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Using MS OneDrive to Share and Collaborate 

Canvas Tip Sheet
 

Microsoft OneDrive is a cloud-based storage service included in UM’s license with Microsoft and can be 

used to share course content and activities with students within Canvas. 

Sharing Content with OneDrive Links or Embed Codes 

• To easily share a file or folder from your personal OneDrive with your class, copy the link from 

OneDrive and create a hyperlink in a page or activity in Canvas.  

• Pay close attention to the share settings for the link to ensure the level of access (view, edit, 

etc.) you require. 

• You can also use an embed code to add documents from the web version of OneDrive directly 

into a Canvas page or activity. From the File tab, click Share and then Embed. Adjust settings 

(including dimensions) as necessary, and then click Copy. Then paste in the Canvas Rich Content 

Editor (RCE) to embed the document in your Canvas page or activity. 

• Any edits you make to the document in your OneDrive account will be visible to those with 

access to the link or the embedded content. 

Sharing Content with Microsoft Education Integrations 

• Instructors and students can access their respective OneDrive accounts directly from the Course 

Navigation Menu when Microsoft Education is enabled in the Navigation tab in Course Settings. 

Files open in a new browser window in OneDrive.  

• Instructors and students can also access Microsoft Education directly from any RCE within 

Canvas. 

 
• All files added using the Microsoft Education integration in the RCE create a copy, so making 

changes to the original file in your personal OneDrive will not be visible in the version integrated 

into Canvas. If the original is edited, it will need to be replaced in Canvas so users can see the 

changes. 

• With a Teacher role in Canvas, you can edit files you added through the Microsoft Education 

integration in the RCE by selecting the Edit Document button. These edits will not affect the 

original document in OneDrive. 

mailto:umonlineIDs@umontana.edu
https://support.microsoft.com/en-us/office/quick-tips-share-files-with-onedrive-4e871e9a-4cb7-4c66-8b38-d2ee590532c2
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-create-hyperlinks-to-external-URLs-in-the-Rich-Content/ta-p/618224
https://support.microsoft.com/en-us/office/embed-a-word-document-in-your-blog-0faa0253-2751-44bf-8486-ea7837fe7db1
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-embed-media-from-an-external-source-in-the-Rich-Content/ta-p/618217
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020


 

For further assistance, please contact the LEAD at LEAD@umontana.edu. (updated 7.30.26) 
 

Using Microsoft Education for Assignment Submissions and Templated 

Assignments 

• Students have the ability to select a file from their OneDrive account for assignments with the 
Submission Type set to Online and File Upload. This does not limit students to only using files 
from OneDrive.    

• The student submission interface will allow for students to upload files or to access their 
OneDrive account by selecting More. 

• Instructors can also create and share Assignment Templates using an existing Microsoft 
OneDrive file which allows each student to receive their own individual copy of the document to 
edit. This feature works well when the instructor has a standardized format and content that 
each student should follow (e.g. a lesson plan template, a research plan organizer, etc.). 

• These Template Assignments are created by selecting the External Tool option from the 
Submission Type drop-down menu. Select Find and then click on Microsoft Education from the 
external tool list in the dialog box. 

• When students open the assignment, a unique copy of the document is created and added to 
their OneDrive folder. Editing and submission must take place directly from the assignment link. 

• Instructors can view the final submission for each student’s edited copy of the assignment 

in SpeedGrader.  

Using Microsoft Education with Canvas Collaborations   

• Canvas Collaborations allow multiple users to work together on the same document at the same 

time. When a Collaboration is set users select the collaborators from the course enrollees. 

Editing rights are automatically provided because of the established Collaboration.  

• When starting a Collaboration, choose Microsoft Education and then the files type (Word, 

PowerPoint, or Excel). All users will be asked to authenticate their OneDrive account at setup. 

• Students can start their own Collaborations if enabled on the Course Navigation menu.  

• To set up a Canvas Collaboration: 

 Go to the Collaborations on the Course Navigation Menu. If a popup appears to sign 

into Microsoft, use UM Account. 

 Start a New Collaboration and choose to create a new document or select an existing 
document from your OneDrive. 

 To create a new file, select document type from drop-down menu (e.g., Word, Excel, 
PPT), give new file a name, and add a helpful description 

 To select an existing file, choose Select Existing Document (Word, Excel, PPT files only) 
and select file from your OneDrive 

 Choose your Collaborators. Use the People tab to select individuals from your course 
roster. Use the Groups tab to select a course workgroup. Click Save to begin 
collaborating. 

 

Things to Remember 

• Embedded or linked files from Microsoft Education within Canvas generate a single-use copy of 

the document at the specified location (such as an Assignment, Page, or Quiz). This copy is only 

accessible from its embedded or linked location, while the original file remains in OneDrive.    

mailto:LEAD@umontana.edu
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-an-online-assignment/ta-p/950
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-an-online-assignment/ta-p/950
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020
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• If you edit the original file on your computer, you will need to replace the upload in Canvas as 

the edits will not transfer.   

• After a Microsoft Education template assignment is published, it should not be edited. If you 

edit it, a new document will be created and shared with students. If the students have already 

attempted the previous assignment, the previous work of the students will be lost.   

• Students submitting a OneDrive file as part of an assignment will not be able to edit the Canvas 

copy once submitted. 

Learn More 

• Consult the Canvas Guides to learn more about Collaborations and how to create Collaborations 

as an instructor and create Collaborations as a student. 

• Consult these Canvas Guides for more details on using Microsoft Education within Canvas.  

 How do I view my Microsoft Education files in Canvas? 

 How do I create a hyperlink from Microsoft Education in the Rich Content Editor? 

 How do I create a cloud assignment with a Microsoft Education file? 

• Find on-demand resources and support at LEAD’s Teaching and Canvas Help webpage. 

• Register for live LEAD faculty trainings on Griz Hub for focused training on using Canvas. 

mailto:LEAD@umontana.edu
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Collaborations/ta-p/61
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-Microsoft-Office-365-collaboration-as-an/ta-p/629
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-Microsoft-Office-365-collaboration-as-an/ta-p/629
https://community.canvaslms.com/t5/Student-Guide/How-do-I-create-a-Microsoft-Office-365-collaboration-as-a/ta-p/390
https://community.instructure.com/en/kb/articles/664417-how-do-i-view-my-microsoft-education-files-in-canvas?utm_source=chatgpt.com
https://community.instructure.com/en/kb/articles/664416-how-do-i-create-a-hyperlink-from-microsoft-education-in-the-rich-content-editor?utm_source=chatgpt.com
https://community.instructure.com/en/kb/articles/664418-how-do-i-create-a-cloud-assignment-with-a-microsoft-education-file?utm_source=chatgpt.com
https://www.umt.edu/educational-initiatives-innovation/learning-experience-design/teaching-canvas-help/default.php
https://grizhub.umt.edu/organization/lead
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