OneDrive

Onedrive is Microsoft’s data storage collection in the cloud. With
your St. John ’s account, OneDrive offers 1 terabyte of Space

e How do I access OneDrive?

1. Login 2. Click Email at the top of
to the MySJU Page next to
MySJU Blackboard

Secure Access Login

User Name:

3. Click the 9 Dots in the
Left Hand Corner next to
Outlook, Select OneDrive

u Wam me before logging me into other sites.

The 2 links below are for EMPLOYEES ONLY:

Enroliment for Password Recovery.

Forgot password?

e How Do I make a folder in OneDrive?

1. Once logged into + New ~
OneDrive, Select -
New next to Upload

T Upload ~ 3 Sync o Flow ~

2. Select Folder from the  Mew © 7 Upload -
drop down menu | = Folder |

B Word document

8 Excel workbook
3. Name your FOldeI’, & PowerPoint presentation

Click Create &

i OneNote notebook
Create a Folder

8| Forms for Excel

|Enter your folder name @¢ Visio drawing

& Link



e How do I share a Folder with my Students?

1. Once you Create a Folder, Click Private
under the Sharing Column of the Folder
you want to share

| 'Nsmdem Assignment Folder =4 A few seconds ago Brian T S5chneebeli 0 ':E"r'sl Private I

m . Grant Access I %

. Student Assignment Folder

2. Click Grant Access
Manage Access next to the blue Share
Button

% Links Giving Access O

*a Direct Acoess

Grant Access *
Student Assignment Folder
Brian T Schneebeli Owner |§
Can edit
. Add a message (optional)

3. Type Email Address of 7 messRs fomen

the People you want to have

Access to this Folder Notify People

Grant Access x

Student Assignment Folder

IEn:i' a 713-“5 or email address 4. Click Grant Access
Can edit . .
after entering all Email

Add a message (optional)
@ messsgs fepron Addresses

Motify People




