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How to share a file using OneDrive
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LOCATE THE FILE

When you have entered You will find it in the
OneDrive, locate the file you section named “My
want to share Files”
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Once you decide which
file you want to share,
click the three dots icon
on your file and an
option to share it should
appear
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CHOOSE THE FILE YOU
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HOW TO SHARE THE FILE

Once the share button has been
located, click it and a box should
appear with a section to write name,
group or email of person/people you
want to send the file to.

As an optional choice, you can

add a message to give the file

some context or for any notes
you want to communicate
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SHARING THE FILE

Once you have found the person
or group of people you want to
send the file to, you have afew

options you need to choose
concerning the accessibility of
your file

Click the eye icon and the following
suggestions will pop up:

* Can edit/they have access to edit the file

» Can review/suggest changes

e Can only view, cant make any changes to
file

e Cant download, they can only view it
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SHARE THE FILE

Once you have decided what sort
of access you would like to give
the receiving party, you are now

ready to share

As we can see, we have two
sending options, you can
either: share the file directly
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Or press copy link and share the
file to someone outside of the
platform via another
communication app
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