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Students: How to Access and Use OneDrive

This article covers how CSUF students can access their campus OneDrive
account, create documents in OneDrive, upload files to OneDrive, and share a
file/folder with another student.

How do | set up my OneDrive @ Cal State Fullerton account?

The only way to use the OneDrive @ Cal State Fullerton account is to install Office
365. You can find instructions and the link to install Office 365 on the STS website.

¢ 1already have Office 365/0ffice 2013/Office 2011. Why do | need to use
your version?

CSUF has an agreement with Microsoft to provide a version of Office 365
with specific products available, including the most recent desktop version of
Office applications and 1 TB of storage on OneDrive. In order to qualify for
this agreement, students need to install Office 365 using the instructions at
the STS website.

How do | access my OneDrive @ Cal State Fullerton?

1. Open your internet/web browser to the CSUF Office 365 webpage.

Open the CSUF Office 365 webpage.
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2. Click on Students.

Division of Information Technology

Microsoft Office 365 Login

Welcome to Office 365

Select the right user type and log in to Ofttice 365 with your CSUF username and password
information.

Faculty & Staff -

Students -
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3. Enter your student email address. Then click Next.

B® Microsoft

Sign in

to continue to Outlook

o tuffytitan@csu.ful Ier‘ton.edd

Mo account? Create one!

Can't access your account?

A. Enter your student email address.
B. Then click Next.

Students: How to Access and Use OneDrive // Downloaded: 10-12-2023 // Disclaimer: This document is Page 3
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



EIFUTLERTON

4. Enter your campus password. Then click Sign in.

CSUF Student Authentication

Sign in with your username and password

tuffytitan@csu.fullerton.edu

o R R T

ERd)

A. Enter your campus password. This is the same password that you use to log on to
the campus portal.
B. Then click Sign In.

5. You'll be prompted to authenticate with Duo.

¢ New to Duo?

View Duo guides for Students
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Check for a Duo Push

Verify it's you by approving the
notification...

Sent to "Lori iOS" (eee-eee1212)

)

Other options

Need help?

Remember you can use Other options to choose another way to
authenticate with Duo.
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Microsoft 365 O Search

e to Microsoft 365,

Quick access

@ Al (© Recently opened Sg, Sh

7. Select OneDrive.

ee Microsoft 365

m PowerPoint u OneMote
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8. You'rein!

Home

B My files Recent

o] —
=% Shared ﬂ Weord ﬂ Excel ﬂ- PowerPoint @ PDF

<z Favorites

How do | create documents in my OneDrive @ Cal State Fullerton?

Creating and saving documents to your OneDrive @ Cal State Fullerton account can
get confusing, especially if you have a personal OneDrive account. The steps below
may seem a little complicated, but this is the simplest way to make sure that your
documents save properly. If you are comfortable trying something that requires
more advanced computer skills, stop by the Student Genius Center in the Library
and we'll show you how!
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1. Click New and then choose the type of document you want to
create.

/O Search
Home @ Word document
@ Excel workbook
£ My files

@] PowerPoint presentation
&9 Shared

@} OneNote notebook
<7 Favorites

B Forms for Excel

TiJ Recycle bin
34 Visio drawing

A. Click New.
B. Select the type of document you want to create.
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2. The document opens and you can begin working. The document
will automatically be saved every few minutes. You can view the

save status and change the name of your document using the
document menu.

Word Document <& -~ =3 Search (Alt + Q)

leview
File Mame

Location Q

EI Titan, Tuffy> Documents >

Save status

n.
Last saved: Just now

'f_k:) Version History

>

You will see a cloud icon with a checkmark when changes to your document are
saved every few minutes.

Click on the down carat icon to expand the document menu.

File Name allows you to view/change the name of the document.

Location shows where the document is saved in your OneDrive.

Save status shows the last time the document was automatically saved.

mUNm
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3. To open the document in the full version of the Office application,
click on the editing button and then choose Open in Desktop App.

¢ Not all features are available in the online version of the application, so

opening a file in the desktop version of the app will give you access to all of
the available features of the app.

Help Grammarly

= f Editing
v =Y %fv ok Make any changes

(('ZTJ Reviewing
Add comments and suggest changes
A Viewing

View the file, but make no changes

o @ Open in Desktop App

A. Click on the editing button.
B. Then select Open in Desktop App.
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3.1. If prompted, click Open [name of app] (e.g., Open Word) to finish
opening the file in the desktop app.

