
How to Share Files via OneDrive
On Your Computer (Web or App) 

•Step 1.  Access OneDrive: Visit 

onedrive.live.com or open the OneDrive app.  

•Step 2. Locate Your File: Find the file or folder 

you want to share.  

•Step 3. Initiate Sharing: Right-click the file and 

select "Share," or click the 

Share icon.  

•Step 4. Select Options: 

Enter email addresses 

or click "Copy link" for a       

•shareable link. 

•Step 5. Set permissions 

to allow viewing or 

editing, and specify 

expiration dates if 

needed.  

•Step 6. Distribute the 

Link: Share the link or 

email addresses 

through your 

preferred platform.  On Mobile (OneDrive 

App) 

Step 1. Open the App: 

Launch OneDrive on your 

mobile device.  

Step 2. Select the File: Tap 

the three dots next to the file 

you wish to share.  

Step 3. Choose Share: 

Select "Share" to start 

sharing.  

This guide helps you easily share 

files on both computers and 

mobile devices.
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