
HOW TO SHARE A FILE VIA THE ONE DRIVE 
OneDrive makes file sharing securely with your team easy. Follow these

instructions to send or collaborate on documents efficiently in the workplace in
six simple steps

FIND YOUR file in the one drive

RIGHT CLICK THE FILE OR CLICK THE THREE DOTS

 CHOOSE ‘SHARE’ FROM THE MENU

PICK WHO CAN ACCESS THE FILE
YOU’RE SHARING 

SET PERMISSIONS VIEW/EDIT

Click "Copy link" to send manually,
or "Send" to email directly.
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