How to Share a file via the
Onedrive

OneDrive allows employees to store files online and
share them safely with colleagues

Why Use OneDrive? s "
Access files anywhere -
/ Share documents quickly

v/ Work together in real time
v Keep files secure

Step 1 Open One drive
1.open your internet
browser
2.Go to One drive
3.S1gn Iin with your work <+ Create or upload
or student emalil

Choose a file

Step 2 ;Upload a file drive *

1.Click upload
2.Choose a file from your computer

3.Wait until upload is complete

File stored in drive



Step 3; Select the File
1.Find the file you want
2.Click the circle next to the file name

Step 4, Click Share
1.Click the share button at the top
2.A sharing window will open

Step 5; Choose Permission

You can control what people can do with your
file.

View

people can only view.

Edit

people can edit and make changes

Step 6: Send the File
1.Send by Email

1.Enter the person's email
2.Add a message

3.Click send

Copy Link
1. Click Copy Link
2. Paste it in email, Teams, or chat
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