
STEPS TO SHARE A FILE VIA
ONEDRIVE

BROWSE TO
THE FILE OR
FOLDER YOU
WANT TO
SHARE IN
YOUR
ONEDRIVE

YOU CAN
CHOOSE WHO
HAS ACCESS TO
THE LINK YOUR
TEAM, CERTAIN
INDIVIDUALS,
OR ANYBODY
ELSE. 

DECIDE IF OTHERS
CAN EDIT OR
ONLY VIEW THE
FILE.

1 OPEN
ONEDRIVE

4 CHOOSE
ACCESS 

5 SET
PERMISSION

6 SEND OR COPY
LINK

2 FIND YOUR
FILE 3 CLICK “SHARE”

OPEN ONEDRIVE
FROM
OFFICE.COM OR
VISIT
HTTPS://ONEDRIV
E.LIVE.COM.
 USE YOUR
MICROSOFT
ACCOUNT TO
LOG IN.

AFTER SELECTING
THE FILE OR
FOLDER, YOU
CAN EITHER
RIGHT-CLICK AND
SELECT SHARE OR
CLICK THE SHARE
BUTTON IN THE
TOP BAR.

CLICK SEND
AFTER ENTERING
EMAIL
ADDRESSES, OR
CLICK COPY TO
SHARE THE LINK
VIA EMAIL, TEAMS,
OR CHAT.


