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Step 1: Open up the 
UWTSD App and sign in to 
your account

Step 2: After signing in, 
open up the OneDrive on 
your UWTSD Hub.

Step 3: You will be taken 
to the home page of The 
OneDrive, you want to 
press the My files on the 
left of the screen.

Step 4: After you 
pressed my files, you will 
be taken to all your saved 
files. There will be a share 
button next to a file that 
you would like to share. Step 5: You will be taken 

to a page where you can 
choose who to 
share/email the file to, 
you will have to type the 
email of the person that 
you would like to send the 
file to.

Step 6: Once you have 
picked who to send the 
file to, you will have to 
press the send button on 
the bottom right. Step 6: After you done 

that, you have officially 
shared a file via The 
OneDrive.
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