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SIGN WP OR SIGN IN

Firstly Go to the onedrive website or app
and create a onedrive account if not

already done so. Then sign in with your
work, school or microsoft account details

FIND THE
FILE/FOLDER CHOOSE

RELCIPIENT

Click on my files on the left hand side
then choose the folder/file that you

Once you have clicked share a
ew box will appear, in this box
you will add the name/email
address or company you wish

to send the file/folder to.

wish to share by clicking in the small
circle next to it then select share.
(if you would like to share more than
one file[folder at the same time you
need to merge them into one folder)

SEND
ADD MESSHGE | BN -TE = ere S SENT

You have now

Next add a message Finally check that
that you would like to you are happy successfully sent

send to the recipient with everything your file/folder.
with the file/folder that you wish to

well done!

send then click

send
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SIGN UP FOR YOUR FREE 5GB OF CLOUD STORAGE AT:
WWW.MICROSOFT.COM/ONEDRIVE



