
OneDrive Frequently Asked Questions 

What is OneDrive? 

OneDrive is an online sharing platform. Multiple collaborators can access the same document, in real 
time, in one space. It has been agreed by all five partner institutions that this is how the SWDTP 
should share applications securely. 

Why is OneDrive more secure than emailing applications? 

OneDrive automatically encrypts documents which makes it a secure platform. Furthermore, it also 
allows users more control over who has access to a document and for how long, as well as when that 
document is deleted.  

How do I access OneDrive? 

If you are a member of staff at the University of Bristol: you simply need to log-on to your OneDrive 
account using your University of Bristol credentials. On the left-hand-side of the screen, click ‘Shared’ 
to access all documents and folders that have been shared with you. 

If you are a member of staff at any of the other institutions: You will receive an access link from the 
SWDTP Hub for each folder to which you have access. This will likely be one for each Pathway you 
are assessing and one for All Pathways. You will need these links every time you want to access the 
folders. 

The first time you try to access a link, you will need to verify your identity. First, you will be prompted 
to enter the email address to which the link was sent. Then, a verification code will be emailed to you- 
this may take a couple of minutes. Insert the 8-digit verification code to gain access to the folder. You 
should only have to do this once per folder. 

How do I access the Annex Forms? 

The individual Annex Forms, including the Nominations template for completion, will be shared in the 
All Pathways 2019 folder along with a copy of the Studentship process for reference. 

Can I share applications more widely? 

No. Because applications contain applicants’ personal data, applications cannot be shared with others 
unless access has been granted by a member of the SWDTP Hub Staff.  

I need a colleague other than my Pathway Lead counterparts to help me make a decision. Can I 
share the applications with a trusted member of staff? 

You may invite a colleague to help you assess an application or make a difficult decision, however, 
applications should not be shared by email or OneDrive. You may take a laptop or a printed copy to 
show your colleague, however, the application must be taken with you at the end of the meeting and 
not left with your colleague.  

There doesn’t appear to be any text on this application. What should I do? 

Occasionally, because of slight differences in institutional systems, documents do not format 
correctly. For example, we have encountered problems of text appearing blank when viewed in an 
internet browser. If there are any formatting errors when reading an application, try downloading it 
onto your device and opening it on, for example, Microsoft Word or Adobe Reader. 

What should I do with documents I have downloaded? 

If you have downloaded or printed any documents during the SWDTP Studentship Application 
Process, please make sure they are disposed of securely, considering they may hold sensitive or 
personal data. For downloads, please make sure all local copies are deleted on every device you 
have used whilst assessing applications. Printed documents should be disposed of securely, for 
instance shredded and then recycled.  



When should I delete downloaded documents? 

As soon as you no longer need the application for reference during the application process. All local 
copies of documents and printed versions should be destroyed, without exception, by 28th March 2019 
at the absolute latest. 

Who is responsible for uploading applications to each Pathway’s OneDrive folder? 

The Institutional Administrator will upload the applications received at each institution.  

Does the SWDTP have permission from applicants to share their applications? 

Yes. Since GDPR came into effect in May 2018, we can no longer assume we have permission to 
share personal details. Our application documents now clearly explain how personal data will be used 
and shared and requires applicants to opt-in to this process so that their application may be 
considered across the institutions. 

 


