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Go to OnebDirive:
e Open your browser and go to
OneDrive.
« Sign in with your Microsoft account if
you’re not already signed in

STEP 4

(7 Share

Click on the “Share” Button:
e You’'ll see a “Share” button near the
top menu or when you right-click the
file.

STEP 2

ﬁ-' Presentation.pptx

Find the File:
» Navigate to the file or folder you
want to share.

FRAME 5
Share "Presentation.pptx” - @ X
& Add aname, group, or email G
@ Add a message
8 &2 Copy link ' £ B> Send
Set Sharing Options:

» You can choose who can view or edit
the file:
o Anyone with the link (public link)
o People in your organization (if
applicable)

STEP 3

ﬁ-' Presentation.pptx

Select the File:
« Click once on the file or folder to
select it.

STEP 6

= Copy link

Get the Link or Send Invitation:
e You can copy the sharing link and
send it manually.
e Or enter email addresses to send an
invite directly via OneDrive.



