
Windows 7•
Office 2013•

Prerequisites:

Same username and password as your email (e.g. aphillips@clevelandschools.org)○

Log in to Office 365 (https://outlook.office365.com)•

○

It will say Please wait while we set you up.  This can take from 5 minutes to over an hour.  You can check the 
status by clicking on the SkyDrive link again.

○

Click on SkyDrive in the upper right-hand corner•

○

Once SkyDrive Pro has finished initializing, you can click on the Sync button in the upper right-hand corner.•

○

Click on Sync now○

○

Click the "Do not show.." checkbox and click Allow○

This will open the SkyDrive Pro app on your computer.•

Setup:
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○

○

Type in your CCS email address○

   Office 365 Page 2    



○

You will then be asked for your email password.  Remember, your email password must have a capital letter 
and number.

○

○

The folders are now being setup on your computer.
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The folders are now being setup on your computer.○

○

Your computer is now ready to sync.  Click Sync Now.  This will take only a few seconds.○

○

Click on show my files…○
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○

A Windows Explorer window will appear.  Usually only the Shared with Everyone folder is present.  SkyDrive 
Pro is now setup on your computer.  You can now start copying files from iFolder into SkyDrive Pro.

○

Right click on Documents under Libraries in the middle of the left-hand side of your open Windows 
Explorer window.



Choose Properties

Make SkyDrive Pro the only Library Location.  This will ensure that by default you documents will save 
and open from SkyDrive Pro.



Optional tip: Make SkyDrive Pro your only document library location○
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

SkyDrive Pro blocks files if they contain any of the following characters in the file name \ / : * ? " 

< > | # { } % ~ &. SkyDrive Pro also blocks files from upload that end with certain extensions 

such as .dll and .exe. SkyDrive Pro blocks these characters and file extensions to reduce the 

opportunities for viruses and malware to spread in the workplace. The problem is that these 

characters and file types are quite common on the average company file server. 

From <http://www.thinkscape.com/SkyDrive-Pro-Upload-Failed-Invalid-Characters-File-Type-Blocked/> 
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