structure:

At this point you can use this folder 
like any folder on your computer, but 
now you can access from anywhere 
you happen to be online, PLUS it is 
backed up by Microsoft so your files 
are safe.  The green checkmark notes 
the file has been uploaded and synced



Now that you have Accessed and installed OneDrive, you can 
use it in many ways, you can share folders with others via 
email addresses, send links to files, and much more.  These 
options will be discussed in a separate tutorial.  

Additional info and help can be reached by emailing: 
GEShelp@unm.edu.

Thanks and have a great day!!
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