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OneDrive Uploading and sharing files in OneDrive

To upload files to the OneDrive please use the following steps:

1. Login to Office 365 via URL: https://login.microsoftonline.com/
BS Microsoft
Sign in

Email address, phone number or Skype

No account? Create one!

Can't access your account?

Sign-in options

2. Click on the Office 365 button. If required, you will need to log into Office 365 using your
student username and password. This will then load the page that contains all Office 365

apps.
3. Click on the OneDrive app to open your Good morning
drive.
Apps
Eﬁ QOutlook &@& OneDrive @ Word

@ Sway @ Forms

Explore all your apps —»

4. On the OneDrive page you can either drag T~ e T
your file into the file section or click "Upload € 5 © & hios/ecovntacmysharpoincomperons/sdL75 coverty .ok layou/15one

> Files" which allow you to locate and add Goventry &g

your file(s) from your PC. F Now ~ | Uoad ) o Fow + K e

Folder [Fies]

OneDrive

| Files

Depending on file size it may take a few
moments to complete. Once it is uploaded, Sharee
the option to share will become available

Your recent files are here

New: Reopen recently used files across
Bl OneDrive & Office.

You can create and share entire
folders of files. Useful for
collaborative editing of files.
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5. After clicking the "Share" arrow button »
il you will be given options of how and with =
% Share @ Copylink & Downicad [i Delete E3 Move to Whom to Share the flle Wlth

rles

e 1 The “kebab” (3 dots) menu next to each 3
W stachmets —=20| file/folder enables further actions (including *

[~] :IBI:.ch.kpnr Bulb FNG D A few seconds ago Sharing).
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6. Choose who to share the file with, the click [fJJ}}. You now have the option to send as an
email or to "Copy Link". Werecommend the settings: “Anyone with the link”, and then click

" H "
Copy Link".
4 Moodle Quitk - X' | ] Microsoft Off X & files-OneDrive X | [ Coventry Unie x| () Wes 4 Files-OneDrive % [ Caventry Un x| 0 W
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O search everything B Open > |2 Share “@ Copylink L Download [l Delg] ¢ & Share @ Copylink | Download [i] Del
— Link settings ¢ Send Link z
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(=) People in Coventry University |
Discover e o with the link AT \ Enter aname or email addre 3

() People with existing access

7) onecific pes

f_f__j Specific people

[ Allow editing S

@ @

7. Once you have copied the link, paste it into a Word document that can be used to submit
into the Assignment link in your module. This ensures that you have a Turnitin ID number —
if you've been asked to submit a screencast as a Turnitin assignment submission.

NOTE: Do not upload the movie (mp4) into Turnitin. Always use the shared link method.

Further actions for assignment submission of a recorded screencast (using a shared link):

¢ In a new Word Document prepare an appropriate cover page and paste the link onto the second
page. Save this file as your assignment submission.

o Now you can either drag your assignment into the Submission box or click on add a new file to
select the file manually.
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