How to Back Up or Save Your Filesinto OneDrive

1. Loginto your Office account.

https://Portal.office.com

2. Tofind OneDrive (cloud storage) click the
dotsin the upperleft of yourscreen.
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3. Click on “OneDrive”

OneDrive

4. You'll nowsee a section called “My
Files”. This is where you can copy and
backup your files from yourcomputer
into the cloud.
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5. Find the files that you wantto keepin the
cloud (this meansyou’llbe able to access
these file from any computerin the world
with internetaccess).

6. All youmustdo, is click and drag the file
to the “My Files” section.
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7. Anotheroptionis to use the “Upload”
Button”. This will allow you to choose
any file or folderand upload it instead of
dragging and dropping.
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