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           How To Share A File Via OneDrive 

 

 

What OneDrive Sharing Means. 

OneDrive lets you store files online and give other people permission to either 

view or edit without sending attachments. 

 

 

 

 

 



Getting to the file. 

Open OneDrive through your school or work account when your file appears 

choose the one you want to share 

 

 

 

 

Opening the share options. 

Every file has a sharing menu when this menu is opened OneDrive shows 

choices such as allowing to edit limit the access or sending this link to other 

people. 

 



 

 

 

 

Choosing permission. 

Decide whether you want others to only view edit or comment on your file you 

can also decide whether you want a certain person to edit and other to view. 



 

 

 

 

 

Sending the link. 

OneDrive creates a link that can be copied or emailed directly for sharing. 

Anyone included in the share can open the filed based on the permission you 

set for them. 

 

 

 

Why use OneDrive sharing. 

It keeps everyone working on the same version. It can remove the need to 

send large attachments also lets you update access or stop sharing with 

people. 


