Visit onedrive.live.com and signin
° SIGN IN TO ONEDRIVE with your Microsoft account.

Click “Upload” to add a file or find

UPLOAD OR LOCATE
YOUR FILE an existing file in your OneDrive.
How to Share a Flle Hover over the file and click the
via OneDrive CLICBTJ-I.I-.?(E)SHARE “Share” icon or right-click and
select “Share.

Set who can view or edit the file:

CHOOSE SHARING e Anyone with the link
SETTINGS e People in your organization

e Specific people

To stop sharing later, click

e SHARE THE FILE “Manage Access” and adjust
settings.
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