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How to Log into OneDrive Using a Mac

PURPOSE: How to log in and setup OneDrive on a Mac

List of items they will learn:
e How to find OneDrive on a Mac
e How to sign into OneDrive

HOW TO LOG INTO ONEDRIVE ON A MAC:

Launch e Aapicatin
OneDrive using o~ = 2
Finder on your i ﬁs @ ﬂ___
Mac and click P S | e T
on the -\"--_I...: = PowerPon age Deshiop ao Word ape
Applications g ol

tab. Wt e R e et

Don’t see ‘-“', EE 73
OneDrive? Go
to the Apple
app store to
download.
You will be
prompted to
sign into your
Microsoft 365
account email

account. This -5
should be your ==

Microsof ft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device

username@cu.
edu.
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Next, click the

Appleicon and
select System

Preferences.

(If you are
using Ventura,
you will need
to click on
System
Settings.)

About This Mac

System Preferences...

App Store...
Recent Items
Force Quit Word

Sleep
Restart...
Shut Down...

Click the
Security and
Privacy icon.

®
-
o

T

Sign in to your Apple ID

Set up iICloud, the App Store, and more,

[
J

COMPUTER
HELP

@J University of Colorado
Boulder | Colorado Springs | Denver | Anschutz Medical Campus

UNIVERSITY INFORMATION SERVICES

Contact UIS

Call: 303-860-HELP (4357)
Email: mailto:help@cu.edu



mailto:help@cu.edu

COMPUTER
HELP

Scroll down to

Files and . it Security & Privacy
Folders. Click
the IOCk to General  FileVault  Firewall | Privacy
allow changes
to be made_ . Full Disk Access Allow the apps below to access files and folders.
=]
. Files and Folders
Enter your —
@ Screen Recording
password to
unlock the B vedia & Apple Music c OneDrive
settings and —formeior
then click the Ve i) Representative Console - remote.colora...
bOXeS to Documents Folder
enable L User Availability Spotify
OneDriVe in P » Downloads Folder
the list.

Developer Tools

Advanced...

To turn on the -
backup, click _ @ zoom @& &

on the
OneDrive icon s OneDrive — University of Color... oy
at the top of =

the screen. W Riccs
Click on the
gearicon to go
to Settings.
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In Settings,
click on the
Backup option.
Then click
Manage Important Mac Folders
BaCkuP and Back up files in the Desktop and Documents folders
ﬂna“y Start to On:Drilve, ;o they're protected an:availabie on Manege Reckyp
’ other devices.
Backup.
Screenshots

When the [ ] Microsoft OneDrive
backup is
completed, it Manage Folder Backup
will say Files
Backed Up.
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