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ACCESS 

On your computer, access One Drive website 

and sign in with your Microsoft Account  

SELECT

Select the file or folder you want to share

(you can select multiple items)

SHARE WITH SPECIFIC PEOPLE

Enter the name and email address of the person you want to share

 Choose whether you want to allow viewing or editing permissions

Add an optional message

Click “Send”

04
COPY AND SHARE LINK 

Click the “Share“ button, then select “copy link”,

Customize the link permissions

Copy the link and share however you want. 


