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OneDrive is a safe online storage application that enables users to store, retrieve, and share files on any device, provided that the device is connected to the internet. It also works well with Microsoft 365 applications like Word, Excel, PowerPoint, and Teams, allowing one to work in real-time (Microsoft, 2025). OneDrive files are automatically synchronised and create backups, and thus, the files in this drive can have a version restored in case of problems.
Whether you are at your workspace or in the office, OneDrive ensures that your records, pictures, and work content are securely stored and are easily shared with your colleagues, clients, or partners wherever you are at any given time.
Why share files via OneDrive?
OneDrive is an effective and efficient tool to share files at work to enhance efficiency, collaboration and control of file versions. You can also send one shared link instead of multiple copies of a document via email; this is to make sure that all people are always working on the most up-to-date document.
OneDrive helps to manage the accessibility of files; files that are viewed or edited by only a few people are enhanced by OneDrive in data security and confidentiality (Gamnis et al., 2022). The teams have the ability to work together on reports, spreadsheets, or presentations at the same time, without overlapping on the changes made by one another. The option of Manage Access is flexible, where you can decide to cease sharing or change permissions at any moment.
Step-by-Step Guide
Step 1: Drive through either your Microsoft 365 account or desktop.
Step 2: Identify a file or a folder which you would like to share.
Only Step 3: In the pop-up box, select Link settings - who it is to be shared with:
Step 4: All individuals who were subject to the connection (open access).
People within your organisation are referred to as internal users.
Specific people (restricted)
Step 5: Fill in the email address or copy the link
of the recipient.
Good Practice Tips
Use expiry dates: Expiry dates on temporary files should be used to enhance security.
· Naming: Before commonly sharing, file names must always follow a similar and
descriptive manner.
· Organising folders: The teams ought to have a neat folder that is labelled clearly to
place files there in order to access files with ease (Nissinen, 2022).
· 	Check who can visit: Please, check out the sub-tab called Shared and check the access
periodically to perform certain housekeeping and delete out-of-date links.
· Be professional: Since you are communicating with people out there, there should be a polite note regarding
what the file is about.
· 	Use comments: Share a file with others instead of creating long feedback emails.
Summary
OneDrive is a critical application of cloud storage and file-sharing that improves collaboration, security, and productivity in the contemporary workplace. It enables employees to upload, store, and share documents with other employees and other partners regardless of location and any device. With OneDrive, users can work collaboratively by sharing files, which allows them to work on the same files in real-time, avoiding confusion, wastage of time, and productivity (Fasola and Abimbola, 2023). The permission controls of the platform enable you to control access to files and keep sensitive data confidential, avoiding the chance of unauthorised information access. Sharing is easily achieved between different applications due to the integration with Microsoft 365 applications such as Word, Excel, PowerPoint, and Teams. There is no necessity for several attachments and downloading because the employees are able to work on reports, presentations, and spreadsheets without the necessity to make several attachments in OneDrive.
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