
These steps are for installing the OneDrive app onto your personal computer 
… so you don’t have to log into the web to access your files. 

 

IMPORTANT… if you already have a personal OneDrive account, you may already have 
this app installed.  

Instructions to “ADD” a second account to your computer can be found at the end 
of this step-guide. 

 

 

 

 

 

 

 

Installing ONEDRIVE on your HOME computer 

 
• Open your web browser and type in Office.com 

• Click the sign in button on your screen. 

• Enter your LHUSD Login Credentials: Use first initial last name@lhusd.org and your 
current log in password that you use when logging into both of your school computers. 
(example: gflores@lhusd.org) 

• You will see the following screen. Click on your OneDrive cloud icon. 

 

WARNING 

If you sync any personal files to your LHUSD OneDrive, the files and your 
personal computer may be subject to public inquiry. 

Make sure your home computer files ARE NOT syncing up to the district 
OneDrive by ensuring you do not enable “back up your folders” during the 
install steps (see below). 
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• Once your OneDrive files are displayed, click the 
GET THE ONEDRIVE APPS link at the lower left of 
the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• A new browser screen will open… click DOWNLOAD for OneDrive for Windows  or  OneDrive for Mac 

 

 

• Download and install the program. 

You now need to set up the OneDrive to connect with your district account. 

 

• Open OneDrive from your start menu (Windows) or Applications folder (Apple) – the setup wizard should 
appear.  Following are the steps for the Windows wizard, the Apple wizard should be similar. 

 
 
 



• Enter your email as firstinitiallastname@lhusd.org and click SIGN IN 
 
 (example:  gflores@lhusd.org) Enter your current district password 
  and click SIGN IN 
 
 

 

 

 

 

 

 

 

 

 

• Click NEXT through the setup screens. 

 

IMPORTANT 

If you see a prompt to Back up your folders - 
Desktop, Documents and Pictures uncheck the 
small circle checks (upper right of each section) 
and click SKIP.   

You DON’T want your personal computer files 
copied/synced to your district OneDrive. 
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• Click LATER regarding the mobile app    Click OPEN MY ONEDRIVE FOLDER to see 

your files 
 
  



WINDOWS 
When you click on the Folders icon in your task bar, you will now see OneDrive-LHUSD.org on the left side of the 
window. 
 

 

 

APPLE 
The OneDrive cloud icon is in the menu bar at the upper right (to the left of the day and time). 
Click the OneDrive icon and choose OPEN FOLDER at the bottom of the popup window. 
 

  



Adding an additional ONEDRIVE account on your WINDOWS 
computer 
 

WINDOWS 

• Right-click on the OneDrive cloud icon in your system tray 
(lower right corner of your screen) 

If you don’t see the cloud, click the small UP arrow 
to view hidden icons 

 

 

• Select Settings from the popup menu 

 

 

 

 

 

 

• Click the ADD AN ACCOUNT button 

 

 

 

 

A second OneDrive cloud should appear in the system tray with a line through it. 

You will need to sign in to your district Onedrive account. 

 

• Enter your LHUSD Login Credentials: Use first initial last name@lhusd.org and your 
current log in password that you use when logging into both of your school computers.  
(example: gflores@lhusd.org) 

 

Once you follow through the wizard, both accounts should be syncing files to your computer.   
You may see 2 separate OneDrive folders in your folders list and an additional blue cloud icon in your system 
tray – one for each account. 

mailto:name@lhusd.org


Adding an additional ONEDRIVE account on your APPLE computer 

 
APPLE 

• Click on the OneDrive cloud icon in the menu 
(upper right corner of your screen) 

 

 

• Click the Help & Settings button 

• Select Preferences from the popup menu 

 

 

• Click the Account icon in the menu 

• Click the ADD AN ACCOUNT button 

 

 

 

 

 

 

 

 

 

 

You will need to sign in to your district Onedrive account. 

• Enter your LHUSD Login Credentials: Use first initial last name@lhusd.org and your 
current log in password that you use when logging into both of your school computers.  
(example: gflores@lhusd.org) 

 

Once you follow through the wizard, both accounts should be syncing files to your computer.   
You may see 2 separate OneDrive folders in your folders list and an additional onedrive cloud icon in your menu 
bar  –  one for each account. 
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