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Accessing Office 365  
 

Go to the UWTSD homepage http://www.uwtsd.ac.uk/ and click on Quick Links in grey 

at the top of the page.  

 

Or go straight there with this link. http://www.uwtsd.ac.uk/quick-links/  

Click on the Staff & Student Office 365 email tile.  

 

 

 

 

 
 

 

http://www.uwtsd.ac.uk/
http://www.uwtsd.ac.uk/quick-links/


 

Sign in with your UWTSD staff or student email address   

This is yourstudentnumber@student.uwtsd.ac.uk  for students  or name@uwtsd.ac.uk for staff. 

(example 1234567@student.uwtsd.ac.uk or j.bloggs@uwtsd.ac.uk) ) and use the password you 

created when you made your account. 

 

 

You will arrive on your university email page (Outlook). 

 

mailto:name@uwtsd.ac.uk
mailto:1234567@student.uwtsd.ac.uk
mailto:j.bloggs@uwtsd.ac.uk


 

To access other sections of your Office 365 account, click on the white squares in the top left corner 

of the page and the following sidebar/menu will appear.  

 

 

 

 

Click on the app you need (Outlook, OneDrive, SharePoint, Word etc.) 

 

 

 
 

 

 

 

 

 

 



 

Staff Guide to the SfWP Staff SharePoint Site 
 

 

Click on the white squares next to Office 365 and then click on SharePoint App.  

 

 

 

You will arrive at the SharePoint sites home page and the SfWP Staff Site should be visible on this page or you 

can use the Search box at the top left. 

 

 

 

 

 

 

 

 



 

 

You will arrive on the SfWP Staff Group Home Page. This is now called a Team Site. 

 

 



 

Group conversations can be found on the top right of the screen. 

 

 

 

Documents can be accessed from the link on the left hand menu bar.  

 

 

 

Adding Documents to Browser Favorites /Bookmarks. 
 

You may find it easier to ‘bookmark’ (add to your browser favorites) the Documents page for quicker 

future access.  

Google Chrome  

 



Microsoft Edge   

 

 

Firefox 

 

 

 

 

 

 

 

 

 



All SfWP Team files can be found in this section in various folders. 

 

Assessment Records 
 

 

The Assessment Records section is where SfWP Tutors upload student assignments and marksheets 

and record marks on Tracking documents to make it easier for the Program Director and ILM Director 

to access everything for External Examiners and Exam Boards. 

 

 

 



 

 

Once inside this section you can find the documents for the year you are looking for (records from 

earlier years have now been archived into one folder but are still easily accessible).  

  

 

 

Recording Student Marks on Assessment Documents. 
 

This example below is from a few years ago, but the basic principle is the same for any year.  

 

Going into Level 4 for 2015-2016, there are folders for each module where assignments and 

marksheets have been uploaded. 

Only the module code has been used and not the name as OneDrive has technical problems with the 

folder structure when the file-path gets too long. Please note this when naming files and folders and 

use codes or abbreviations when possible. 

Each module has a standard folder structure containing separate folders for each cohort as can be 

seen in the example below. 



 

Inside each cohort folder there are sub-folders for student assignments, marksheets and moderated 

marksheets. 

  



 

 

There is also a folder for recording marks for all cohorts and a plan for second marking for each 

module. 

 

 

  

Clicking on the name of a file will open it up in a new tab in your browser and enable you to make 

changes there and then. In this example we are going to make an edit to the L4 Tracking SFWP 2016 

file. 

 

There are separate worksheets in the L4 Tracking SFWP 2016 spreadsheet for each cohort.  

 

 

Click on the worksheet tab for the cohort for which you wish to enter marks, then click on Edit 

Workbook at the top towards the right of the workbook.  

 

In the dropdown, choose Edit in Browser to make quick changes. If you choose Edit in Excel, the file 

will be downloaded and opened in Excel on your computer to allow you to work offline. 



However, you will have to remember to upload the file again to OneDrive when you have finished or 

these changes will not be saved. 

 

If you have made changes in the browser, click on the X at the end of the tab containing the open file 

(shown on the right below) when you have finished editing and this will close the editing tab. The tab 

on the left is where you originally clicked on the file. You are then automatically taken back to the 

first tab. 

 

 

 

 

 

 

You can now refresh/reload this tab to check that your changes have been saved as the time and 

date modified will have changed. 

 

 

 

 

You can also click on a file to open it in the browser for you to read without making any changes.  

Now we are going to click on the other file in that folder – the L4 Marking IV Plan 2015-16 



This opens in a new tab as before and we could make changes as described above or we can simply 

read the document, note which students we are going to be second marking by referring to the key 

to colour coding and close the tab as before. No changes will have been made to the document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


