
   
 

   
 

 

                                                           How to share an file via OneDrive? 

 

Step 1. In one drive select and click the share button. 

 

Step 2. A small box of 3 options will be displayed: 

               Share  

               Copy Link 

               Manage Access 

Step 3. Select ‘Share’ 

 

Step 3. If you are sending this to an College or University make sure to click on the share 
button but if you are not sending it anywhere or just want to save it as a link or paste it 
just use the keyboard options by CTRL+V. 



   
 

   
 

 

Step 4. This table should pop up on your current screen, and where it says ‘To: Name, 
group, or email that's where you insert or type in the organisations email, or the persons 
email address, to share the file you selected. 


