HOW TO SHARE A FILE
VIA ONEDRIVE

Accessing Onedrive

Online: Go to the website and sign in with your
Microsoft account.

Desktop: Open file Explorer and navigate to the
onedrive folder

selecting files and folders Sharing options

Single files/folders click on file or folder Share button: click the "share"
you want to share. button.

Multiple files/folders select the circle in Email: select invite people, enter
the upper corner of the item to select the email addresses of the

multiple items. people you want to share with.
Then click send
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