
                                             How to share a file on OneDrive 

Step 2 : Locate Your FiLe 

BrowSe to the FiLe You wouLd Like to 

Share. cLick once on Your mouSe pad 

to SeLect it 

 

Step 1: Locate onedrive and Sign in 

to Your onedrive account 

 

Step 3 : cLick Share 

next Locate the Share icon 

a pop up window ShaLL appear 

 

 

Step 2 : chooSe Sharing optionS 

‘’Click Anyone with a link can edit’’ 

To adjust settings 

Step 5 : Send the Link 

Enter An Email Address or 

Click ‘’Copy Link’’ And Paste It 

Into A Message Or Email 

Tip 1 : ‘’Access Files Offline’’ Mark The File of your choice As This Will allow you to have access to this file offline. 

Tip 2: ‘’Request Files From Others’’ Use request files (On OneDrive for business) to let others upload to a folder without seeing files.  

Tip 3 : ‘’Enable Personal Vault’’ Use Personal vault to Store and protect sensitive documents (Passports , ID , Tax Records) It adds an extra layer of 

security (2fa and inactivity lock) Go to OneDrive – Personal vault – set up (if not already done.) 
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