
Student Guide to OneDrive, Word and Teams 
Accessing OneDrive from your email 
When you are in your email (called Outlook), you will see a block of 9 dots on the top bar, next to the word Outlook. 

 

This is the App Launcher, and you will see it on all Microsoft Online programs. Select this. 

You will have access to all of those applications. 

In this document, we’re going to look at OneDrive and Word, 

but please take a look at PowerPoint and Excel if you have 

already used those applications at school. They work in just the 

same way. 

Click on the app called OneDrive. 

This is your online storage space. It’s very similar to others you 

may have used yourself, such as Google Drive or DropBox. 

Some of you may even have your own OneDrive account.  

 

 

To use it, click on the menu item New. 



 

From here, we can create all the things we might need to. I’m going to create a folder called History, where I can 

store all my work for History. 

Hit the Create button 

Click on the folder to go into it. 

Again, you should see an empty folder, with the path shown as 

Files>History at the top. 

We’re now going to create a document. Select the menu item New. 

Select Word Document.  

This opens up a new tab on your browser, and launches the Word 

Online app.  

The first thing you should do is give your document a name; at the top of the document, you see the words 

Document – Saved. Click on the word Document 

 

I’m going to create my document on Alexander the Great. I’ve renamed the document, done some research, and 

added in my text. 

Word Online is always saving your document whenever you make changes, so I can now type text, make headings 

etc and all changes will be saved. 

 

Here’s what I’ve created; 



 

I can close the document by simply closing the browser tab. I should now be back in my OneDrive tab, and I can see 

the document – Alexander the Great.docx – that was created. And it has the three little bars to show it’s a new 

document. 

 

 

 
 

 

  



Working in Teams 
We are now going to take a look at another app, Teams. Teams is an area where your teacher can share lessons, give 

instructions, set you work, and get work back from you in a ‘private’ area, so that only you and your teacher can see 

it. You can also have share information with the whole class, or just with your teacher. 

To launch Teams, go to the app launcher (the 9 boxes) and select Teams; 

 

Teams launches and you will see that you are already part of at least one Team. 

  



Let’s take at what the different areas are for on Teams; 

 

 

 

 

 

 

Quick Links 
The Quick Links take you to different areas of Teams. The Activity one shows you what is happening across all the 

Teams you are part of. 

Menus 
The menus show you the activities within this Team. At present, we’re only going to look at Posts and Files, but your 

teacher may add more later. 

Channels 
You will see 2 items here (below the Team name). One is General – and this is the space where everyone can see. 

The other is your own personal Channel – this is where you will post files for your teacher to review, and where your 

teacher can leave you feedback. In the examples that follow, the student is called Harry Potter, but it will have your 

name. Only you and your teacher have access to this area.   

 

Files 
The Files area is where you will need to upload work for your teachers to read and give you feedback 

 

Posts 
The Posts area is a little like Facebook. Here’s where your teacher will communicate to the whole class, with 

instruction, or links to files. 

You can see in the Team that the Teacher has posted some instruction to the whole class; 

 

Quick Links 
Menus 

Channels 
Posts 



 

If I click on the PowerPoint link, it will open up the file (Read Only) and I can step through and review the materials; 

 

When I’ve finished, I just need to select the Close button on the righthand side near the top. I can always go back to 

it later. 

  



Getting work from OneDrive to Teams 
You use your space in Teams to create all your files, or you can create the work in OneDrive and then move it to 

Teams. We have to do one little thing before we can easily copy from OneDrive to Teams.  

Click on your own channel name from the Channels area. Then select Files from the menu. 

 

We’re going to select the menu option right at the end Open in SharePoint. This just opens up another view, but it’s 

creating a link between your OneDrive and the Team. You only have to do this once for each Team you’re in. On the 

top at the righthand side, you will see a star followed by the words Not following. Click the words, and you will see it 

change to. All done! 

Close the browser tab that has just opened. 

Now go to your OneDrive area, where you wrote the piece on Alexander the Great. Select your file, by clicking the 

circle to the left of the name. 

 

You will now see a new set of menus appearing at the top. Select Copy to. The Copy 1 item box appears on the 

righthand side of the screen.  



 

You will see that the Teams you are following are listed below your OneDrive. If it 

doesn’t appear, give it a little time, refresh your browser and try again. Click on the 

Team name and you will see a list of folders. Select your name, and hit Copy Here. 

Your Teams location will now have the file. 

 

 

It might be a good idea to make a post to your teacher, saying that you’ve done it. 

 

Your teacher will then get notified, and can take a look and give you feedback. 



 

 

You can also upload your files from your own computer. If your work contains photographs, you can add them to a 

document or PowerPoint, or just upload them to your Teams space. 

 


