
Working with OneDrive 

Onedrive is a cloud based document library that can be synced with any number of devices, like computers, phones or 

tablets. When synced, documents can be added, modified or deleted in the OneDrive folder and will automatically be 

synced with OneDrive in the cloud.  
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Accessing OneDrive 

 
There are several ways to access OneDrive.  

1.) Type in www.ccc.edu/onedrive. 

 

2.) Go to www.ccc.edu, click on Faculty & Staff and click OneDrive.  

 

3.) OneDrive can also be accessed from mail.ccc.edu or any SharePoint site. Click on the squares in the upper left 

hand corner 

 

 
   

Select the OneDrive Icon 

 
 

If not logged in, it will ask for login.  

Click the Keep me signed in box and enter your email in the someone@example.com box. On the next screen enter 

username and password.  

                             

 

http://www.ccc.edu/onedrive
http://www.ccc.edu/
mailto:someone@example.com


Working with OneDrive on a computer - syncing documents 

 
Sync OneDrive to a computer to work with documents without having to access OneDrive on a webpage. Once synced, 

documents can be added, modified or deleted directly from the OneDrive folder on the computer and will automatically 

be synced to the OneDrive in the cloud.  

Click sync 

 

Once you receive the Sync Dialog Box click Sync now. 

 

 

 

 

 

 

 

After the sync is complete a link in the navigation pane will appear. An OneDrive folder will be installed in your user 

directory. Choose an area in your navigation pane where you would like to put you OneDrive.  Then select O.K 

 

                                 

 

OneDrive is now synced with the computer. Once Synced, documents and folders can be added, modified, or saved 

directly to the folder just like any other folder on a computer. The documents and folders will synced with the OneDrive 

in the cloud.  

Please Note:  Special characters such as the ones below place in the file names will cause sync failure:  
\ / : * " < > | # % 

 
 

 

 



Working with OneDrive on a computer - sharing 
 

To share an OneDrive document or folder, right click on the document, click OneDrive for Business and Share… This will 

take you to OneDrive in the cloud. Follow the directions in the sharing sections, page 8 of this document. 

 

 

 

Working with OneDrive on the web 
The following sections describe how to work with folders and documents in OneDrive on the internet in a browser.  

Uploading documents 

 
To upload, click upload at the top of the document library, then browse for documents on your computer.   

 

 

Another way to upload is drag and drop. With the site visible on the screen, click and hold on a document on the 

computer and drag it into the library.  

 



Editing Documents 

 
To edit a document click on the … and then click Edit.  

 

Deleting Documents 
 

To delete a document, click on the …, then click on the … again and choose delete.  

 

 

 



The Recycle Bin 
 

If a document or folder is accidentally deleted, it can be restored from the Recycle Bin. The document stays in the 

recycle bin for 90 days after it is deleted.  

To view the recycle bin and restore an item, click Recycle Bin in the left hand navigation.  

 

 

Once in the Recycle Bin, check the item to be restored, and click Restore Selection. 

 

 

 



Another way to view the Recycle Bin by clicking on the Gear in the upper right hand corner, then clicking Site Content, 

then clicking Recycle Bin located in the upper right hand corner.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sharing  

 
If a document is private, it shows a lock icon. If it’s not, it shows a people icon.  

 

 

To Share a document click on the … and then click Share.  

 

 

 

 

 

 

 

 



In the next screen, type in the names or email addresses of the people receiving access to the document. Also see who 

has access to the document in the Shared with area.  

 

 

To check who has access to the document 

Click on … then click the … again and then click Shared With 

  



Another way to share and check access to a document is to check the document, then click share at the top of the 

document library.  

 

 

To share an OneDrive document or folder on a computer, right click on the document, click OneDrive for Business and 

Share… This will take you to OneDrive on the internet. Follow the directions above.  

 

 

 

 

 

 

 

 

 

 

 



Versioning 
 

In order to turn Versioning on, first select Show Ribbon by clicking the gear in the upper right hand corner of the screen. 

 

 

Click the Library tab in the ribbon, then click Library Settings all the way to the right of the screen.  

 

 

 

 

 

 

 

 

 

 



Once in Library Settings, click Versioning settings. From there turn versioning on or off.  

 

 

To view a previous version of a document, click on … then click … again, then click Version History.  

 



 

From the Version History screen, document versions can be viewed, restored or deleted. Click on the date of the version 

to get a menu to view, restore or delete. 

 

 

 


