
 

 

GETTING STARTED: 
Office365 OneDrive for Business 

Introduction: This guide will guide you through the process of using and navigating your Office365 OneDrive for Business 
app from the Portal and from your local machine.  

Please see the end of the tutorial regarding important information to remember while syncing! 

OneDrive for Business Log in:  
Step 1: To log into your OneDrive for Business, Navigate to https://portal.office.com/Home 

 
Step 2: Click on the “OneDrive” app icon. You will be redirected to your OneDrive for Business page. 

 
 
 



 

Step 3: We will transfer the contents of our H: Drive to our cloud storage (OneDrive for Business). 

First, we need to create a new folder to store the documents. 

 

 

 
Select “New Folder” from the pop-up menu and name it accordingly and click “Create”.

 

 

 

 

 

Click and open the folder that we just created. 



 

 

Step 4: Now we will select the documents that will be moved to the new folder we just created and opened. 

Click the “Upload” button and navigate to your H: Drive; I use “Ctrl+A” to select all files in my H: Drive. 
 

Additionally, you can also Drag and Drop files into the area directly below the “Upload” button and it will behave in the 
same manner. 

 

 

 
After you have selected all desired documents click the “Open” button to import the selected files. You will then be 

presented with the status of the files uploaded/imported. 



 

 

 

 
Congratulations! You have just successfully backed up your H: Drive to the CLOUD! 

Step 5: In this portion we will cover sharing the contents of you OneDrive for Business Cloud Storage! 

First, we will set up sharing of a document to another co-worker. Navigate to the document you wish to share. 



 

 
In this example, I will be sharing the document “Getting Started”. You will notice under the “Sharing” column there is a 
“LOCK” icon. This icon means the document is only shared with you. If you click the icon, you will be prompt for sharing 

options.  
 

Select “Invite People” on the left of the window. You can enter someone’s name just as if it were email. 

 
At this time, you can select if they have edit or view privileges. By default, once you click “Share” it will send an email 
notification stating that you have shared the folder. You will also notice that the “Lock Icon” changes to an icon of two 

people representing that this document is currently being shared. 

 

 

 

 

 



 

Step 6: Now we will cover syncing the contents of you OneDrive for Business Cloud Storage to your computer. 

First, click on the ”Sync” button at the top of the screen located next to “Upload”. You will be prompt with another 
window with the only option being “Sync Now”. 

 
Once you click “Sync now” you will see another window labeled Microsoft SkyDrive Pro. 

 
During this time, OneDrive is attempting to save the files to your machine. Once Complete you will see the following: 

 



 

You can now click “Show my files…” and it will take you to the files on your local computer! 
Congratulations! You have just synced your cloud storage with your computer. 

Your synced OneDrive folder can be found in your file hierarchy as seen below. You can also now save files directly to 
this location and they will be automatically updated to the cloud storage. 

 

 
 
 

!!!!IMPORTANT INFORMATION!!!! 

OneDrive for Business Sync Restrictions:  
Below is a list of restrictions that apply while syncing/uploading files between the cloud and your local machine: 

 
 

Number of items that can be synced: 

You can sync up to 20,000 items in your OneDrive for Business library. This includes folders and files. 

You can sync up to 5,000 items in a SharePoint library. This includes folders and files. These are the libraries that you find 
on various SharePoint sites, such as team sites and community sites, libraries that other people created, or that you 

created from your Sites page. This also includes syncing other people's OneDrive personal sites that you may have access 
to. You can sync multiple SharePoint libraries. 

 



 

 

 

Size limit for syncing files: 

In any SharePoint library, you can sync files of up to 2 gigabytes (GB). 
 
 

Character limit for files and folders: 

These limits apply to files and folders that you add to a synced library folder for uploading to SharePoint. 
In SharePoint Server 2013, file names can have up to 128 characters. 

In SharePoint Online, file names can have up to 256 characters. 
Folder names can have up to 250 characters. 

Folder name and file name combinations can have up to 250 characters. 

 

Invalid characters: 
SharePoint Online: 

The following characters in file names aren't supported when you sync OneDrive for Business with SharePoint Online: 
\ / : * ? " < > | # % 

Additionally, a file name that begins with a tilde (~) isn't supported. 

SharePoint Server 2013: 
The following characters in file name aren't supported when you sync OneDrive with SharePoint Server 2013: 

\ / : * ? " < > | # { } % ~ & 
A file name that begins with a period (.) or a tilde (~) isn't supported. 

 

Unsupported folder name: 
When you sync OneDrive for Business with SharePoint Online or SharePoint 2013, a folder named "forms" isn't 

supported at the root level for a list or library. This occurs because "forms" is a hidden default folder that's used to store 
templates and forms for the library. 

 

GUID strings as file names: 
The GUID string structure is supported in SharePoint Online. 

The following GUID string structure isn't supported for file names in SharePoint 2013: 
'{' + 8 hexadecimal + '-' + 4 hexadecimal + '-' + 4 hexadecimal + '-' + 4 hexadecimal + '-' + 12 hexadecimal +'}' 

For example, a GUID that matches this structure resembles the following: 
{9b6634a7-26b7-40a2-a48e-6f967d89c29e} 

Invalid file types: 
You can't upload files that have a *.tmp or *.ds_store extension, and you can't upload desktop.ini, thumbs.db, or 

ehthumbs.db files. 

Additionally, you can't upload files whose file types are blocked on the SharePoint site. If your organization is running 
SharePoint Server, the list of blocked files may vary, depending on what your administrator sets up. If your organization 

is running SharePoint Online, the default list of blocked files is fixed and can't be changed. To see a list of the default 
blocked files, go to the following Microsoft website: 



 

 

OneNote notebooks: 

Because OneNote notebooks have their own sync mechanism, they aren't synced by the OneDrive for Business sync 
client. You can upload OneNote notebooks to a SharePoint Online page. However, they won't sync with through the 

OneDrive for Business sync client application. Additionally, if you add a OneNote notebook to a local folder that syncs 
with SharePoint Online, the notebook won't sync with the SharePoint site and may cause other sync errors within the 

local folder. 
 

Open files can't be synced: 

Any file that’s currently open by an application (for example, an Excel .xlsx file) can't be synced by OneDrive for Business. 
To sync the file, close any application where the file is currently being used, and then sync the file. 

 

Lookup columns in a library: 

The SharePoint Online or OneDrive for Business library can't exceed the lookup column threshold. For more information, 
go to the following Microsoft Knowledge Base article: 

2927386 "We couldn’t sync this library" error when you use the OneDrive for Business sync client 

 

 

 

 

 

 

 

 

 

If you have any questions, please contact BA Helpdesk: 
phone: 918-258-1585 email: helpdesk@baschools.org 

You can also submit your own work order request at: 
http://helpdesk.baschools.org/cgi-bin/wonderdesk.cgi 
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