
HOW TO
SHARE A FILE

VIA ONEDRIVE

Open OneDrive and sign in.

SIGN IN
 This could be with your personal, work or school account.

SELECT
Choose the file or folder
you want to share.

Select Share.

Share

CHOOSE ACCESS
Select the person you want to have access to the file.

Set permissions such as
Can view = read-only

Can Edit = collaboration

Apply & Copy
Select apply then copy link

or enter their email and
send.
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