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First step is to open files on 

your OneDrive. 

Next step is to Click onto the SHARE button which is 

circled above to who you would like to share the file with. 
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After you have clicked onto the SHARE button 

it would look something like this. 

With the share button it asks for a name as to who you would 

like to share the file with, and you could even put the persons 

email address too. 

Before you share your file, you can choose as to who you 

would like the person to view your work you can either 

click on view edit or you could let the person who you’re 

sending your work to allow to edit your work. You can 

also send a message in the message box section. 
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