How to share a file via
OneDrive

Step 1 : Either open documents or the file directly

STEP 2 : Open document, select which document and after click and
select which file needs to be shared.
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2.1 File can be shared directly from opening the file directly, on the top
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. Step 3: Click SHARE bottom on top Com—1
k. rightin file, there will be a drop box, -
then select share again. —
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SHARE “Presentation file”
It will have “ Add name, group or email” and a
message box.

Step 5: Can either add person email, name or

group email or names to be share too. &
Can a add a message below (optional).

Send directly to whomever.
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share box opens and send via email.
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Can a add a message below (optional).
Send directly to whomever.
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