
OneDrive enables users to store files online and acquire them from ant internet-connected device. It is
frequetly used in offices and classrooms to mantain document organization and encourage

collabaration.OneDrive allows users to share files so other users can view or edit there document safely.
This also allows for work being done together in real time on docement.By granting multiple users real

time access to documents it encourages collabaration in the work place.#

Step 6:once confirmed send the
file over to allow access

Step 5:Enter email or copy
link 

Step 4:Choose whether the
person can view only or

edit the docement 

Step 2:Select the file you
would like to share 

Step 3: Click share to begin
controlling file access 

Step one : Sign into
Microsoft 365 and open one

drive 
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