10 step to OneDrive file synchronization

1. Typein “OneDrive” in the search bar.
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2. Typein you primary email address into the Set up OneDrive message box. Click Sign in.

@ Microsoft OneDrive S

Set up OneDrive

Put your files in OneDrive to get them from any device.
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3. Login to the UW-Madison login with your netid and password.
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4. Once logged in the message box “Your OneDrive Folder” will pop up. Accept the default folder
location and click next.

@ Microsoft OneDrive >

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here
CAUsers\cOc\OneDrive - UW-Madison

Change location

Next |

5. The next message box is the “Back up you folders” screen. Accept the default. Click Continue.

@ Microsoft OneDrive >

Back up your folders

Selected folders will sync in OneDrive - UW-Madison. New and existing files will be
added to OneDrive, backed up, and available on your other devices even if you lose this
PC. Learn more.
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Space left in OneDrive after selection: 1,998 GB




6. Atthe “Get to know your OneDrive” click next.

@ Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

7. Next screen is “Share files and folders”, click next.

@ Microsoft OneDrive

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.
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8. Onthe “All your files, ready and on-demand" screen take note of the 3 states your folder can be
in and click next.

@ Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device.

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use 50 you can edit it while

them. you're offline
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9. When the “Get the mobile app” screen pops up just click Later.

@ Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
iOS and Android.

Get the mobile app




10. Final step is to click on “Open my OneDrive folder”.

@ Microsoft OneDrive

Your OneDrive is ready for you

Open my OneDrive folder ‘



