
How to share a file via the OneDrive 

Select the file and click 

on the “share” icon.
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Click on “Add a name, 

group or email” to 

select recipients.

Click on the “eye” icon 

to set interaction 

permissions.

Click on a contact or 

write an email address.

Click on “Send” to 

share the file.

Click on the text box to 

add a message to 

send with the file.
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