Manage Files and Folders In
OneDrive

Select what to do with a file

1. In OneDrive, right click the file.
2. Select a command.
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1. Select New > Folder.
2. Type a name for the folder.
3. Select Create.
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Search for files

Looking for an older doc? Search is a powerful tool to find all your online docs.
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1. Type a word or phrase in the Search box.

2. Select a file, or press Enter.
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Additional Microsoft resources

e Quick Start Guide

e OneDrive Training

e OneDrive Restrictions and Limitations



https://kb.astate.edu/uploads/images/gallery/2025-07/onedrivefolder1.png
https://kb.astate.edu/uploads/images/gallery/2025-07/onedrivefolder2.png
https://support.microsoft.com/en-us/office/upload-and-save-files-and-folders-to-onedrive-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.microsoft.com/en-us/office/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.microsoft.com/en-us/office/restrictions-and-limitations-in-onedrive-and-sharepoint-64883a5d-228e-48f5-b3d2-eb39e07630fa

e OneDrive Help

e Download PDF: OneDrive Quick Start Guide
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https://support.microsoft.com/en-us/office/onedrive-for-work-or-school-help-1eaa32e9-3229-47c2-b363-0a5306cb8c37
https://resources.techcommunity.microsoft.com/wp-content/uploads/2018/11/MS_Office_Quickstart.OneDrive.pdf

