
Step 1:
Open OneDrive 

through the
APP/Desktop

Step 2:
Choose a file

Step 3:
Click on “Share”

on the top
right corner

Step 5:
Click 

“Share” again 

Step 6:
Adjust viewing

settings by
clicking the arrow

on the top right
corner 

Step 7: 
Add a message 

for the
reciever

Step 8:
Click “Send”

to
successfully 

send your file 

Step 4:
Type in the 
significant 

E- mail 

STEP BY STEP GUIDE: 
HOW TO SHARE A FILE VIA 

OneDrive

Contact: 2429661@student.uwtsd.ac.uk
for more academic guides!


