HOW TO SHARE AN FILE
THROUGH ONE DRIVE

1.open one drive

you need to have one drive as an app on your

divaice or it you dont have you can get to one
drive through oftice 360

£ My files

2. GO TO MY FILES

Once you have enterd in the app you will see this & Shared
options bar on the left of screen and you will need to Ul 3
ChCl( "my 'l:i‘e" bUtOn Browse files by

3. choose the file and share

afterr you cliked on “my file” you will see your tiles which you have to
choose the one you want to share by clicking on the “file” and then
oress on the "highlighted share button from the picture *

n t t h d t I ® Share "Attachments"
@ p u e e a I e s & |add a name, group. or email

after presing share buton you will get to these sending VI,
page whicg asks you about the detalies or email adress
where to send the file and under you cand send an
message asuel to explain why you are sending the file
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5. click on the send buton

by cliking the send buton you just sendet the file to
where you needet %
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