
HOW TO SHARE A FILE VIA ONE DRIVE 

1
SELECT THE FILE OR FOLDER

• Go to One Drive and find the file or 
folder you want to share.

• Once selected, click the ''share'' 
button.

2CHOOSE HOW TO SHARE
• Share with specific people: enter the 

names or email addresses of the 
people you want to share with.

• Select whether you want them to able 
to edit the file or just view it.

• Click ''send''.

3 AND WE FINISHED, IT'S READY!
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