
Step 1:Access one drive by logging in your 
one drive account through the web browser

HOW TO SHARE A FILE VIA THE ONE DRIVE

Step 2:you can 
navigate to where 
your file is located 
on the one drive

Step 3:Select the file and 

share 
Step 4:You can now select the  

sharing method or enter the 

email address of the people you 

would like to share with

NB:kindly note you could also share via a link,it 

depends on your preference
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