
HOW TO SHARE A
FILE VIA THE

ONEDRIVE

OPEN ONEDRIVE ON YOUR PREFERRED DEVICE

ONEDRIVE IS ACCESSIBLE  ON MULTIPLE DEVICES INCLUDING
DESKTOPS, MOBILE PHONES ETC.

LOCATE THE FILE TO SHARE

MUNIR AHMED
2441102

THIS CAN BE DONE BY LOCATING ‘MY FILES’ AND SEARCHING FOR YOUR
DESIRED FILE TO SHARE.

ONEDRIVE ALSO HAS A SEARCH BAR IF YOU ARE STRUGGLING TO LOCATE YOUR FILE

SELECT THE SHARE BUTTON

YOU CAN DO THIS BY SELECTING THE SHARE BUTTON DIRECTLY
OR ALTERNATIVELY YOU CAN SELECT ‘MORE OPTIONS’ WHICH

ENABLES A DROP DOWN MENU WHERE THE SHARE BUTTON IS ALSO
PROVIDED

MANAGE CONTENT AND SEND 

ENTER THE PEOPLE YOU WISH TO SHARE YOUR FILE WITH BY
ENTERING THEIR EMAIL, MANAGE CONTENT ACCESSIBILITY AND

SEND YOUR FILE EASILY TO THEIR EMAIL


