                                                                                                                                                                                                                                                                                                                                                                                                                                           How to share a file via the OneDrive

                                                                                                                                                                  
OPEN OneDrive IN THE
UWTSD APP OR YOUR
WEB BROWSER
STEP 1

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  SEARCH THE FILE YOU
NEED AND DOUBLE CLICK
TO OPEN IT
STEP 2
AT THE TOP-RIGHT CORNER
SELECT THE "SHARE" BUTTON
STEP 3
CHOOSE 
ONE OF THE OPTIONS
(EDIT, VIEW OR
CAN'T DOWNLOAD)
STEP 4
ENTER THE NAME 
OR EMAIL OF
THE PERSON YOU WANT
TO SHARE THE FILE WITH
STEP 5

                                                                                                                        AFTER SELECTING THE
PERSON, AT THE BOTTOM 
SELECT "SEND"
OR "COPY LINK"
STEP 6



	                                  
                              ADVANTAGES
	
                      DISADVANTAGES

	OneDrive offers access from anywhere, anytime and guarantees that your files are always available.
	[bookmark: _Int_kHssi8dq]Temporary retention of former workers meaning that an employee’s data is not kept on file for an extended period of time after their licence expires.

	Collaboration is simple, smooth teamwork, you can share files and folders with coworkers, and everyone can simultaneously work on the files.
	Your data is stored on the Microsoft’s7 servers, even if they have a solid security reputation, using a third-party storage option can be a risk.

	In case of unintentional deletions or edits, OneDrive saves previous versions of your files.
	While shared files can be viewed or edited, downloading or printing cannot be restricted.

	[bookmark: _Int_wE7Q1uzo]Two-factor authentication and encryption in order to keep your files safe.
	Huge file transfers can be greatly impacted by slow internet connections
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