
Sharing Files
via OneDrive

Upload your file

Select “Share”

Set Permissions

Manage & Update

Place your document, photo,
or folder in OneDrive—either
by dragging it into your
browser or using the “Upload”
button.

Generate a shareable link
or send it directly through
email from the OneDrive
window.

Copy or Send a
Link

Right-click your file or use
the toolbar in OneDrive, then
choose “Share.”

Choose “Can edit” or “Can
view,” and decide who can
access your file (specific
people or anyone with the
link).

Review shared files,
change permissions, or
stop sharing at any time
under “Shared” in
OneDrive.

Share and
collaborate with
ease using
OneDrive!
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