Information Technology
WEST TEXAS A&M UNIVERSITY.

UPLOAD AND SUBMIT A ONEDRIVE FILE LINK TO WTCLASS (STUDENTS)

To submit a video, presentation, or other file to WTClass that needs to be shared as a link from
OneDirive, follow the directions below.

UPLOAD YOUR FILE TO ONEDRIVE

1. Invyour preferred browser, go to https://onedrive.com. Click on the “Sign In” button in the top
right of the screen.

2. Enter your full WT Email address in the Sign in box.

B Microsoft
Sign in
Ewtamuedu

M account? Create one

3. If necessary, select the option for “Work or School account created by your IT department.” If
requested a second time, select “Work or School account created by your IT department” again.

BY Microsoft

We need a little more help

It looks like this email is used with more than one
account from Micrasoft. Which one do you want to
uge?

ﬁ Work or school
Created by your I
Personal account

;{ Created by you

Tired of seeing this? Rename your persenal Microsoft
acoount

4. Enter your Single Sign On password.

WEST TEX»;-\SS A8T(M

UNIVE Y
@wtamu.edu

Enter password

5. Complete the DUO process.


https://onedrive.com/

6. Once you are in OneDrive, select the “+ Create or upload” button and choose the “Files upload”
option.

WTI  OneDrive

Create or upload

Folder /

| &) Files upload

£g Folder upload

B Word document

B¢ Excel workbook

@ PowerPoint presentation
@ | OneNote notebook

B: Forms survey

@ Visio drawing

[}

Clipchamp video

© Link

7. Select the file that you want to place in OneDrive and click “Open.”

@& File Upload ¥
&« S ; » ThisPC » Downloads v [J] 2 Search Downloads
Organize » Mew folder =: » TN 0
« B This PC ~  Name Date modified Type Size b
) 3D Objects ~ Today (1)
[ Desktap = GMT20220811-165454_Recording_1648x928 P4 File 9,735 KB

|=| Documents

> * Downloads

w w

File name: v‘ All Files ~

8. Click on “My Files” in the left-hand menu. Your uploaded file will be in the list.

@ Home
£ My files My files
& shared [ Name -~ Modifie
@' Recycle bin
L .mp4 Afew seg
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GET THE ONEDRIVE LINK TO YOUR FILE

1. Next to the name of the file that you want to share, click “share”

O \Z\ Recording-20240306_1408.. - & ¥

2. On the pop-up window, click on the “gear” icon.

Share “Recording-2...140833.web... —~ @ X

= Y

) Add a message

3. Set the link to allow “Anyone” so that anyone can access the link. Then, under “More Settings”
click the dropdown and change the download options to “Can View.” Then click “Apply.”

< Link settings o x

making group set available.mpd

The link works for \
Anyone @

Share with anyone, doesn't require sign-in

People in wtamu.edu O
@ Only people with existing access O
People you choose O
More settings K

B Can view ™
Set expiration date (MM/DD/YYYY) X

& Set password

G
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4. On the window that appears, click on “Copy link” to get the shareable link.

® X

Share "Recording-2...140833.web...
¥ v

o

) Add a message

/

5. A message will appear that states that the link is copied.

@ Link copied. Anyone with the link can view but can't download.

6. The copied link will be saved to your computer’s clipboard. Continue to the next step to place

the link into WTClass.
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SUBMIT IN WTCLASS

IF SUBMITTING TO AN ASSIGNMENT IN WTCLASS

1. Go to WTClass.

2. Go to Modules and click the name of the assighment.

wiclass

canvas

— Canvas Student Training » Modules

& Home

Account
ceoun Course Syllabus
@

Dashboard l}
Announcements » Module 1

Courses Grades ]
Brainfuse Online
Tutorin

Calendar 9

v Module 2

Smart Search

Instructor Only Links » Chapter 1.and 2 PowerPoint Lecture

Viewed

History

@

Commons

- Unit 1 Quiz
20pts Submitted

B Module 2 Essay
Sep27 25pts  Submit

B Graded Assignment Sample
100 pts  Submitted

3. Click the Start Assignment button on the top right of the page to begin the assignment.
b

Module 2 Essay |

Due Sep 27 by 11:59pm Points 25 Submitting a file upload Attempts 0 Allowed Attempts 2

No additional details were added for this assignment

« Previous Next »

4. Submit your copied link. In Canvas, there are 3 ways to share your OneDrive file, depending on how
the instructor has set up the assignment. See below for directions for each process.

a) Submitting in the Rich Content Editor

If your assignment presents you with a Rich Content Editor, you will see the Text Entry tab.

i) Select the Text Entry tab.
ii) Click on the down arrow next to the Insert Link icon and select External Link.
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Share OneDrive File in RCE
Due NoDueDate  Points O  Submitting a text entry box

Share your OneDrive file via link in the Rich Content Editor
Text Entry
Copy and paste or type your submission right here.
Edit View Insert Format Tools Table

12ptv Pagphy | B ] U A v £ v Tv vigveEy=vy| By v O

External Link

Course Link

o ® owords <> + — /i

Cancel Submit Assignment

iii) In the Insert Link box, enter the text you want to appear in the Text field and paste your
link into the Link field. Click Done.

