
How to use OneDrive Desktop 
 

Please follow the previous instructions for downloading Microsoft Suite to your device if it is not 
already installed. Once you have done this, OneDrive desktop should also be installed. 

For Mac user, you can also only download the OneDrive app from the app store. 

 

Step 1 
To access OneDrive desktop, search for the OneDrive app on your device and open it. 
 

          

 

Step 2 
Once the software is open, enter your email address in the format specified. 

 

 

 

 

 

https://utscollege.edu.au/getmedia/eadf6c5a-7c3c-4ccb-acce-e0f739d2627f/Guide-to-Downloading-Microsft-Office-on-your-personal-device-0-1.pdf


Step 3 
The UTS OKTA page will then appear, where you should re-enter your email address, provide your 
password, and approve the login MFA.

 

 

Step 4 
Upon successful login, you will have the option to sign in to the OneDrive app only or log in to all 
apps. 

 



Step 5 
If desired, you can modify the location of the OneDrive folder and proceed by clicking "Next".

 

 

Step 6 
You are all set! You will be able to see the OneDrive – UTS folder, and the files you saved under this 
folder will be sync to your OneDrive online. You will also be able to see the file you saved in online 
OneDrive here. 

         


