How to share a file via
OneDrive in 6 easy steps

UPLOAD YOUR FILE

e Open OneDrive in
browser or app
. Click Upload and
choose the file or
folder
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* Go to My Files in your
One Drive

¢ Find and click on the

file you want to share

Morth Pole
Office Lens
Photos
Scans
8 2019 Tennis Rackets Report
B Birthday party invitations
B Car maintenance
rk o Cooking class
B Family Photo Calendar
8 Family tree
= Getting started with OneDrive
B Gift certificates
2 Home inspection checklist
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e Click the Share icon

next to the file name

e A sharing panel will
appear
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Name of Project: Create a poster in Canva
Name of Student: David Brescan

Student ID: 2439097
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e Click the drop-down » Click Copy Link and
menu and select from: paste it into email,
-Anyone with a link message or chat
-People in your OR
organization e Enter the person’s
-Specific people email directly and
e Choose if they can click Send
View or Edit
N Send Link
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. Go to_File

e Click Manage Access

. Remove link or
change permission

Manage Access

Stop sharing
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