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Step 1- open one drive

* Goto onedrive.live.com or open the oneDrive folder on your
compute or phone

* Find the file or folder you want to share



Step 2- choose the file

* Right click the file and select share
* A sharing box will appear on your screen



Step 3- Set Sharing options

* Click where it says anyone with link can edit
* Decide if you want people to edit or only view the file
* Turn off allow editing for view only link

* You can also choose to share only with specific people by typing
their email addresses



Step 4- Send or copy the link

* Click apply the choose copy link or send
* Share the link through email, chat, or however you like



Step 5- Manage Access

* To stop sharing later go to OneDrive manage access
* You can remove links or people anytime



Step 7- Quick Tips

* You can set an expiration date or password for extra security
* Shared files update automatically
* Great to team project, homework or sharing large files saftey
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