
Though Google Drive is nearly synonymous with cloud syncing and has 
excellent integration of document and spreadsheet editing, Microsoft’s 
OneDrive has something arguably better: full integration with Office 

Online, which houses the online versions of Word, Excel, PowerPoint, and 
OneNote. Plus, OneDrive is integrated directly with Windows 8.1—no utility 
needed. All it takes to access OneDrive is a Microsoft account. The service will 
sync files between all your Windows and Mac computers, which you can access 
online via mobile apps and the Web. And you get 15GB of free storage to boot. 
But there’s a lot more to OneDrive than you may know. Here’s how to take 
advantage of all of it.
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DOUBLE YOUR STORAGE 
SPACE WITH CAMERA 
BACKUP
There’s a chance you’re using OneDrive 

but are not a subscriber to Office 365. In 

that case, you get 15GB of online storage 

for free from Microsoft (if you have 25GB 

free, you’ve probably had your Microsoft 

account since before April 2012). There 

are ways to increase that free allotment. 

You can refer new users to OneDrive—

that’ll nab you a paltry 500MB of new 

space per person who takes you up on the 

referral, up to a maximum of 5GB. 

Microsoft makes it easy to invite people, 

even via social networks. But that will 

take forever, and doesn’t net much.

The faster way to double your storage 

is to activate the “camera roll bonus.” To 

do that, go to the OneDrive mobile app on 

Windows Phone, iOS, or Android and turn 

on the camera backup feature. Every 

picture you take will then get uploaded to 

OneDrive—and your storage will double 

from 15GB to 30GB instantly. Windows 7 

and 8 will soon have automatic backup of 

pictures as well, even when you connect a 

digital camera.

CHANGE WINDOWS SYNC 
SETTINGS
OneDrive is part of the sync settings 

between all your Windows PCs. You can 

change the settings so you don’t always 

have the same apps (the Windows 8 

Start type), wallpapers, start screens, 

and so on. Just go into OneDrive by right-

clicking the icon in the Windows system 

tray, select OneDrive Storage, and click to 

“Sync Settings.” Or just turn off the PC 

syncing functions entirely. 

READ ONEDRIVE FILES 
OFFLINE
In Windows, right-click that OneDrive 

icon in the system tray. Select Settings. 

The first tab only has a couple of options, 

but one you probably should try if you 

have a big hard drive on that particular 

PC is “Make all files available even when 

this PC isn’t connected to the Internet.” 

That means even when you’re offline, 

especially with a laptop out of Wi-Fi 

range, you can still work. Files will sync up 

again with the online storage when that 

PC is next attached to the Internet. 
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SHARE OR EMBED FOLDERS 
AND FILES
Sharing a file from OneDrive is as easy as 

you’d expect. From the Web, right-click a 

file to get a shareable link (it can allow 

people to view an item only, or you may 

institute editing privileges), send the link 

by email, or share directly in Facebook (if 

that social network is connected to your 

OneDrive account).

Embedding is more for displaying 

something, such as when you embed a 

YouTube video on a webpage. The Embed 

command will generate HTML code you 

can then use on a blog or webpage. (The 

social networks, like Twitter or Facebook, 

are usually fine with the link you get from 

the Share option.)

You’re not limited to sharing or 

embedding individual files. You can do 

either with an entire folder full of files. 

Sadly, OneDrive doesn’t let other people 

put stuff into the embedded folder, so 

you can’t use it to collect items from your 

audience. Then again, maybe that’s a 

good thing. 

ACCESS OTHER PCS OVER 
ONEDRIVE 
One amazing thing OneDrive does for you 

if you’re a Windows user is allow access to 

files on all your PCs—even if the files 

aren’t in your OneDrive folders. In the 

Web interface you’ll see a PCs section, 

and the name of each PC on the account 

is listed. If the other PC is turned on, you 

can click the name and access all the 

folders on it (assuming the permissions 

are properly set to do that). It’s mainly for 

access to Office files and photos or 

videos, so don’t expect that you’ll be able 

to find every kind of file, but this is a 

strong feature even with caveats, and will 

only get stronger in future versions of 

OneDrive and Windows. It doesn’t exist in 

the mobile apps, however.
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ONEDRIVE ON XBOX 
There’s a OneDrive app available on the 

Xbox 360 and Xbox One (find the latter 

via a Bing search). It’s a perfect way to 

view personal images or watch videos on 

the big screen. Any videos stored in 

MPEG-4, MOV, and M4V formats should 

be playable without issue—and videos 

auto-uploaded from an iPhone (even if 

they were originally shot with an app like 

Vine, Instagram, or Hyperlapse) will work. 

