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How to Share a File on OneDrive

Step 1: Sign In
Open your web browser and go to https://onedrive.live.com/. Log in using your Microsoft account credentials email and password. To ensure full access of onedrive Make sure you are using a university or personal Microsoft account with access to OneDrive as access may be limited otherwise.
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Step 2: Upload or Locate File
Once logged in, navigate to the folder where your file is stored. If the file is not uploaded yet, click the 'Upload' button at the top and select your file from the device.
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Step 3: Click the 'Share' Icon
After locating your file, hover over it and click the 'Share' icon (a person symbol with a plus sign). This will open the sharing options.

Step 4: Set Permissions
In the share window, click the dropdown under 'Anyone with the link can edit' to adjust permissions. You can allow editing, restrict to view-only, or limit access to specific people.
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Step 5: Enter Recipient or Copy Link
Type the recipient’s email address or click 'Copy link' to generate a shareable URL. This link can be pasted into email, Teams, or any messaging app.
Step 6: Send or Share
Click 'Send' if you entered an email, or paste the copied link into your communication tool to share the file. The recipient will be able to access it based on the permissions you selected.
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Set up OneDrive

Put your files in OneDrive to get them from any device.

Email address

Robert.Olson@uvu.edu

Create account





