
Welcome
this is a short 

tutorial on how to 
share a file via 

onedrive. 



Step 1
Sign in to OneDrive.com



Step 2
Once you sign in to your account select 
the file or folder you would like to share.



Step 3

Now that you choose 
the file select the 
share icon.



Step 4
• Now enter the name or email to who you want share it 

with.

• You can even leave them a message.



• You can also edit the file by choosing
"Anyone with the link can edit"Step 5



Step 6

Here you can choose if they can edit the file

You can set an expiration date

You can also set a password

Once you are done with the edit click on the apply



Once you are happy with everything select send
and you are done.

Step 7
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