
How to Guide: Access OneDrive



Navigate to onedrive.live.com/about1

Click on ‘download’2



Click on ‘download’3

Click to install4



Click on ‘onedrive icon’5

macOSWindows

Click on ‘Sign In’6

Your login is your personal shofar email address and email 
password: john.doe@shofaronline.org



New OneDrive folder7



Some Onedrive settings / preferences

Click on ‘OneDrive’ icon1

Click on ‘more’2

Click on ‘Preferences’ /  
‘Settings’

3



On demand files4

Turn this off to keep copies of 
your work files on your 

computer.

File Collaboration5

Turn this off. It causes file 
save delays.

Some Onedrive settings / preferences



Onedrive on the web

Navigate to onedrive.live.com1

Click on ‘sign in’2



Enter your new shofaronline
email address

3



Enter your new shofaronline
password

3



Bookmark this page

You will see all your online files4



DONE!


