HOW TO SHARE AFILE VIA
ONEDRIVE

OneDrive

THE THREE-STEP
SHARING PROCESS

1.Locate the File: Open your OneDrive
folder, either on your desktop or via
the web browser. Find the file or
folder you wish to share.

OBJECTIVE

Quickly and securely share
your work files with
colleagues, maintaining
control over who can
access and edit the
document.

A,

2. Access the Share Link: Right-click on the selected
file/folder. In the context menu, choose the "Share"
option. A sharing window will pop up.

3. Set Permissions & Send:

o Permission Settings: Before sending, select the appropriate
option: '"Anyone with the link can edit’, 'Anyone with the link can
view', or limit access to specific people by unticking the 'Allow
editing' box.

o Recipient: Type the name or email address of the person you want
to share with. **

o Send: Click "Send" or "Copy Link" to complete the process. The *
recipient will get an email with the link.




