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Step 3: 

Step 1: 

OneDrive:  Using ‘Request Files’ to Collect Student Responses

Create a New OneDrive Folder

Create a File Request Link to the Folder

Open the OneDrive app from within Office 365 
and create a new folder with + New > Folder 

Set Folder to Request FilesStep 2: 

NB. If you get an error message saying you need to allow  ‘Anyone can edit 
permissions’ on your tenancy,  please contact your IT Support team to enable this.

Give a name for the request files action that will be displayed to the pupils 
responding to the request e.g. Completed Maths Worksheets and then click Next

OneDrive is a familiar and well used part of the Office 365 platform. Recent 
functionality upgrades enable teachers to create workflows for pupils to submit 
work to a designated folder on OneDrive without students needing an Office 365 
account. A video tutorial explaining the steps outlined below is available here.

Name the new folder (e.g. you might select a name 
related to the task such as Y4 Submitted Maths Work).  
After you’ve named the folder, click Create.

Click on the options menu at the end of the folder (3 dots) to show available 
actions. Select Request files from the list.

Introduction 

In the Send File Request window, 
copy the file link request URL 
that is generated by clicking 
Copy Link.

This can then be shared via 
a class Sway, a website link 
on Teams, or even via a text 
message. 

Once copied, click Done

Next Page: Students submit work to the folder

Pupils who have the link will then be able to open it with a browser and navigate 
the files they want to share with their teacher.  See next page for details.

https://youtu.be/gHpRYQQjEik   
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Step 6: Work is Successfully Uploaded

OneDrive:  Using ‘Request Files’ to Collect Student Responses: Stage 2

Students Upload their WorkStep 5: 

Students get a confirmation 
message and the opportunity to 
upload additional files if required.

In the previous section, we created a 
folder for students to submit work to and 
generated a link to send them.  

Students with the link will be able to open it 
with a browser and choose Select Files.

Students can then navigate the files on their 
computer or cloud drive and select the ones 
they want to share with their teacher.

The students can add one or several files 
depending on the work that has been 
requested.

When all files have been uploaded, students 
enter their first and last name to identify 
themselves and their work before clicking on 
the Upload button.

 Step 4: Students Access the Folder

Further Notes

After students complete a submission, the file(s) appear in the OneDrive folder 
with the student’s name prefixed to the original document file name and can 
be opened and reviewed by the teacher. Students do not see the folder directly 
and cannot see or edit anybody else’s work. They cannot edit the files they have 
previously submitted via the files request, but they could submit further files using 
the same files request link.

For more information about using Microsoft Teams for Remote Teaching and 
Learning, use the following links to access our comprehensive resources, videos 
and printable PDFs:

United Learning EdTech Demonstrator website
Resources and Events for schools

United Learning ICT YouTube Channel
Webinars, Instructional Videos and Playlists to 
support your EdTech development

https://unitedlearning.org.uk/edtech-demonstrator
https://www.youtube.com/channel/UCQ-85sgC3bOtP3mYpFHs4rA

