
How to share a file via One Drive –step by step

Step Instructions:

Step 1: open OneDrive

-Open OneDrive app or onedrive.live.com 

-register or sign in with the work account

Step 2: Find or upload a file

-To share an existing file, it be located in the OneDrive folder.

-To upload click "Upload" then "Files" and select the file needed.

Step 4: Set sharing options

-Select who can see the file, such as

✓ Specific individuals (enter email)

✓ People in your organisations (workplace only).

✓ Anyone with the link (if its allowed by own org,)

Decide if they can EDIT or VIEW ONLY.

Step 5: Send the link

-Click Copy link (paste into chat or email) or

-Enter email addresses directly and click SEND.

✓ Your file is now shared safely via OneDrive.

Step 3: Select the file
-Click the three dots … or right 
click the file.
-Select Share from the menu.

o Always check if you want 
individuals to edit or view.

o Rename files clearly before 
sharing them.

o Use "specific people" for 
sensitive files.

o Remove sharing access 
when the file isn't longer 
required.
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