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To share a file using OneDrive, 
begin by signing in. 
Visit www.onedrive.com or via your 
work or university app and log in 
using your Microsoft account 
credentials.

Once signed in, browse 
through your OneDrive 
folders to locate the specific 
file you want to share. When 
you find it, right-click on the 
file and select Share from the 
menu. 

In the sharing window, you’ll see 
options to set permissions. Click the 

Settings icon (represented by a 
gear symbol) to adjust access 

levels. You can choose whether the 
recipients can edit the file or view 

only.

Additionally, you can also 
control who receives access 
either anyone with the link, 
specific people, or people 

within your organisation (For 
example, peers/lecturers).

If you're using the OneDrive mobile app 
on iOS or Android via your smartphone 

device, open the app and navigate to the 
file. Tap the three dots next to the file 

name, then select Share. You’ll be able 
to send the link directly via messaging 
apps, email, or other sharing options 

available on your device.

If OneDrive is synced to your PC, 
you can also share files directly 

from File Explorer. Right-click 
the synced file, choose Share, 

and follow the same steps to set 
permissions and send the link.
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