[bookmark: _GoBack]       First step is to setup your DET O365 Onedrive so it appears in your list of drives.
1) Log into the DET O365 Website.  
Students https://login.microsoftonline.com/?whr=schools.vic.edu.au
Staff         https://login.microsoftonline.com/?whr=education.vic.gov.au
2) Select Onedrive from the list of apps
3) Press the ‘sync’ button.
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4) Use your DET O365 account details when asked.
You will then see the DET Onedrive listed.
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The next page will show you how to copy files to and from the Onedrive folder.
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How to upload files to OneDrive

OneDrive integrates with File Explorer, making the process of uploading files straightforward.
Just follow these steps

1. Open File Explorer (Windows key + E),

2. Click the OneDrive folder using the left pane.

Note: if you have muttiple accounts configured on your devic, the folders will be named
accordingly: OneDrive - Personal for your regular account, and OneDrive - Family for
business accounts.

3. Drag and drop or copy and paste content into the OneDrive folder.

After placing the new files and folders into OneDrive, the client will automatically sync them to
your account in the background.

Quick Tip: In the future, instead of continually relocating files, remember that within the
application, you can always save the files you're working on directly to the OneDrive folder.




