
Set Your Sharing Permissions
 Choose who can access the file:

• Anyone with the link                                                     

• People in your organisation 

• Specific people 

Choose what they can do: 

• View   

• Edit

Click the “Share” 

Button 
• At the top menu, 

select Share, OR right-

click the file and 

choose Share

Upload your file to 
OneDrive:

• Go to onedrive.com or 

open the app. 

• Click Upload → Files and 

choose your document

Add Recipients
(optional)

• Enter one or more 

email addresses

•  Add a short message 

if you want

Share the Link 
• Click Send to share 

directly ,or click Copy 

Link and share in your 

preferred way

Find the File
• Browse your OneDrive 

folders.                                   

• Click once on the file to 

select it 
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