How to Setup and Begin Using Your Bulldogsmail/Office 365 OneDrive

To access and use your OneDrive Site, please follow the directions below.

1. After logging into your Bulldogsmail/Office 365 site, click on either the 9 dot icon in the top left
hand corner, as described in item 2, or click on the OneDrive icon as shown below in Figure 1.
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2. If you clicked on the 9 dot icon, now click the OneDrive icon as shown below in Figure 2.
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3. Now the OneDrive cloud app will appear. See Figure 3 below.
a. To create a new document, click the “New” link and select the type of document you want
to create. See item 4 below.
b. To upload a document click the “Upload” link, see item 5 below.
c. To edit or share an existing document, click on the existing document from the displayed
list. See item 6 below.
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4. To create a new document, click the “New” link and the following selections appear. See Figure
4 below. From the menu select the type of document you want to create.
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5. To upload a document, click the “Upload” link, and the following “Choose File to Upload” dialog
box will appear. Navigate to the file that will be uploaded, select the file, and then click the
“Open” button.
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Figure 5.

6. To edit or share a document, click on the document from the listing and then click “Edit” or

“Share”.
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7. Want to know more? Click this link, What is OneDrive for Business?



https://support.office.microsoft.com/en-us/article/What-is-OneDrive-for-Business-187f90af-056f-47c0-9656-cc0ddca7fdc2?CorrelationId=1703b3ec-7d1c-4c4a-986b-eca2084c391e&ui=en-US&rs=en-US&ad=US

