
How to share a file via OneDrive? 

 

 

In one drive click there share button.  

 

 

This applies and you need to click the share button if you are sharing it to a college but if 
you are not then you can copy the link and paste it (by pressing CTRL+ v) 

 



 

This should pop up on your screen and where it says ‘Add a name, group, or email’ that's 
where you put your college name who you want to share your file with. 

 

 

 

 

 

 

 

 

 

 


