
1. Go to the Employee Portal from the main Helena College web page. 

 

 
 

2. Click the Email icon on the Employee Portal Page. 

 

 
 

3. Sign in. 

 

 



4. In the upper left corner of the next page, click the square of nine smaller squares. 

 

 
 

5. Select OneDrive from this menu. 

 
 



6. In the bottom left of the next screen, click “Get the OneDrive apps option. 

 

 
 



7. Click the Download button. 

 

 
 

8. After download and installation, the OneDrive icon can be found in the task bar. 

 

 
 



9. Click Sign in. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Sign in with your work email address. 

 

 
 

 



11. Leave the default options and click Next. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. Click Open my OneDrive – Helena College folder. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13. OneDrive will now be found in File Explorer similarly to how Work Folders works. 

 

 


