
                          

How to share a file via the OneDrive 
1. Sign in to OneDrive  

→ Go to https//onedrive.live.com              

→ Sign in with your Microsoft account    

 

2. Update or Locate Your File 

• If your file isn’t already on OneDrive 

→ Click “Upload” > “File” or “Folder”  

→ Select the file your device 

    3. Select the File 

→ Find the file you want to share 

→ Click the circle in the upper-right corner of the file to select it 

    4. Click on “Share” 

→ Click the share button at the top menu or right click the file and 

choose share.  

    5. Copy the Link or Enter Email 

→ Click “Copy Link” to send via messaging or paste elsewhere  

→ Or enter an email adress and click Send 

    6. Done!  

→ Your file is now shared! Anyone can open your the file with the link 

you’ve sent 
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