
STEP 5; SET
PERMISSIONS

You can choose;
Can edit (make changes)
Can view (read only)

Select
Anyone with the link
Or specific people 

HOW TO SHARE A FILE VIA
ONEDRIVE

Click the Upload button
at the top
Select files
Choose the file that you
want to share 
Wait for it to complete

STEP 2: UPLOAD YOUR
FILE

Find your file in your Onedrive
folder
Click the circle by the file name
The file will be highlighted

STEP 3: SELECT THE
FILE

STEP 1: SIGN IN

Go to:
www.onedrive.live.com
Sign in using your work
or school account
Open your OneDrive
home page

STEP 4: CLICK
SHARE

Click the share button
at the top
choose who you’d like
to share with

Enter the person”s email address OR
Click copy link
Paste the link into Email or Microsoft
Teams
Click send

STEP 6: SEND THE
FILE


