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Section 1 - Upload your file

4 )

1. Open the OneDrive app or website using your University
Login.
2. Click the “Upload” button and choose the file you want to
add from your device.
3. Wait until the upload reaches 100% to make sure the file is

fully saved.
4. Confirm that the file appears in your OneDrive list before
\ moving to the next step. Y
Section 2 - Get the Share link
/1. Right click the uploaded file and select “share” from the A
menu.
2.Choose your permission settings, such as “Can view” or “Can
edit”

3. Adjust advanced settings if needed, like expiry dates,
restricting downloads, or limiting the link to university users

only.
4.Make sure the settings match how you want others to access
\ the file. Y.
Section 3 - Share the file
/

1. Click “Copy Link” to create a shareable link you can send h
through email, Teams, WhatsApp, or other platforms.
2. Alternatively, enter someone’s email directly in the sharing
box to send the file straight to them.
3. Add a short message if needed, then click “send” so
OneDrive Notifies the recipient.
4. Check that the link or email has been delivered correctly
\ before closing the sharing window. Y




