
How To Share Files Using
OneDrive

Step 1 – Open the App Launcher
Click the App Launcher (the grid icon)

in the top-left corner of Office 365.

Step 2 – Select OneDrive
From the list of apps, click OneDrive

to open your files.

Step 3 – Go to My Files, Select
the file you want to share (e.g.,

Presentation.pptx).
Click the Share button in the top

menu.

Step 4 – Set Permissions and Send the Link
Choose who can access the file,

Enter the name, group, or email address of
the recipient.

Add a message if needed.
Click Send to share the file.
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