  HOW TO SHARE A FILE VIA ONEDRIVE?

Step-1: Upload the File to OneDrive:
· First, sign in to your OneDrive account at onedrive.com using your Microsoft credentials. [image: ]
· Once logged in, click the Upload button at the top of the page 
· (it looks like a cloud with an upward arrow).
· Select the file from your computer that you wish to share and wait for it to upload.

                            Step-2: Locate the File and Click Share:                            
· After the file is uploaded, navigate to the file you want to share in your OneDrive dashboard.
[image: Share a File or Folder in OneDrive ...]
                          Step-3: Choose Your Sharing Settings:                             
· In the Share dialog box, there will be a few options:
· Who would you like to share with?: You can choose to share the file with specific people by entering their email addresses.
· OR you can also select anyone with the link and make it accessible to anyone who has the link.
· Send the Link
                                                       [image: ]
Step-4: 
· Once your settings are prepared click Copy link to generate a sharable link. You can then paste this link in an email, message, or any other communication platform to share it.
· Or you can enter the email addresses directly in the provided field  and OneDrive will send an email invitation to those recipients with the link to the file.
· Now, the people you shared the file with will have access based on the permissions you set.
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