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How to Share a File via 
OneDrive

Step 1
Go to the OneDrive website.

Step 2 
Click the circle in the top corner of the file/folder. 

Step 3 
Select ‘Share’ at the top of the page.  

Step 4
Select ‘Anyone with the link can edit’  to customise 

the link options.

Step 5
Choose your link settings, click ‘Apply’, then  

send the link.
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