
SIGN IN TO 
THE 

ONEDRIVE   

HOW TO SHARE A 
FILE VIA ONEDRIVE

STEP 1 STEP 2

SELECT THE FILE YOU 
WISH TO SHARE RIGHT –CLICK 

THE FILE

STEP 3

PROVIDE EMAIL 
ADDRESSES OF 

COLLEGUES 
(WITHIN THE 

SAME 
ORGANISATION)

CHOOSE PERMISSIONS
(VIEW OR EDIT)

SEND LINK
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2532264
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