
HOW TO SHARE A FILE VIA

               ONEDRIVE
Simple steps to upload and share your files safely.

   Open OneDrive 
➢ Click Upload
➢ Choose your file

STEP 2 STEP 3

STEP 4

Choose View or Edit 
access.

STEP 5

Copy the link or type an 
email to share.

STEP 6

STEP 1

Open your OneDrive folder 
and look for the file you jast 
added.

Click the button that 
says <SHARE> at the 
top menu.

Open the link to 
confirm everything 
works.
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