Sharing a file via OneDrive is a quick and easy method to collaborate and share documents, photographs, and other material with people. The first step in sharing a file is uploading it to your OneDrive account. To do so, navigate to [https://onedrive.live.com] (https://onedrive.live.com) and sign in using your Microsoft account. Once you’ve logged in, click the "upload” button at the top of the screen and select “files” or “Folder,” depending on what you want to upload. If you’re using the desktop app, you can drag & drop files directly into OneDrive. Once uploaded, the file will appear in OneDrive’s list of files and folders.

The individual who receives the link will be able to access the file according to the permissions you’ve established. After sharing, you can control access to the file at any moment. Simply return to OneDrive, pick the file, and choose “Manageacces.” From here, you can seen who currently has access, remove users, adjust permissions, or completely disable the sharing link. This allows you to easily maintain control over your files even after they have been shared. In essence, OneDrive simplifies and expands file sharing by providing a variety of permission settings and access control to meet both casual and professional demands.

You can also choose to share with “people in your organisation” (great for business or school settings), “people with existing access,” or “specific people," which limits access to only the people you expressly specify. Before delivering the file, you may specify whether recipients can change it or just view it. This is accomplished by clicking on the permission setting, such as “Can edit,” and then selecting “ Can view” if you want to allow solely read-only access. Once your sharing settings are set up, you can either enter the email addresses of the people you wish to share the file with and send the link directly from OneDrive.

Once uploaded,the file will appear in OneDrive’s list of files and folders. To share the file, find it in your OneDrive interface and either right-click it or hover your cursor over it, then click the share icon, which resembles a person with a plus sign or a paper plane. This will bring up a sharing menu with numerous possibilities. OneDrive lets you pick how to share the file. For example, you can choose”Anyone with the link,” which lets everyone who receives the link to access the file, regardless of whether they have a Microsoft account. THIS option can also incorporate password protection and an expiration date for enhanced security.








[image: IMG_256]
image1.png
My files > Files to share &

55 8 8 & 8 0

Name 1

_My new article.docx

Birthday Calculatorxisx

Check listasx

Gift Plannerxism

Sample workbook.xsx

Svetlana's Notebook

Show actions fodified

Justnow

pen in Word Online
pen in Word

eview

Share

Download

Delete

Details




