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1 BACKGROUND 

Starting with the 2015-2016 school year, Unit 5 students will not be provided with Microsoft Office on their district 

provided machines.  They, as well as students who choose to bring their own devices, are given access to Microsoft 

Office through the U5 Cloud.  The steps for saving and retrieving documents created when Office programs are accessed 

through this method are outlined below.  Note: these steps apply to students; staff members can access their normal H: 

drive in place of the student Home Drive. 

2 SETTING UP THE HOME AND GOOGLE DRIVES THROUGH WEBSTORAGE 

 After logging in to U5 Cloud, you will navigate to the webStorage icon found on your home page. 

 

 Here you will find three storage locations listed on the left side of your screen.  We will only be working with 

Google Drive and Home Drive. 

 

 

https://apps.unit5.org/
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 Clicking on Home Drive should reveal one folder (Windows).  You do not need to interact with this folder at all.  

Your Home Drive has a storage capacity of 250 MB. 

 Clicking on Google Drive for the first time will take you to a Google sign in page.  Sign in with your Unit 5 Google 

account. 

 You will be asked permission to allow webNetwork to access your documents stored in Google Drive.  You may 

also be asked to allow offline access.  Allowing these features enables your webStorage app to connect to your 

Google Drive storage. 

  

 Once access is allowed, clicking on Google Drive in webStorage will bring up a list of your folders and files stored 

in Google.  If you experience any oddities, you may need to restart your machine. 

 

3 SAVING A DOCUMENT TO THE HOME DRIVE 

 Open the program from U5 Cloud that you would like to work in.  We will use PowerPoint in this example. 

 Work until you need to save the document. 

 Click on File > Save As.  Choose Computer > Browse.  *Note: after doing this the first time, you will see the 

Home Drive (H:) displayed under the Recent Folders section.  You can then pin it for easy access.  More on this 

later. 
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 Click on This PC and scroll to the bottom of the window to find the H: drive. 

 

 Double click on the H: drive.  You will see the Windows folder that we saw earlier in webStorage.  This is the 

location that you will save your document. 

 

 You can now close the PowerPoint by clicking on the “X” in the program, or closing the browser tab. 
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4 FINDING AND OPENING YOUR SAVED DOCUMENT 

After a few moments, you can navigate to webStorage > Home Drive and you will find your newly saved document. 

 

If you move to a computer that does have Office installed, you can simply click on this file and it will download and open 

in the appropriate program. 

 If you access the file this way, by downloading it, then make sure to upload the newly saved version of the 

document.  On the screen above, you can see the Upload button located along the top row of icons. 

If you continue working on the document from a computer without Office, you can access this file easily from the U5 

Cloud program (in this case, PowerPoint). 

 Navigate to the program in U5 Cloud. 

 Click File > Open. 

 

 You should see your file under the Recent … area.  To open the H: drive location, click Computer. The H: drive 

will be located under Recent Folders, or you can click Browse and locate the H: drive using the same steps 

outlined previously.  *Note: you can pin the H: drive under Recent Folders so that it is always easily accessible. 
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5 TRANSFERRING TO GOOGLE DRIVE AND DELETING FROM HOME DRIVE 

If you would like, you can easily transfer your documents saved in the Home Drive to your Google drive from within 

webStorage.  Your Home Drive only has 250 MB of storage, so you need to remove items from this area when you are 

finished with them.  If you wish to keep the file, you can transfer it to your Google Drive before removing it from the 

Home Drive. 

 Navigate to your Home Drive in webStorage. 

 Right click on the document that you want to copy to your Google Drive. 

 From the menu that appears, choose Copy. 

 

 Navigate to your Google Drive in webStorage. 

 Right click in the open space below your folders and choose Paste. 

 Your document will now appear in your Google Drive in webStorage as well as your Google Drive online. 
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 You can now safely delete the original file from your Home Drive.  Right click on the file and choose Delete. 

 

6 FINAL NOTES 

 This Home Drive is meant to be a temporary storage location for files and is only accessible through U5 Cloud.  

Storage is only 250 MB and files need to be transferred and deleted when they are finalized to ensure that you 

do not run out of space. 

 SMART Notebook files can be saved and opened using this system, but beware of the file size on Notebook files 

as they are often quite large. 


