
Open OneDrive  and sign in with your
Microsoft account details 

01

Find the file you want to share and click
on it to select 02

Then locate the “share button”,at
the top of the page and double click
on the file and select share from the
menu

03

The share window should appear next,
choose whether to allow others to only
view or edit the file

04

Enter the email address of the person(s)
you would like to share the file with

05

Click “send” to copy the link or share the
file and share it via other apps 

06

Finally, if there are changes to be made
about the permission of the file, go back
to the it and click share to adjust the
settings or remove access to the file

07

HOW TO SHARE A FILE VIA ONEDRIVE

Some bene of sharing a file to  OneDrive are:

Access files anywhere 

Security and data protection 

Cost-effective storage

Sharing and collaborating

Automatic backup
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