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                                                Step 1  

• First: log in to one drive making sure you are using a 
secure internet connection  

 

 

                                                                        Step 2 

• Next: select the file you wish to share. using the three 
dots icon, select who you choose to share the file with  

                                                 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  

                                               Step 4 

• Finally : press send to share the file with the people 
you have selected to complete the process. 

 

 

Give this a try, one drive is easy fast and secure! for 
any questions email 2508527@student.uwtsd.ac.uk  
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