
1. Navigate to OneDrive – you can do this by clicking on the link in the 
Hwb. 

 

 

 

2. Upload your file to your OneDrive. 

 

 

3. Go to the Share icon next to your file. 

 

 

4. Click the cog icon next to ‘Copy link’ to change the link settings.

 

 



5. Select ‘People in UWTSD’ and click ‘Apply’. 

 

 

6. Copy the link. 

 

 

7. Paste the link wherever you need to share it. 

 


