
OneDrive: 
At a Glance 

1. Waffle – Access other Office 365 apps 

2. Search Bar – Search for your files 

3. Your Personal Files – This is where all the files you upload to OneDrive are stored 

4. Files Others Have Shared with You – This is where you can access any files that have been shared with you via OneDrive 

5. Create New – Allows you to create a new office file/document or a new folder to store in your OneDrive 

6. Upload New – Allows you to upload a new file or folder to your OneDrive 

7. Settings – Gives you access to a variety of settings for your OneDrive 
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