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OneDrive Guide from Students Portal

Access files from any device using your phone, tablet, or computer to continue what
you started. Any changes you make will be updated on all your devices. Collaborate

and share files, folders, and photos with friends and faculty.

STEP 1:

Log into the portal at www.hccc.edu with student username and password.

STEP 2: —

bea

MY HCCC

e Click on “My HCCC Email” EMAIL

STEP 3; —>

- New message

On the student page

e Locate the “Quick Links” section

From the email:

£ Inbox 1107
e On the top left side of the page, locate E )
. . &) Junk Email 76
the button and click on it
& Drafts 131

=g Sent Items
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COMMUNITY COLLEGE

STEP 4: S -

6 Outlook - OneDrive
. . . . ﬂ Word I’ Excel
Under “Applications” you will find apps such as
@ PowerPoint u OneNote
Word, Excel, and PowerPoint online. To create a @ shareroint B Teams
$ Sway R;‘-:'R Planner

new document select the app that would you like

All applications

to work on.

Note: Documents are automatically saved in “Files,” ONLY if you work on Office

Online from OneDrive apps.

STEP 5:

&& O©OneDrive
To check previously saved documents 0 wors I
L CI'Ck the H button I PowerPoint E OneNote
° Cllck on llOneDrlvell E?:r SharePoint ﬁ:— Teams
E_\ Sway o“fz/‘\ Planner

STEP 6:

Search everything -+ New v 7 Upload
OneDrive B8 Folder
L] C||Ck On ”FIIeS" ‘ Files @] Word document
Recent ) Excel workbook
[ Se I e ct t h e d OC u m e nt yo u ?‘O.’OS &) PowerPoint presentation
nared ﬂ OneNote notebook
would like to edit, download or bt P

share.

Contact:
Academic Computer Labs
computerlabs@hccc.edu
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