How to Share a File via OneDrive

An easy, step-by-step guide to sharing files securely in Microsoft 365

B Step 2 - Select Your File

Find your uploaded file and click the Share symbol (&”) to open options.

Step 3 — Choose Who Can See It

Pick who can access it: Specific People, Organisation, or Anyone with the link.

Bl Step 4 - Send or Copy the Link

Type their email and hit Send, or Copy Link to share via Teams or Outlook.

f Step 5 — Manage Shared Files

Open the file, click Manage Access, and adjust or remove permissions anytime.

%
¢ Use clear file names (e.g., Budget_2025.xlsx)
¢ Organise work in folders for teamwork

¢ Avoid sharing confidential data externally

¢ Sync OneDrive for offline access
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