How to share a file via the OneDrive
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Sharing a file on OneDrive is a comprehensible process that allows users to expeditiously share documents,
photos, videos and other files efficiently. OneDrive provides several sharing options tailored to different needs.
OneDrive allows real-time collaboration allowing multiple users to view and edit files simultaneously, changes

can be saved and synced automatically allowing options to restore previous files versions. Files are stored in the
cloud making them accessible from any device with internet connectivity. This poster outlines the step-by-step

process to share a file on OneDrive inclusive of permissions and the best practices.

Access OneDrive Locate the File or Folder
First begin logging into your OneDrive account. Once you have signed in using your Microsoft account,
You can access OneDrive through a web browser you will be directed to your OneDrive homepage, where
by going to https://onedrive.live.com, or by using all your uploaded files and folders are stored.

the OneDrive desktop app, OneDrive mobile app is : . -

_ . Navigate through your folders to find the specific file or
also available for IOS and Android. .
folder(s) you wish to share. You can use the search bar

Figure 1: Microsoft OneDrive login homepage at the top if the file name is no known or browse

manually using the search tool. You can share
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Initiate the sharing process

Once you've located the file or folder, right click on,

or click on the three-dot menu (more options) beside
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the item. Then select the ‘share’ option from the

Chose the sharing option

You can now enter the email address or names of
people you wish to share the file(s) with. You can

dropdown menu. This opens a sharing dialog box

that presents options on ways to share a file.

Figure 3: Three-dot menu selected ‘Share also write a message within the text box if needed
S e Alternatively, you can share the file via link manually

click on ‘Copy link’ and paste it into an email or
message and the file can be shared with multiple
recipients.
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Figure 4: Sharing file dialog

Sharing files on OneDrive is a flexible and user-friendly process @

that accommodates both personal and professional needs. By

following these steps and understanding permission settings, e

users can ensure their content is shared securely and efficiently. For further guidance on sharing a file via the

OneDrive provides the tools to share files quickly and safely. OneDrive: Collaborate in OneDrive - Microsoft
Support




