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Office Web Apps (SkyDrive) 

 
Windows Live SkyDrive. Once you have an account, you'll be able to access 
your own personal SkyDrive storage space. You'll also have access to Office 
Web Apps, as well as other Windows Live features, like Hotmail and 
Messenger. 
In this lesson, you'll learn how to set up your own Windows Live account. 
 

 

Creating a Windows Live Account 
Before you can use Office Web Apps and Windows Live SkyDrive, you'll need a Windows Live 
Account. If you already have a @hotmail.com email account, @live.com email account or 
anyaccount that lets you use any other Windows Live service, like Messenger, you already have a 
Windows Live 

1. Navigate to Live.com and click the Sign up button. 
 

2. You will now need to fill out a form with your 
information. First, type your desired Windows Live ID 
and click the drop-down arrow to select whether you 
want an @hotmail.com or @live.com email address. m 

If you don't want a Windows Live email address and 
wish to use an existing email address as your ID 
instead, click Or use your own email address. 
 

3. Type the password you want. Just like with any online service, it's important to choose a strong 
password -in other words, one that is difficult for someone to guess. When you enter your desired 
password, a box will appear to the right to tell you if your password is strong enough to be secure. 
For more information about strong and weak passwords, check out Passwords - The First Step to 
Safety in our Internet Safety Tutorial. 
4. Retype your password. 
 
 
 
 
 
 
 
 
 

5. Enter an alternate email address so that Windows Live has a way to give you your password if 
you ever forget it. You may also enter your mobile phone number; however, this field is not 
required. m If you don't have another email address, or prefer not to use it, click Or choose a 
security question for password reset. Select a security question from the drop-down menu, then 
enter the answer in the Secret answer box below. 
6. Enter your first and last name. If you prefer not to use first name and the first initial of your last 
name. 
7. Select your country, then (if applicable), your ZIP code. 
8. Select your gender, then enter your birth date. 
 

9. Enter the words in the word verification image into the box. If you 
can't read the words, click New to get a new image or audio for an 
audio verification test. 
10. By default, you will receive emails with advertisements and product 
surveys from Windows Live and other Microsoft products. If you don't 
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want to receive these emails, uncheck the checkbox. 
 
 

11. Finally, review the Microsoft service agreement and privacy statement, then click I accept. 
 
 
 

 

 

 

12. Your account will be created. As of Fall 2011, a few links on the Windows Live site led to a 
different, possibly older, signup page. Although the sign up form on that page differs slightly from the 
one shown above, it still works. You can always access the current sign up page by navigating 
directly to Live.com and clicking Sign up. 

 
Getting Started with SkyDrive 
To Access Your SkyDrive: 

 
There are two ways to access SkyDrive: 

 From any page on the Windows Live site, click SkyDrive in the top toolbar. 
 

 
 

 Navigate directly to Skydrive.live.com. 
 

 
Office Web Apps (SkyDrive) 
Create and Share Office Documents 

 

With SkyDrive, you can share your Office Web Apps documents. You can 
even share an entire folder full of documents. Once you share a document, 
you'll be able to use Web Apps to collaborate on it without leaving your 
browser. 

 

 
 
To Create a New Document: 
1. Click the icon for the type of document you 
want. You can create:  

 Word documents  

 Excel workbooks 

 PowerPoint presentations 
 OneNote notebooks 
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2. Enter a name for your new document, then click 
Create 
 
 

3. Your document will be created and opened. 

 

To Create a New Folder: 
1. Navigate to SkyDrive, then click the New Folder link above the documents list. 

 

 

 

 

 

2. Enter a name for the new folder, then press 
Enter on your keyboard. 
 
 

3. Your folder will be created. 
 

4. Click the folder to open it. The folder will be 
empty. 
5. You can create new documents inside the folder following the same steps as above. Just click 
the icon for the type of document you want. 

 Word documents 

 Excel workbooks 

 PowerPoint presentations 
 OneNote notebooks 

 

Opening Documents 
You can open and edit your documents in your web browser with Web Apps. You can also open 
them with the desktop Office programs. Editing your documents with Web Apps is more 
convenient. However, the Web Apps have fewer features and editing tools than the desktop Office 
programs.  

If a document is open in a desktop Office program, it cannot be opened anywhere 
else at the same time. Keep this in mind if you are collaborating with someone. 

 
To Open a Document with Web Apps: 
 
1. Locate and click the name of the document you wish to open. 

 

2. A preview of your document will open. In the top toolbar, click 
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Edit in Browser.  
3. Your document will be opened. You can now edit it with Web Apps tools. 
 

To close the document and return to SkyDrive, click the SkyDrive link at the top of the page. 
 
 
 
 
 
 
 
 
 
 

To Open a Web Apps Document with a Desktop Office Program: 
1. Locate and click the name of the document you wish to open. 
2. A preview of your document will open. In the top toolbar, you will see an option to open your 
document in its desktop Office program. In this example, we're going to select Open in PowerPoint. 
 

 
 
 

3. Depending on your browser and security settings, 
you may see a security warning asking you to 
confirm that you want to open the file. Click OK. 
 
 

4. A dialog box will appear. Enter your Windows Live 
ID and password, then click OK. 
 

5. Your document will open in its desktop Office program. To begin editing it, click Enable Editing in 
the yellow toolbar at the top. 

 
 
 
 
 
 

 
 
When you're ready to return to SkyDrive and Web Apps, simply 
save the document within the desktop program, then close the 
program. The changes you made will be applied in SkyDrive, as 
well. 
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Introduction to Sharing 
When you use SkyDrive to share a document with someone, you're actually giving them access to 
the exact same file you're working on. This lets you and the people you share with edit the same 
document without having to keep track of multiple versions. 
 
