	
	
	



How to share a file via OneDrive
To share a file via OneDrive you must first access OneDrive Via the UWTSD HUB  
1: Once accessing the uwtsd hub simply click on the green square with a cloud circled below                                                                                                                                                                                                          [image: ]


                                                  2: Once you have selected OneDrive via the HUB, a new tab will open with OneDrive next you need to click on my files circled in red below.[image: ]
Once you have clicked on my files it will direct you to
Another page where you will see your files and 
See a search bar at the top to help you locate files 
Easier.[image: ]


 
3: Once you have decided on what file it is you want to share simply hover your curser to the left of the file a circle will appear displaying a tick, click to select. An option will appear above giving you the option to share click share circled in red.   
                                [image: ]
4: Once you have selected share you will have an option to enter an
 email address of the person you wish to share the file with circled 
in red. Once you have entered the email address you wish to 
share with click on the Send option in blue located on the bottom right.
[image: ]
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