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Office 365 provides each student 1 TB of free online storage along 
with access to the Office Suite of Microsoft programs. The student 
login has been modified from the template previously used in order 
to accommodate Microsoft’s login requirements.

Quick Reference Guide

1. Open a web browser (Internet Explorer, preferred).
2. Enter office365.fwisd.org into the browser address window.
3. Press Enter. A login screen will appear.

Username
The username begins as previously with an “s” and the student 
identification number, but adds “fwisd” in the extension, e.g. 
s123456@stu.fwisd.org.

Password
Login using your normal student password. If you need password 
help, a teacher can reset your password and unlock your 
account, as needed, returning your login to a temporary standard 
password. Once you have logged in successfully, press Ctrl-Alt-Del 
and select Change a password to create a new personal secure 
login.
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Saving Files to OneDrive
Quick Reference Guide

Getting Started
Office 365 OneDrive offers 1TB of free storage to Fort Worth ISD 
staff and students. Saving files is as simple as Upload or Drag-
and-Drop. Once the Desktop and OneDrive Sync setups have been 
completed (see OneDrive Sync Quick Reference Guide, separately), 
folders may also be uploaded.

Another method is to Drag-and-Drop files from your device to 
OneDrive. Simply Left-Click and Hold on the item and drag it over 
the OneDrive Documents folders until the upload window opens 
with the label Copy attached to your file, then release the left 
mouse button. The file or folder will be transferred to OneDrive 
cloud storage and disappear from your device’s file listings. 
Multiple files may be moved by Left-Clicking to highlight the first 
item and Shift-(left)Clicking the last item. Click anywhere on the 
group to drag the items to OneDrive.

Drag and Drop

OneDrive Upload Button

One option for adding files to OneDrive is to click the Upload 
button. File Manager will open. Select the file(s) or folder(s) to be 
uploaded and click Open. The items will be added to the OneDrive 
contents.

The newly-uploaded file will appear among the OneDrive 
documents with a green icon following the filename.

If Sync has been set up on your device, clicking the Sync button 
(next to Upload) will create copies of your OneDrive files on your 
device that will be updated whenever edited online from another 
device.


