
Accessing Files in OneDrive 

 

Microsoft OneDrive is a central location of all of your files. This includes Word documents, 
Excel spreadsheets, PowerPoint Presentations, and any other files that you choose to 
upload to OneDrive. You can sync your files across Mobile and Desktop devices as well as 
access them via the web. 

• Video Tutorials on how to use OneDrive 

For accessing files in Microsoft Teams, please view the Accessing Files in Teams guide. 

You can access your personal and shared files through Microsoft OneDrive. Go 
to office.com and click on My Content. 

 
This will take you to Microsoft OneDrive on the web where you can view your personal drive 
and shared drives. 

 

My content 

The landing page of My Content will show you the latest personal files that you have worked 
on as well as documents that have been sent to you in an email via attachments 

https://www.youtube.com/watch?v=ZKvN7fHm2Gs&list=PLXPr7gfUMmKy4He-w9i0Y57n6OR39r8Ir
https://tcmi.edu/guides/software-and-apps/teams/accessing-files-in-teams/
https://office.com/
https://www.office.com/mycontent
https://tcmi.edu/wp-content/uploads/2022/09/CleanShot-2022-09-22-at-20.24.19@2x.png
https://tcmi.edu/wp-content/uploads/2022/09/CleanShot-2022-09-22-at-20.24.19@2x.png


 

 

Cloud Files 

Clicking cloud files will take you to folders and files that have been shared with you as well 
as files uploaded through Microsoft Teams. 

 

 



Missing Files? 

If there are files that you can’t seem to find, click on the OneDrive link at the top left of the 
page. This will show you all of your files and content that is similar to Google Drive. 

 


