[image: ]Key benefits of using one drive 
· You can access files anywhere on internet connected devices.
· [bookmark: _Int_OUaXvtFa]Files are protected with encryption.
How to share a file via the one drive app





[image: ][image: ]                                                Step 1 
· First log into one drive making sure you are using a secure internet connection 



[image: ]                                                                        Step 2
· Next select the file you wish to share.using the three dots icon, select who you choose to share the file with 
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TIP 
· SECURE YOUR ACCOUNT USING TWO FACTOR VERIFICATION AND A STRONG PASSWORD 
                                               Step 4
· Finally press send to share the file with the people you have selected to complete the process.


                                                 Step 3
· Select ‘can edit ‘or ‘can view ‘before sending depending on what the purpose is for. You can add a message to explain what the file is for 
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