
How to share a file on OneDrive 

1
Upload or find your file 
Go to onedrive.live.com and sign
in. upload your file.

2
Click “share” 
Right click the file and choose
share 

3
Choose link settings 

select who can view it. 
Anyone with the link 
Choose can view if you don’t
want edits. Then copy link 

4 Paste the link into your poster, or
create a QR code for easy
scanning. 

Share the link or QR code 

Benefits for sharing on OneDrive

Easy access anywhere 
Secure and controlled sharing 
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