HOW TO SHARE USING
ONEDRIVE
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Control access

Get the sharing link
Right click the file and

choose share. Then

select if recipients can
only view or edit. After
select copy link or send

You can restrict sharing to
select individuals or set a
expiration date. If you
only want other people to

see the file, disable edit

via email accessy
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Uplodd your file

l’» 4 Stay secure

Make sure you
are sharing with
the right person

Lauch your
OneDrive app and
select the file or
folder you want to

share by clicking at all times.
upload. Avoid exposing
private

documents to
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