
 
 

 
 

 
 
 
 
 
 
 
 
 

Accessing the Microsoft Office Packages Through Glow 
 
Step 1 – Login to Glow and open the OneDrive tile on your launchpad.  
 

 
 
 
 

Step 2 – If you would like to organise your work by subject you can create folders.  
 

 
 

  

Click on “New” and then 
“Folder” and then name it 
appropriately. You can do this 
for each subject. 



 
 

 
 

 
 
 
 
 
 
 
 
 
 

Step 3 – Once you are in the appropriate folder you can open up a blank Word document, 
PowerPoint, Excel document.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 4 – Once you open the software it will work exactly like it would normally. Except, on one 
drive it saves automatically! Once you have finished just cross it off. When you go back into your 
OneDrive it will be in the folder where you opened up the document from.  
 

 
 
 
 
 
 
 
 
 
 
 
  

Click on “New” and then 
select the software you 
would like to use (it will 
open automatically). 



 
 

 
 

 
 
 
 
 
 
 
 
 
 

Step 5 – Sharing your work with your teacher via Glow.  
 

 
 
 

 
 

Click on “Share”. 

Step 1 - Type in your teachers 
glow username/ email address 
and then select them from the 
options provided.  

Step 2 – Click Send. 


