
Putting a File in Every Students’ O365 File! 

 

To insert the file into each student’s file, so they can edit it directly follow these steps. 

1. Log into 0365. 

2.   Upload the file you wish to share. 

 

 

 

3. Click on … 

4. Click on … 

5. Click on Advanced. 

6. Click on Copy to Students 


