Sharing Documentation with CSCC Accessibility &
Testing (Disability Services) via OneDrive

How to Use OneDrive in Your Browser
1. Sign in to office.com
e Don't already have a Microsoft 365 account? No problem! Your CSCC student
email provides you with access to Microsoft 365. Simply use your CSCC email
address [username@student.cscc.edu] to log in.

o @student.cscc.edu

Enter password

Do not click the above link. If you forgot your
password or need to change it, go to
http://password.cscc.edu. CSCC links are now
displayed in the New section of the App Launcher,
shown at the top left of page after login has been
completed.

2. Select OneDrive.
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How to Upload Files or Folders to OneDrive

e With Microsoft Edge or Google Chrome:
1. Select Upload > Files or Upload > Folder.
2. Select the files or folder you want to upload.
3. Select Open or Select Folder.


https://www.office.com/
https://www.microsoft.com/en-us/videoplayer/embed/RWfvVW?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us

e With other browsers:
1. Select Upload, select the files you want to upload, and select Open.
2. If you don't see Upload > Folder, create a folder, and then upload the files to
that folder.
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How to Share Files or Folders
1. Select the files or folder you'd like to share.

2. Select Share
Files
[1 Name v Modified Modified By File size Sharing
_\‘SAMPLE STUDENT DOCUMENTATION 17 minutes ago 36 items Private
_\‘SAMPLE STUDENT ETR.docx 44 minutes ago . 10.8 KB Private
(] A _\‘SAMPLE STUDENT ETR.pdf =4 19 minutes ago 29.6 KB Private
-\‘SAMPLE STUDENT IEP.docx 44 minutes ago ) 10.8 KB Private
(] ~ _\‘SAMPLE STUDENT IEP.pdf =4 23 minutes ago 29.6 KB Private

3. Select the down arrow to choose permissions for the link you will be sharing.
Options include:
= Anyone with the link
= People in your organization with the link
= People with existing access


https://support.microsoft.com/en-us/office/share-files-and-folders-with-microsoft-365-business-72f26d6c-bf9e-432c-8b96-e3c2437f5b65?wt.mc_id=otc_onedrive

= Specific people [We recommend you use this option; you'll be able to
enter our email address in the next steps]
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4. Select Apply to save the permissions.

5. Enter the name or email address of people you want to share with
(disability@cscc.edu should be used as intended recipient).

6. Type a message — Student name, cougar ID, intended CSCC start date, and
contact information is requested.

Send link X
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Copy link
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7. Select Send.

Or, you can select Copy Link and send the link in an email to disability@cscc.edu. Be
sure to include Student name, cougar ID, intended CSCC start date, and contact
information when doing so.

Questions? Contact us at disability@cscc.edu or 614-287-2570



mailto:disability@cscc.edu
mailto:disability@cscc.edu
mailto:disability@cscc.edu

	How to Use OneDrive in Your Browser
	How to Upload Files or Folders to OneDrive
	How to Share Files or Folders

