
https://onedrive.live.com/ 

Step 1: Sign In
❖ Open web browser and navigate to 

https://onedrive.live.com

❖ Sign in using a Microsoft 365 work/school 

account or Microsoft personal account.

❖ Ensure land in OneDrive “My files” view.

Step 2: Upload the File
❑On the OneDrive web interface, click Create or 

Upload and select Files upload or Folder upload. 

❑Locate the file or folder on the computer and click 

Open or Upload.

❑Wait until the upload is finished.

Step 3: Locate the File to Share
➢ Locate the file you wish to share in the list of My 

files

➢ Make sure to choose the correct version of the 

file, check the file name, and date modified
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