
Explanation of how to share a file 
via ONE Drive   

1. Log in to Moodle with your username and password  
2. Select O365 

 

3. Open One drive  



4. Open Word document 

 
5. Create a document and name it . 
6. Type your document  

7.  



8.  
9. We can either share the link or share with other colleagues by using their email 

address  


