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Assignment upload from 
One Drive Guidance Sheet

2. Click the ‘Settings’ (Cog 
Icon) and turn the ribbon 
‘on’ (Here shown ‘off’ which 
is the default)

3. 	Note Ribbon has 
appeared with Files 
and Library

1. 	Open Office 365 and 
click the Tile icon (Apps)

	 Find One Drive

4. 	Select Library tab 
and then ‘Open 
with Explorer’

NB: You will need to use Internet Explorer as 
your browser for this to work.
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5. 	Up will pop the explorer  
window and you can copy/
drag from one window to 
another.  

6. 	Navigate to the Assignment 
classroom and click  
Add submission

Assignment upload from 
One Drive Guidance Sheet

7. 	Bring forward the Explorer 
window and locate the file 
you want to submit.

8. 	Drag the file over to the File 
submission area. 

	 Make sure you save changes.


