
Get Started with OneDrive for 
Business on the web 
 

OneDrive for Business 

Sign in to Office 365 and open OneDrive for Business 
 

(Note, If you are signing into Office365 from a non-council device such as a personal laptop or 

computer, you must first set up secure access to Office.com.  Please see this guide to set up secure 

access to Office.com.) 

In a Chrome or Edge web browser, go to  https://portal.office.com or https://office.com > Sign in 

 

 

 

 

 

 

 

 

 

 

Enter your email address: 
<name>@brighton-hove.gov.uk 
<name>@ORG_ADDRESS 

Sign in to office.com,  

then select OneDrive 

https://new.brighton-hove.gov.uk/guidance-setting-web-access-office-365
https://portal.office.com/
https://office.com/


 

Upload File 
Select Upload > Files. Select the file or files to upload and then select Open. Or drag and drop from 

File Explorer.  

 

Create a file 
Select + New, and then select the type of file to create 

 

  



Open files in Office 
Open Office app (Word, Excel, PowerPoint) > File > Open > OneDrive – Brighton and Hove… > find 

document > open document 

 

Sharing 
Note: Sharing with “Anyone with the link” option is not enabled.  

 

Share a file or folder 
 

Select file/ folder > Share > enter email address of the person you are sharing > add optional 

message > Share. Only specified person can access this file.  

 



Another sharing link setting is to share with the people in BHCC. This option allows you to create a 

link for anyone in BHCC to access a file/ folder. Anyone in BHCC who has this link can open file. 

 

 

Restore deleted items 
When you delete OneDrive files, they're sent to the site Recycle Bin (also called the first-stage 

Recycle Bin), where you can restore them if you need to.  

1. Login to your O365 portal and open OneDrive 

2. Go to Recycle Bin 

 

3.  Select deleted file/ folder 

4. Click on Restore (top menu)   

https://portal.office.com/


 

You can restore items for 90 days from the time you delete them from their original location. They 

stay in the site Recycle Bin the entire time, unless someone deletes them from there or empties that 

Recycle Bin. In that case, the items go to the site collection Recycle Bin, where they stay for the 

remainder of the 90 days. 

If you need a file that you have not recovered yourself within the initial 90-day period, raise a 

request on MyServiceHub, providing the name of the deleted file so that it can be recovered by 

IT&D within the further 90 days period. 

 

Further advice and information 

Microsoft’s 365 Learning Centre also has some great resources, including short videos for getting 

started with the different features of OneDrive 

OneDrive Overview 

What is OneDrive for Business (video) - (External - Personal Laptop) 
OneDrive video training Work or School - (External - Personal Laptop) 
  

OneDrive Quick Start 
OneDrive QuickStart (BHCC Laptop/ Device)  
OneDrive QuickStart (External - Personal Laptop)  

  
Intro to OneDrive (work or school) 
Intro to OneDrive (work or school) (BHCC Laptop/ Device) 
Intro to OneDrive (work or school) (External - Personal Laptop) 

  
Manage your files with OneDrive 
Manage your files with OneDrive (BHCC Laptop/ Device)  
Manage your files with OneDrive (External - Personal Laptop)  

  
Share with OneDrive 
Share with OneDrive (BHCC Laptop/ Device)  
Share with OneDrive (External - Personal Laptop) 
 

 

https://orbis.cherwellondemand.com/CherwellPortal/MyServiceHub?_=3c8ae826
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://brightonandhovecc.sharepoint.com/sites/O365Learning/SitePages/CustomLearningViewer.aspx?cdn=Default&playlist=c9ecc2e9-bc17-496a-8b0b-9242b6bb3eaf&asset=a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.office.com/en-us/article/upload-and-save-files-and-folders-to-onedrive-for-business-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://brightonandhovecc.sharepoint.com/sites/O365Learning/SitePages/CustomLearningViewer.aspx?cdn=Default&playlist=d6021ad3-8709-4c7f-bd74-58517dfc902e&asset=10f5c3fd-b0f6-40e2-9059-04735ffe01b7
https://support.office.com/en-us/article/what-is-onedrive-work-or-school-10f5c3fd-b0f6-40e2-9059-04735ffe01b7
https://brightonandhovecc.sharepoint.com/sites/O365Learning/SitePages/CustomLearningViewer.aspx?cdn=Default&playlist=3c24a6b8-a3d7-4133-ba59-08d705fe8160&asset=5bd927ad-d186-495c-93e8-7ca116fe7b83
https://support.office.com/en-us/article/upload-files-and-folders-in-onedrive-work-or-school-5bd927ad-d186-495c-93e8-7ca116fe7b83
https://brightonandhovecc.sharepoint.com/sites/O365Learning/SitePages/CustomLearningViewer.aspx?cdn=Default&playlist=f007841f-fde2-463c-8043-035084c00ba5&asset=72f26d6c-bf9e-432c-8b96-e3c2437f5b65
https://support.office.com/en-us/article/share-files-and-folders-with-microsoft-365-business-72f26d6c-bf9e-432c-8b96-e3c2437f5b65

