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Overview

This document will guide you through the process of installing Microsoft OneDrive on an administrative

Windows workstation.

Start OneDrive

1. Onthe Windows desktop, click Start, type OneDrive and select OneDrive.
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On the first launch of OneDrive you are prompted to enter your email address. Use your
@health.ucsd.edu address and click Sign in. If the prompt does not appear, the OneDrive client may

be updating to the latest version. Wait for several minutes and then try again.

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

l-@HEALTH.UCSD.EDU
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3. Atthe next prompt, enter your password and click Sign in.

& Microsoft OneDrive

UC San Diego Health

e.@health.ucsd.edu

Enter password

Password

Sign in with another account

Please use your username@health.ucsd.edu login for
this page and contact the University of California, San
Diego Health Service Desk at 619-543-HELP with any
questions.

Terms of use  Privacy & cookies
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The next prompt gives you the option to change the location of your OneDrive path. It is

recommended that you use the default. Click Next.

& Microsoft OneDrive X

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
C:‘\Users‘-._OneDrive - University of California, San Diego Health

Change location



https://uchealth.service-now.com/wiki_page.do?title=Image:KB0016138_Image4.JPG&sysparm_field=kb_knowledge.wiki&sysparm_kbtable=kb_knowledge

5. Click Next.

& Microsoft OneDrive

Get to know your OneDrive

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

&
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Migrate Files to OneDrive

After a brief pause, a prompt will appear to set up your Back up or Protection, depending on the version
of Windows you are running. This process migrates your Desktop, Documents, and Pictures to OneDrive.
If you choose this, your files will be synced to the OneDrive folder and be accessible from any other

desktop, including your home PC, you set up with OneDrive on the OneDrive website. We encourage you

to use this feature to enhance your desktop experience.

1. To migrate your files to OneDrive, select the folders you want synced. We recommend that you use
the default of all folders. Click Start backup or Start protection to continue.

NOTE: After your K drive is migrated, you’ll find your data in the Documents folder.

@ Microsoft OneDrive X

Your IT department wants you to back up
your important folders

Selected folders will sync in OneDrive. 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.
Y Y
. @
U
Desktop Documents Pictures
2KB 0KB 1KB
Space left in OneDrive after selection: 5,117 GB

G\) Microsoft Edge.Ink in the Desktop folder has the same name as a file already in OneDrive. We'll
" add -Copy' to the end of the name, and both items will be available in OneDrive.

Start backup
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The next screen gives you the option to view the sync progress, set up your Android or iOS device or

just close at the prompt.

@& Microsoft OneDrive

OneDrive is starting to back up your files

Your important files are now syncing and you can close this window. Once complete,
your files will be available anywhere you use OneDrive.

View sync progress

Get your files anywhere with the Android or 105 app
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Your desktop is now using OneDrive storage. You may set up a second device.

@& Microsoft OneDrive X

Your OneDrive is ready for you

v

Open my OneDrive folder

If You Need Help

If have an issue signing in to or using OneDrive, contact the Service Desk at 3HELP@health.ucsd.edu or
call x3HELP.
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