Open Word?

https://usc-word-edit.officeapps.live.com wants to open this application.

[0 Always allow usc-word-edit.officeapps.live.com to open links of this type in the associated app

your computer.

3.2. You are now editing the document in the full version of Office on

¢ Notice the Save icon looks slightly different than usual. It is indicating that

when you save you are saving the document back to your OneDrive @ Cal

Home

Insert

State Fullerton account and not to your computer’s hard drive. The AutoSave

Draw

option is also typically automatically enabled meaning that changes to the
document will automatically be saved every few minutes.

Calibri (Body)

Design
B I U

Document.docx = Last Modified: 15m ago v £ Search

Layout References Mailings Review View Developer

= v = . YT | = 5=

B-—- | & &
Styles | Editing | Create and Share Request

L S ;l, = > Adobe PDF  Signatures

] Paragraph Styles

“ 11 -
b x, ¥ | &
S A~ £~ A~ par AN

Clipboard N

Font

= =.

Help

Titan, Tuffy
Acrobat

]

i1 Comments
g

fEditing ~ 3 Share ~
Dictate Editor Reuse
Files
Adobe Acrobat Woice Sensitivity
HUSR.201-Assignment#64)

Editor | Reuse Files
This-is-my-assignment-information.q

D]
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3.2.1. You may see a message in your web browser that the file has
been opened in the desktop application. Click X to close the message.

‘--.hx

All done. You can close this file now.

We tried opening this file in Microsoft Word on your computer.

e |

How do | upload files from my computer to my OneDrive @ Cal
State Fullerton?

View information on how to upload files and photos to OneDrive.

How do | share a file/folder with another student?

Sharing a file or folder with another student or group of students is easy. Of course,
you will need to know the campus username of the other student(s) that you want to
share with before you get started.

1. Place a checkmark next to the folder or file you want to share.
Either click the share icon or click the actions menu and select
Share.

@ Share © Copylink Ti] Delete | Download -« 5 Sort ~ X 1selected = - Info
My files
o ] MName e Modified - Modified By ~ File size ~ Sharing
o HUSR 201 Group Project @ A few seconds ago Titan, Tuffy 0 items Private
&  Shared with Everyone August 4, 2015 Titan, Tuffy 0 items &4 Shared
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A. Place a checkmark next to the folder or file you want to share.
B. Click the share arrow icon.
C. Orclick on Share in the menu bar above your files.

2. Type the email addresses of the people you want to share the
folder/file with. Once the system finds the student (or you've typed
the full email address), you can select the student's username. You
can also specify the permissions you want to give them.

Send link X

HUSR 201 Group Project

People you specify can view

Titan, Annette X Titan, Madeeha

Io tuffy.titan oY
| Titan, Tuffy \

Copy link

People you specify can view Copy

A. Type the email address of each student that you want to share the folder/file
with. As you type, the system will search for the student. Once they appear, select
the student you want to add.

B. The default sharing access will allow the students to edit the folder/file, but you
can click to change the sharing permissions.
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3. Once you have entered all of the students you want to share the
folder/file with, you can add an optional comment that will be sent

with the sharing invitation email. Then click Send.

¢ Note that until the other students accept the sharing invitation, you won't

see them listed as sharing with you.

A. Optional: enter a comment to be added to the sharing invitation email.

B. Then click Send.

Students: How to Access and Use OneDrive // Downloaded: 10-12-2023 // Disclaimer: This document is
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.

Send link

HUSR 201 Group Project

People you specify can view

Titan, Annette X Titan, Madeeha 4
Titan, Tuffy X
Add ancther
Here is the folder for our HUSR 201 Group PrDjectl o
Copy link

People you specify can view

Shared with: °

Send

Copy
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4. You'll see a confirmation that the sharing link was sent.

v/ Link to "HUSR 201 G...up Project’ sent X

To:

Need More Help?

Contact the Student IT Help Desk at StudentITHelpDesk@fullerton.edu or
657-278-8888.

Visit the Student Genius Center on the first floor of the Pollak Library North. View the
SGC website for their hours and more information.

For additional help and resources, view the Microsoft Office Help & Resources article
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