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Introduction
The way we work is evolving. 

Remote working, effective team collaboration and 
being responsive to changing customer needs is 
essential for businesses to compete in the digital 
era. The way we store, manage and share our 
content now needs to reflect these new working 
styles. 

Cloud-based storage can go some way to support 
the new age connected workforce, allowing users 
to organise their files, edit documents on-the-go 
and share them with co-workers, at any time, from 
anywhere.

This guide explores the benefits of OneDrive, and 
how to get the most from the platform, if you’re 
already using it.
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Top Five Benefits
Access documents anywhere, on any device
Think of OneDrive as your hard drive in the cloud. Documents can be saved 

securely and accessed from any device connected to the internet. If you save a file 

on your laptop at work, you can also access it at home on your smartphone. 

Easy sharing of documents 
OneDrive enables you to give co-workers permission to view and edit your 

documents. However, all your files and folders are private unless you share them. 

By default, ‘allow editing’ is turned on when you share a file but if you want to 

restrict changes by other users, you can uncheck this box.

It enables effective collaboration
When you share an Office document on OneDrive, co-workers can insert 

comments, images, charts, and other content into the document themselves. 

Reduces the need to save multiple versions of the same 
document
OneDrive allows you to synchronise files from the cloud service to your desktop so 

you can work on them offline. This means the most recent document worked on is 

saved on all your devices. 

Office on the web
You can create Word documents, Excel spreadsheets, PowerPoint presentations, 

and OneNote notebooks from any device, for free, from the OneDrive website. 

Sign into OneDrive.com and then tap on the icons to download the apps. This will 

enable you to work on any of your documents, anywhere, and you can access your 

most recent document from any of your devices when you are on the move.
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Getting Started
Create files and folders in OneDrive
To create a file in OneDrive, select ‘New’, choose the type of file you require 

and click the file name on the title bar to re-name it. All your changes are 

automatically saved in your Office online apps. When you go back to the file 

list, your new file is already saved. You can also create a file in OneDrive from 

a desktop app such as Word or Excel. Select ‘File’, ‘Save as’, and save it to 

your work or personal OneDrive.

To create a folder in OneDrive, from the new menu select ‘Folder’, type a 

folder name and click ‘Create’. Select the files you want and drag them into 

the folder.

Upload files and folders to OneDrive
After you install the app, find the OneDrive folder on your PC or Mac, or visit 

OneDrive.com. You can also upload files by opening File Explorer, selecting 

the files you want to upload, and dragging them to OneDrive.

To upload folders in Microsoft Edge or Google Chrome, create a folder 

in OneDrive, select ‘Upload > Folder’, then choose the folder and select 

‘Upload’. To upload folders in other browsers, select ‘New > Folder’ to create 

a folder. From the folder you want to upload, select the files, then drag and 

drop the files into the new folder you created in OneDrive.

Sync OneDrive files and folders
If you are on Windows 10, you already have the OneDrive desktop app. Select 

‘Start’, type OneDrive, and then select the OneDrive desktop app. Sign into 

OneDrive with the account you want to sync. Your OneDrive files will start 

syncing to your computer. 

If you are working on a Mac or an earlier version of Windows, go to  

OneDrive.com/download, and download the OneDrive desktop app. Then 

sign in with your OneDrive account to start syncing. Once you are synced,  

you will see your files in File Explorer, or in the Mac Finder under OneDrive.

1

2

3



Take IT to the Next Level

6

Recover your deleted files
To restore files you have previously deleted, click on 

OneDrive’s recycle bin.  If you are signed in with a 

Microsoft account, items stay in the recycle bin for 30-

93 days depending on the account you hold, but these 

settings can be changed by your administrator up to 

the 93-day time limit. To restore your deleted file, select 

your recycle bin, and you will see a list of your recently 

deleted files. Select the file you want to restore and select 

‘Restore’. Your restored item will then be available in its 

original location in OneDrive.

Top Tips for Users
Access documents through Files 
On-Demand 
With OneDrive Files On-Demand, you can access all of your 

files in OneDrive without having to download them. Go to 

OneDrive settings and turn on ‘Files on Demand’. Click the 

OneDrive icon in the Windows notification area at the far 

right of the task bar. Click ‘Settings’, and on the settings 

menu select ‘Save space and download files as you use 

them’. 

Files On-Demand also gives you the flexibility to download 

your online files for offline work. To make sure a file is always 

available (online and offline), right click on it and choose 

‘Always keep on this device’. To change a file back to an 

online file, right click on it and choose ‘Free up space’.            
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Top Tips for Users

Attach OneDrive files in Outlook
Adding a OneDrive file as an attachment in Outlook 

effectively shares a link to the recipient who can make 

changes to your document. In an email message or 

calendar event, select ‘Attach’ at the top of the page. 

Then select ‘OneDrive <your business name>’, choose 

the file you want to attach and select ‘Next’. To change 

whether people can edit the file or only view it, select 

‘More actions > Change permissions’ and then choose 

what people can do with the shared file. 

4

Automate OneDrive tasks with 
Microsoft Flow
Microsoft Flow is an online workflow service that automates actions 

across the most common apps and services. For example, if you need to 

find an email attachment without searching through your email inbox to 

find it, Microsoft Flow templates can be used to automatically save email 

attachments to OneDrive and store them all in one place for easy access. 

Microsoft Flow stores all of the attachments you receive in your  

Outlook.com inbox to a folder called Email Attachments in OneDrive for 

Business. 
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https://docs.microsoft.com/en-us/learn/modules/get-started-with-flow/
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Manage your OneDrive documents with Delve 
Office Delve shows you a mix of content from across Office 365. Delve allows 

you to see your own OneDrive or SharePoint documents and documents your 

colleagues are working on, as well as documents that have been shared with 

you as email attachments. 

Delve organises documents by relevance for you through continuously 

analysing the way you and your colleagues work in Office 365. Select ‘Delve’ 

in the app launcher in Office 365, or open delve.office.com in your browser. 

You can click on a co-worker’s name or picture anywhere in Delve to see 

documents they are working on.
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Top Tips for Users

Interested in signing up to Office 365? Visit au.insight.com

or get in touch with your Insight Account Manager today. 

https://support.office.com/en-ie/article/what-is-office-delve-1315665a-c6af-4409-a28d-49f8916878ca
http://au.insight.com



