
How to share a 

file via 

the OneDrive.

Step 1: Find a file in OneDrive and 
choose the one you need to share.

Step 2: Click the "Share" symbol 
(located next to your file name).

Step 3: When you see the 
share window, find the person 
you want to share with. (You 
can only share it with someone whose 

email address you have)

Step 4: Send the file to 
that person

The job is done
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