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OneDrive and Email Submissions of Assessed

This helpsheet will guide you through the process of submitting your a
emailing a link to your school.
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ssessed work via OneDrive and

1. Save your file with an appropriate filename; we recommend [Module code]+[student ID]+filename..

e.g. ‘ABC1234M-1920_012345678_TCAsubmission’
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2. Navigate to 365.lincoln.ac.uk and sign in with your University credentials.

batkinsonfoster@lincoln.ac ul

Enter code

3. Click on ‘OneDrive’ from the list of apps

Good afternoon
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4. Click ‘Upload’ and then ‘Files’ and select your TCA submission document
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5. Once upload is complete open the document to check that the correct version is uploaded.
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Lorem ipsum dolor sit amet, consectetur adipiscing elil. Proin ex metus, aliquam at sodales eget,
- accumsan vitae velit. Quisque odio dui, facilisis vitae magna sed, blandit pharetra justo. Etiam
Share Llnk ante tortor, porttitor at vestibulum eget, condimentum vitae est. Ut nec enim scelerisque justo
auctor omare vilae eget massa. In condimentum nibh eget risus pelleniesque, eu consequat
sapien dictum. In volulpat est sed elit ullamcorper, scelerisque auctor diam sagittis. UL risus
sapien, varius ut sem vel, scelerisque auctor metus. Aliquam erat volutpat.
Etiam ut congue magna. Phasellus accumsan, libero quis luctus pretium, ligula massa aliquet
lacus, sed hendrerit arcu ipsum quis nisi. Sed tellus dui, ullamcorper a consequat vel, malesuada
. s a eros. Phasellus rutrum ante torior, laoreet suscipit odic consectetur eget. Aliguam posuere,
Sharlng ACth]ty turpis nec elementum accumsan, fisus sapien convallis eros, eu fermentum dolor sem vitae
libero. Phasellus vulputate rutrum metus et pellentesque. Fusce fristique odio ac nisi auctor
6. In OneDrive, click on the ellipses (three dots) next to the file and click ‘Share’.
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Manage access

7. Click on the share setting ‘People you specify can view’ and change this option to ‘People in the
University of Lincoln with the link’. Do not tick the ‘allow editing box’ and make sure that you do not
have the ‘Block download’ option selected, then click ‘Apply’.
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8. In the field; ‘Enter a name or email address’ enter your School’s submission inbox.
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9. Add a message if you wish. This is recommended and we suggest you follow this approach: This is
my submission for [assessment name] on [module code] my student ID is [student ID].

This is my submission for [assessment name] on
[module code] my student ID is [student ID]
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10. Click ‘Send’

11. You will receive an automatic reply from the School Submissions email confirming your submission.

NOTE: Changes post submission are recorded and students should NOT access the file once submitted.

Digital Education Team | email digitaleducation@lincoln.ac.uk

This work is licensed under a Creative Commons Attribution 4.0 International License. @ @
=



