	
	
	



[image: ]  How to share a file via one drive.

1. Log in to your one drive once logged in you'll see a page like the picture down below 
2. Click on the same icon next to the file or folder you want, and press share button boxed in red down below
[image: ] [image: ]
3. Click on anyone with the link to edit and change it to specific people  
4.  click the “allow editing” box and click the search box
5. Enter the names or email addresses of the individuals you want to share in your file or folder. Start typing the name in the box and it will appear in the box
6. don't click the send button instead click outlook and create a email  
[image: ][image: ]
7. Click the send button when you finish writing your custom message and when you have added the file. This will you the oppurtunity to write a custom note about the file are folder it also creates a link within your email diresctly to you share folder
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