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One Drive Overview 

OneDrive for Business is a great place to store, share, and sync your work or school 
files. As part of OSU’s Office 365 subscription, you can save your files in OneDrive and 
then work with them from any device. OneDrive will replace your OSU H drive for file 
storage. 
 
 
While it was difficult or impossible for most faculty and staff to access their files stored 
on their H drives when away from campus, saving those files to OneDrive provides file 
accessibility. By storing files in your OneDrive folder on your campus computer, you 
can sync them to the cloud and access the latest version from anywhere. 
 
 
 
 
 
 
 
 

 
Web Access 
To access your OneDrive from any device with internet access, go 
to  
cowboymail.okstate.edu in a web browser. 
 
Sign in and then, in the App launcher, select OneDrive.  

 
 

http://www.cowboymail.okstate.edu
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To add files to your OneDrive on the web, click Upload, or you can drag files from your 
computer straight to OneDrive. 

 
All your files are private unless you decide to share them with others in the OSU sys-
tem. The icon and description show you which files you’ve shared. 
 
When you give a coworker permission to edit, you can both work on the file at the 
same time. 

 

On Campus/Local OneDrive Basics 
Your OneDrive for Business will be synced to your on-campus PC or Mac, so you can 
access your files even when you’re offline. If you make changes to files while you’re  
offline, those changes are automatically synced the next time you connect to 
OneDrive.  
 
You can save files to your local (installed on your computer) OneDrive folder in several 
ways. The most common are:  
1. Directly from an Office application on your computer. 
2. Using File Explorer.  
 
To save a file to the OneDrive folder on your computer directly from an Office applica-
tion such as Word or Excel, choose File and then Save As. OneDrive should appear as 
an option for location to save your file: 

To save files by dragging or copying and pasting, go to the Start button (bottom left 
of your desktop computer screen) and choose File Explorer. Locate your OSU 
OneDrive and open the appropriate file folder. Drag or paste your file in place. 
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File Storage in OneDrive  
 
Watch these short tutorials if you need to: 
 
Upload files and folders in OneDrive 
Create files and folder in OneDrive 
Share files and folders in OneDrive 
 

Syncing Your Files 
To work with your OneDrive for Business files directly in File Explorer and access them 
even when you are offline, sync the files to your computer. You can choose which of 
the files you place in your OneDrive folder should sync (What syncing means).   
 
To choose which files to sync, open File Explorer and right click on OneDrive - Oklaho-
ma State University. Select “Choose which files to sync”. 
 
When the dialog box pictured below appears, check mark the files and folders you 
wish to sync. 

Are My Files Synced? 
If you choose not to sync certain files to OneDrive, you may lose them if you have a 

Right click 

https://support.office.com/en-us/article/Upload-files-and-folders-in-OneDrive-for-Business-5bd927ad-d186-495c-93e8-7ca116fe7b83
https://support.office.com/en-us/article/Create-files-and-folders-in-OneDrive-for-Business-e1f59717-2f02-494d-93c6-8ef9613e82ba?ui=en-US&rs=en-US&ad=
https://support.office.com/en-us/article/Share-files-and-folders-in-OneDrive-for-Business-72f26d6c-bf9e-432c-8b96-e3c2437f5b65?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/What-is-file-syncing-7b265f0e-2e36-478a-8857-7026b9ec831c?ui=en-US&rs=en-US&ad=US


4 

 

computer crash or other data loss event.  If you read the information below and still 
aren’t sure you have the right files syncing, contact SSB Support for help. OneDrive  
uses certain images placed on the OneDrive and file folder icons to indicate syncing 
(or lack thereof). Open your File Explorer to check folder and file syncing. Open your 
system tray (bottom right of screen) to check OneDrive syncing. The images you could 
see are shown below. 
 

Checkmark = successfully synced 

Blue circle with arrows = currently syncing 
 
 

 
Red X = file/folder not synced/sync problem 

 
 
 
 
 
 
 
 
 
Yellow triangle with exclamation point = Sync Alert with OneDrive (in System 
Tray at bottom right of screen)  

 
If you see the yellow Sync Alert icon, see OneDrive for Business sync problems or con-
tact ssbsupport@okstate.edu. 

https://support.office.com/en-us/article/Fix-OneDrive-for-Business-sync-problems-e12c6a8b-4bbe-4391-9c23-1a52b55a1967
mailto:ssbsupport@okstate.edu?subject=OneDrive
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Possible Reasons Your Files May Not Sync 
 
If you have ensured that you have selected a certain file or folder to be synced (see 
Syncing Your Files, above) and still do not see the green or blue indications that it is 
syncing, there are other possible reasons your files may not sync. 
 
Number of items that can be synced 
You can sync up to 20,000 items total across all synchronized libraries.  This includes 
folders and files.  
 
Size limit for syncing files 
These limits apply to files and folders that you add to a synced library folder for up-
loading to SharePoint. These limits apply to un-encoded URLs, they don't apply to en-
coded URLs. 

 Folder names can have up to 250 characters. 

 Folder name and file name combinations can have up to 250 characters (incluiding 
the entire path that starts with OneDrive—Oklahoma State University) 

 Certain special characters (such as # or !) in file names will prevent the file from 
syncing 

For more details on syncing restrictions, go to Restrictions and Limitations. 
 

Note: Windows Explorer displays the first 35 characters of a site library’s name and site 
name combination for a library that you have synchronized. This doesn’t affect the 
ability to sync these items within the limits described in this article. 

 
For more information, go to aka.ms/learnOneDrive.  

https://support.microsoft.com/en-us/kb/2933738
https://support.office.com/en-us/article/OneDrive-training-1f608184-b7e6-43ca-8753-2ff679203132?ui=en-US&rs=en-US&ad=US&ocmsassetID=1f608184-b7e6-43ca-8753-2ff679203132C:/Users/mldye/Documents/Camtasia%20Studio

