
STEP 1

Open OneDrive on your browser
Click "Upload" and select the file 

you want to share.

Wait for the file  finish upload.

STEP 2

Find your uploaded file in the 
folder. 

Click the circle next to the file 
name to select it .

Press the share button at the top 
of the page.

STEP 3

Decide who can access the 
file:

Anyone with the link.

Specific people.

STEP 4 
Enter the email address of the person 

you want to share with.
Click  "Copy link" and paste it into a 

message, email, or chat.

How to share a file via the OneDrive

The advantages of sharing a file 
via OneDrive

*Easy access from anywhere
*Real time collaboration
*Control over  permissions
*Automatic saving and version 
history
*Secure file sharing
*No large email attachments
*Integration with Microsoft 365
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