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STEP 1
Go to One Drive

wedside and
sigh in word

microsoft
account or

skiword
account.

STEP 2
Pick files/folders 
wanted to share

by selecting
circle icon. 

CANNOT SHARE
MULTIPLE ITEMS

 FOR SKIWORK
 ACCOUNT

STEP 3
Select “Share”

 at page top

STEP 4
Select

“Copy Link”
to change the

link
permissions

select
“Settings”

STEP 5
“Other Setting”

Allow editing
Block

download
Set password

Open in review
mode Only

STEP 6
Once all

selected of
your choice

Select
“Apply”

STEP 8
Select

“Copy”and then
select “Send”
paste the link

and send link to
wherever

desires


