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Overview 

To avoid confusion, first we will define the two parts of OneDrive.  

1. OneDrive: Your personal cloud space. Files you upload here will be accessible to you only through your Mainstay email account.  

2. SharePoint: The company’s cloud space. The files here will be the new home of the files on the Net Gear server in the office. 

Both apps are under Microsoft and shouldn’t be confused in their wording. SharePoint is just a branch of OneDrive which was purpose built to have a file-sharing system 

for businesses and organisations. 

 

Accessing SharePoint (Online) 

There are a couple of ways to access the organisation’s OneDrive (SharePoint).  

1. Navigate to (bookmark this): https://themainstayfoundation.sharepoint.com/sites/TMF 

 

 

 

 

 

 

 

 

 

 

 

This is the Homepage. 

Here, there is quick 

access to the 

documents. You can 

open folders from 

here or alternatively, 

click the “Documents” 

tab to open all 

folders. 
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2. An alternative way to access it is when you are signed-in on any of the online Microsoft apps, (such as Outlook in the example below), if you click 

the little grid in the top left or right hand corner, you will get a navigation box to all apps.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have accessed the documents, you can edit files directly online using the online Office apps. You do not need to download 

them to work on them. However, if you prefer working through Windows Explorer, instructions to sync are below. 

Click here to navigate 

to SharePoint 

Click here to navigate 

to your personal 

OneDrive. 

Enter The Mainstay 

Foundation Group 

(ignore the 

Communication site) 
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Syncing SharePoint to Windows Explorer 

Start the process by clicking “Sync” in the top bar. 

 

You now will be guided through a OneDrive set up process. You may need to install it if you don’t already have the app on your computer. Go through the 

set up and Login with your Mainstay email credentials. Before completing the set up make sure you untick “Let my organisation manage this device”.  

Note: Do the same set-up on your OneDrive account if you want your personal files synced to your Windows Explorer. 
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You can now access the same folder through Windows Explorer. The SharePoint folders will be accessible 

through “The Mainstay Foundation” folder with the small blue towers icon next to it. Your personal OneDrive 

can be accessed where the blue cloud icon is.   

 

 

You can right-click and “pin to quick access” these folders and drag 

them to the top of the quick access panel to have quicker access to 

them.  

 

 

 

 

 

You will now be able to load up documents in your desktop Office apps and any changes saved will be reflected on the file in the cloud.  

Hint: Turn on “AutoSave” in the top left of a document to avoid any loss of work while you are working. The file will save automatically to SharePoint. 
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Saving space on your hard-drive 

When you access a synced document or folder, it will temporarily be downloaded onto your hard-drive for you to work on. When you save it, it will remain 

there and on the cloud depending your settings or if you manually clear it from your hard-drive.  

 

 

 

 

 

Freeing up space automatically  

 

1. Go to Start on your computer, search “Storage Sense” and enter “Turn on storage sense”. 

2. If it is not already on, turn it on and click on “Configure Storage Sense”. 

3. Set “Run storage sense” to every day.  

4. Scroll down to the OneDrive settings for The Mainstay Foundation Documents and set the drop-down to 1 

day. This will remove the files not opened for more than a day from your hard-drive and keep them online-only.  

 

 

 

 

 

This icon means the file is online This icon means the file is on your hard-drive  
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Manually freeing up space 

 

If you want to immediately make a file online-only, right-click on the file and select 

“Clear space”. This will revert the icon to the blue cloud meaning the file is no 

longer on your hard-drive and now on the cloud only. Do not select the file and 

click delete as this will delete it from the cloud as well. 

https://support.office.com/en-us/onedrive
https://support.office.com/en-gb/sharepoint