In fact, when sharing, OneDrive will 

actually re-encode video on the fly to suit 

the player. That means that a big file is 

sized down to stream better to a phone. 

Still images play as a slideshow. In March, 

Microsoft added the capability to play 

MP3, AAC, and WMA music files, but 

you’re limited to uploading 50,000 songs.

SAVE ALL OFFICE FILES TO 
ONEDRIVE
If it’s not clear already, OneDrive and 

Microsoft Office programs like Word and 

Excel are heavily intertwined, to the point 

that your OneDrive folder is the default 

place to save your files from the programs 

themselves. You can tell you’re signed 

into your Microsoft account while in Word 

or OneNote, for example, if your name 

and profile pic are showing in the upper-

right corner of a document window. If 

you’re not, sign in by going to File > 

Account. You can click “Add a service” to 

add OneDrive if it’s not already there after 

you sign into your Microsoft account, but 

it should be.

After that, whenever you’re online and 

save a new document, the first option 

that comes up should be “OneDrive – 

Personal” (as opposed to the “OneDrive 

– Business” account some offices and

schools use). Click “Browse” and you’ll get 

a listing in Windows Explorer of the local 

OneDrive folders on your hard drive—the 

folders that are automatically synced 

with the online service, and then to other 

computers. Click the Pin icon next to any 

folder you’ll use a lot and it will always be 

an option.

Naturally, you can save data from any 

Windows program to those folders and 

they’ll get synced (just as you’d do with 

the local folders for Dropbox or Google 

Drive). If you have a secondary OneDrive 

account, click “Add a Place” and you’ll get 

the option to access that secondary 

account (or an Office 365 SharePoint 

volume if your office has one).
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SET UP PIN CODE ON MOBILE 
Need an extra smidgen of security? On 

the mobile OneDrive apps, under settings, 

activate Require Code and you’ll be asked 

for a four-digit personal identification 

number (PIN). Thereafter, you’ll need to 

enter it to access OneDrive files online via 

the app. Apple users with an iPhone 5 or 

later with a Touch ID fingerprint scanner 

now have the option to use their 

fingerprint as access (though the PIN is 

still required as backup). 

WATCH FOR APP PASSWORDS 
WITH 2FA 
If you’re smart, you’ve signed up your 

Microsoft account to use two-factor 

authentication (2FA) for maximum 

security. One of the options with 2FA 

from Microsoft is to use an “app 

password,” a one-time-use password 

used to sign into Microsoft services. You 

need an app password when the service 

you want to access is on a platform with 

no option to enter the secondary code 

you generally get on your smartphone. I 

ran into it when signing on to OneDrive on 

an Xbox 360—my normal Microsoft 

account password did not work, because 

there was no way to enter the extra code 

Microsoft sends for secondary 

authentication. If this happens to you, 

you can gain access by going to the 

Security & Privacy section of Microsoft’s 

Live account settings and clicking “Create 

a New App Password.” 

ACCESS FILE VERSIONS 
When you overwrite a file on the PC, the 

old version is usually toast. Luckily, sync 

and backup services like OneNote exist. 

That might not seem like much help, as if 

you overwrite a file on the PC, the sync 

function just grabs the overwritten file. 

But OneDrive saves every new version 

change to your documents, especially for 

Office files from Word, Excel, and 

PowerPoint. Thus, if you overwrite a file, 

go to the Web interface, right-click the 

file to access Version History, and you’ll 

see the full set of clickable options on the 

left, including one for restoring the older 

version to make it the current version. Or 

just download it as a backup. You also get 

the option to start editing that version in 

the online app or the full program.
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