
HOW TO SHARE A FILE
Via in ONEDRIVE

Step 1 
Open OneDrive 

Step 2 
Select the document you

want to share

Step 3 
Right click the file 

Step 4
Click on share 

Step 5
Make sure everyone can

edit the document 

Step 6 
Write the person you

want to the document
to.

Step 7
Click send 

Try these
easy-to-follow

steps now

Having trouble sharing a file via OneDrive


