
How to share a file 

via OneDrive

❖ STEP 1 :

OPEN OneDrive AND SIGN TO YOUR 

MICROSOFT  ACCOUNT

❖  STEP 2 :
UPOALD THE FILE YOU WANT TO SHARE

❖ STEP 3 :
SELECT THE FILE  AND PRESS THE 

''SHARE'' BUTTON

❖ STEP 4 :
CHOOSE HOW YOU WANT TO SHARE: LINK 

OR EMAIL

❖ STEP 5:
SET PERMISSION VIEW AND/OR EDIT

❖ STEP 6 :

SEND THE LINK OR INVITATION TO 

RECIPIENTS

 ADVANTEGES:  

▪ Control over permission

▪  Fast and easy to access

▪ Real-time co-authoring 

▪ Secure sharing controls

CONCLUSION:
TO SHARE FILES SECURELY USE 
OneDrive IS AN EFFICIENT  WAY!
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WHAT IS OneDrive :
- Cloud storage service
- Allows savings

- Sharing files
- Accessed from 

anywhere
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