Insert Link %

Text

| Link to Docoument |

Link

| https:/wtamuQ-my.sharepoint.com/:w:/g/personal/ _wtamu_edu/Eb88rQkohVxJtOxMIH |

iv) Your link will appear in the rich content editor. Click Submit Assignment when you are ready
to submit.

Edit View Insert Format Tools Table

oty Pogahy [ B ] U Av £y Tiv [PV EYBYBY | 8 $v|=viEY = b By RO

Link to Document

® | 3words <> + — /o

Submit Assignmens.
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b) Submitting with the Canvas OneDrive Connection

If your assignment presents you with a File Upload tab, you will need to upload your OneDrive
file as the submission.

i) Click on the Microsoft OneDrive tab.

Share OneDrive File in File Upload
Due No Due Date Points 0 Submitting a file upload

Share your OneDrive file via File upload

File Upload Microsoft OneDrive

Upload a file, or choose a file you've already uploaded.

Drag a file here, or

Choose a file to upload

ii) Click Sign in & follow steps 1 —5 in the section above titled “UPLOAD YOUR FILE TO
ONEDRIVE”.

File Upload  Microsoft OneDrive

% Microsoft
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iii) Navigate to your file in the OneDrive file picker and click Submit.

Share your OneDrive file via File upload
File Upload  Microsoft OneDrive
Pick a file Home
Name Opened Owner
83 My files Document1
- 2im ago
| @ Home
%  Document 2
z 21
88 shared © Files mege
¥y Favorites Yesterday at 1:29 PM
Erhe \-.'3 Yesterday at 1:29 PM
H @ Yesterday at 1:29 PM
i 1 selected X

Q_ search in all files

Activity

2 You edited
this - Oct 24

£ You edited
this - Tue

iv) When you are ready to submit your assignment, click Submit Assignment.

v)

WTAMU

Due No Due Date Points O Submitting a file upload

Share your OneDrive file via File upload

File Upload Microsoft OneDrive

File  Document 2.docx chanze

Additional comments Con

nments..

Submit Assignment

Cancel

Canvas will alert you that your submission is being processed
from this window.

@ wtamu.instructure.com

Canvas is currently processing your submission, You can
safely navigate away from this page and we will email you if

the submission fails to process.

. Click OK to navigate away
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c) Submitting as a Website URL

If your assignment requires a website URL, you will see the Website URL and Microsoft OneDrive
tabs.

i) Onthe Website URL tab, paste the URL that you copied from OneDrive. Click Submit
Assignment when you are ready to submit.

Share OneDrive file in URL
Due No Due Date Points 0 Submitting a website url

Share your OneDrive file via URL

Website URL ~ Microsoft OneDrive
Website URL*

https:/wtamuO-my.sharepoint.com/:w:/g/personal/; wtamu_edu/Eb8BrQkohVxJtOxMIH10qrQBOSk_cBtzsOWgOEa2C6y_Lg?e=7YfcKI

Y,

Cancel Submit Assignment

IMPORTANT: Please DO NOT delete or move your file from OneDrive.
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IF SHARING TO A DISCUSSION BOARD IN WTCLASS

1. Go to your discussion board and click “Reply” to reply to a post.
b Wies Split Soreen =1 Expand Theeads
All v
Wiia st poest Beeloee seiing replies. Edit hestory will be svgelable 1o ertnacion

Hay D

ﬂ AT TEACHER

Posted o § 8300 | Last sdited Jun S B13pm

Introduce Yourself

Weelcome to clas

In 5-8 sertences, tell v about yourself

2.

In the content editor box, select the Insert/Edit Link button and select External Link from the list
of options that appears.

‘Write a reply

Edit View Insert Format Tools Table

12pt ~» Paragraph ‘ B

Course Link

External Link

@  Owords  </> [ #

@ Attach Cancel Reply
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3. Inthe pop-up window, text that you want to appear in the rich content editor, then paste the
copied link from OneDrive into the Link box and click “Done.”

Insert Link x

Text
‘ Discussion post attachment

Link

| https:#/wtamu0-my.sharepoint.com/:w:/r/personal/aheare_wtamu_edu/Documents/Desktop/A ‘

4. You will see the title appear in the content editor. Click “Reply” at the bottom right of the
editor

Write a reply %

Edit View Insert Format Tools Table

12pt «~  Paragraph -~ | B I U A+~ £ v Ttv |

Py EY By Bv | @ v |Ev Ev =v | b By & O

Discussion post attachment|

p @  3words  </>

@ Attach Cancel

IMPORTANT: Please DO NOT delete or move your file from OneDrive.
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