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How to share a file via
the OneDrive
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1.Select your file
¢ Navigate through the OneDrive file you

want to share.
e choose the file (or several files) that

you wish to share.

Files Examples

@ o Agendadocx

Q @ Statement.doox

2.Click ‘Share’ o b i

e Find the ‘share’ button (usually is an © & “nsdoo
icon with 2 persons)
e then pressonit.

e 3.Choose your sharing method

¢ share with a link (only people that have the
link can accese it)

= v e Share with specific people (enter the
email address of the people you want to
_— share with)

4.customize your sharing (optional)

¢ Block download(prevent people from
downloading the file)

e Set expiration date

e Add a password (require a password

to access the file)
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