
Launch One Drive using Finder on your Mac and click on the Applications tab. OneDrive comes 
preinstalled on all SoCIT managed machines. If you’re using a personal machine OneDrive can 
be downloaded from the Mac App Store. 
 
You will be prompted to sign into your Microsoft 365 account email account. As this is your 
Northwestern licensed user account you should enter: netid@ads.northwestern.edu. (Replace 
‘netid’ with your actual Northwestern NetID.) 

 
 
OneDrive will then ask you a few prompts. We recommend leaving everything to its default for 
easier trouble shooting in the future. Continue to press next. 
 
Towards the end of the setup, OneDrive will ask you what type of files you would like to back 
up. Select all the folders you want backed up and press next to finalize the setup. At the final 
setup screen, click the button to Open OneDrive Folder. If you’ve already been using OneDrive 
on a Windows computer or other device, your synced folders and files will start appearing in 
the OneDrive folder on your Mac. If not, then the folder will contain a few default files. 
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That will complete basic setup for OneDrive, and you should now see a OneDrive icon on your 
menu bar that will inform you if your OneDrive is updated or not. You can also view it in the 
Finder, as a OneDrive folder should have been created. 
 
At the General section in Preferences, make sure that Open In Login is checked so that 
OneDrive automatically starts each time you sign into your Mac. You can opt to hide or not hide 
the Dock icon and decide if you need to see notifications about sharing or editing. You should 
check the option to be warned if many files you deleted are removed from the cloud—just as a 
precaution against accidental file deletions. If you take many screenshots on your Mac and 
want the images to automatically upload to OneDrive, check the option to Save screenshots to 
OneDrive. 
 
You’ll also want to choose whether or not to use Files-On-Demand. With this option turned on, 
any folders and files synced through OneDrive are stored online, but not stored on your Mac. 
Any such file from OneDrive is downloaded to your computer only when you need to access it. 
The advantage here is that you save on disk space. The disadvantage is that you need to be 
online to access your files. If your Mac is low on storage, you may want to keep Files-On-
Demand turned on. If not, turn it off. To do that, click the button to Turn Off Files-On-Demand 
and then click OK. All your OneDrive files are then downloaded to your Mac. 



 