There are two ways to share in SkyDrive. You can share:  

 Individual files  

 Entire folders and all of the files they contain 
 
When you share a document or folder in SkyDrive, you can either email a link to the people you 
specify; or get a general link that you can use however you want. Unless you're sharing a 
document that needs to be visible to many people, or perhaps the public— like a flyer or an 
advertisement— we recommend using the first option. 

 
 
To Share A File or Folder: 
1. Check the box next to the file or folder you want to share. 

 

 

 

 

 

 

 

 

2. The details pane will open on the right side of the screen. Locate the 
Sharing group, then click Share.  
 
 

3. A pop-up window will open. 
4. Select one of the methods on the left. Your options are: 

 Send email to send a link to the people you specify 

 Post to to share your document on a social networking site 
 Get a link to get a general link that you can use however you want (for 

example, you can post it on your blog, or email it to a large group) 

 

By default, the people you add will be able to edit your document as long as 
they have a Windows Live ID. If desired, you can limit your sharing so that 
people will only be able to view the document. Simply uncheck the box next to 
Recipients can edit. 
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Your file or folder will be shared. 
To edit the permissions of a shared file or folder, refer back to the details 
pane, and use the controls in the Sharing group. 

 

Remember, when you share a folder, all the documents in that folder will be 
shared. You cannot set 
individual sharing settings for documents within a folder. 
 
 

 
Sharing Tools 
Once you've shared a document with someone, they'll be able to access it at 
any time. If you gave them permission, they'll also be able to edit it with Web Apps. In fact, multiple 
people can edit the same shared document at the same time. 
As other people make changes to a document you have open, you'll be able to see the location of 
their cursor,  though you won't be able to see their edits until they save their changes. These 
changes will be applied to all versions of the document. 

 

Note: This aspect of sharing can be temperamental. When you're editing at the same time as other 
people, the changes they make might not appear immediately. You may have to refresh and reopen 
the document to see the most recent edits.  
 
You can communicate about shared documents by adding document comments. When you 
comment on a document that you've shared with other people, those people will be able to see and 
respond to your comment. 
 

 To add a document comment, go to the main SkyDrive page and open the document's 
details pane. Type your comment in the Comments section at the bottom. 
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Office Web Apps (SkyDrive) 
Upload and Manage Files 
 

One of the most useful things about SkyDrive is that you have plenty of space 
to store all types of files. You can upload photos, videos, and more from your 
computer. Then, you'll be able to access those files from anywhere with an 
internet connection. 

 
 
 

 
Uploading and Managing Files in SkyDrive 
SkyDrive isn't just for storing Web Apps documents. You can also upload other files, like photos, 
videos, music, and more. In total, SkyDrive gives you 20 GB of space to store files of all types. You 
can upload any file up to 100 MB in size. 
 

 
To Upload Files to SkyDrive: 
1. Navigate to SkyDrive. In the toolbar above the 
documents list, click Add files. 
 

2. Locate and select the desired file. You can 
select multiple files by holding down the Ctrl key. 
 
3. Click Open. 
 
 

4. Your files will be uploaded to SkyDrive. (This may take a few moments.) Depending on the 
browser you're using, you may be able to select files by dragging and dropping them from your 
computer into an empty folder in SkyDrive. 
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Viewing and Organizing Files 
 
When you navigate to the SkyDrive main page, you'll see a list of all the 
files you have stored there. You can choose which files to view by 
selecting various options in the left navigation pane. 
 
You can also change how your files are displayed by clicking the 
Thumbnails view and Details view icons. 

 Thumbnails view lets you view your files as small preview 
images. It is especially useful for viewing images. 

 Details view lists your files with their names and other 
information. It is the default view for your documents list. 

 

 

 

 

 

 

 

 

 

 

Searching for Documents 
You can find documents by using the Search feature. 
Searching lets you look for a specific document using 
words contained within the document and its title. 

 To search for a file, click the search bar. Type 
the word or words you wish to search for, then 
click Search documents in the drop-down 
menu that appears. 

 

Working with Folders 
You can use folders to organize your files. Documents can be stored in folders and moved from 
one folder to another. Moving documents can be very useful, as you can share a document simply 
by moving it to a shared folder. For example, if you're working on a project with a group of people, 
you could share a folder with them. Then, you could move any files you wanted to share with the 
group to that folder. 

 



Tech Times 

 

9 SkyDrive 

To Move a File to a Folder: 
 
1. Check the box next to the file you want to move. 

 

 

 

 

 

2. Click Move to in the details pane. 
 
3. A pop-up window will open. 
4. Select the folder where you wish to move the file. Then click Move. 
5. Your file will be moved. If you moved your file to a shared folder, your file 
will be shared, as well. 

 

 

Special File Options for 
Photos 
 
Your SkyDrive has plenty of space for 
storing photos. Folders that only contain 
images are called photo albums. When 
you open a photo album, you can click any 
photo to switch to a large photo view. This 
view includes arrows that you can click to 
move through the images one by one, as 
well as a filmstrip where you can see 
other photos in the album. 
 

 
 
 
 
 
 
When you click the information icon for a photo album, you can access additional options that are 
available only for images. These include: 

 Arrange photos- Change the order of photos in an album. 

 Download with Photo Gallery- If you have the Windows Live Essentials Photo Gallery 
program installed, you can download photo albums directly into that program. Visit the 
Downloading Windows Live Essentials lesson in our Windows Live tutorial to learn more 
about Windows Live Essentials. 

 Order prints- Order printed copies of your photos through a site called Snapfish. 
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Photo albums can also contain videos. Certain types of videos can be played directly in SkyDrive, 
but in most cases, you must download videos in order to view them. 

 

 

 

 

 

 


