                                        How to Share a File via OneDrive
[image: ]Step 1: Open OneDrive
Go to www.onedrive.com or open the onedrive application.
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Step 2: Locate your file
Browse your folders or upload a new file by clicking 
[image: ]UPLOAD-Files
Step 3: Select the file
Right-click on the file or select it and choose the SHARE option

[image: ]Step 4: Choose how to share
Decide whether people can EDIT or only
VIEW the file.

[image: ]Step 5: Add Recipients
Enter email addresses of people you want to share 
With, or copy the link manually.
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Click SEND to email the file, or copy link to share
Via chat or teams
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AI-generated content may be incorrect.]Step 7: Manage Access
Right-click the file-Manage access to update
Permissions anytime
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