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You Can share files or folders at OneDrive by following these steps:

B® Microsoft

Sign in into your Microsoft Account, then choose the file or folder you
would like to share.

All Microsoft 02

Get 100 GB cloud storage, premium OneDrive, plus ad-free Outlook FREE for one month. Try Microsoft 365 Basic >

Plans and pricing Features ~  Resources ~ Download

| Microsoft 365 OneDrive  Business

Securely save and share what'’s

i tant with OneDri
Keep your files and memories protected, up to date, and easily accessible across
all your devices. Babn
oom.phy
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Sign in | Try for free -
See plans and pricing >
l'.'l — a - L
Add New
Recent @ Word  (J Excel @ PowerPoint o) PDF Filter by file name or person
15) .
Name Opened Owner Activity
() Home
. Document
B My files <: B st ploct pet slgo's ies Just now z
Ss My files
&3 Shared| My " Document ID
o= il el Slgo's iles 3m ago 2 You edited this - 3m ago
¥y Favorites
® Share © Copylink | Download &) Rename Fg Moveto [ Open original location £5) Remove §8 Automate v IF Sort v [ X 1selected =~ info
0 Name v Modified - Modified By ~ File size ~ Sharing Activity
(@ Home
:> 2= add a menu item to Rafid course ... -~~~ & May 18 4 items © Owner: (igyiSIVl al...
) ?
| B3 Myfiles
&3 G [ Attachments April 2 Yitems Private
Yy Favorites Documents February 6, 2022 1 item Private

After selecting the file click on the small three dots provided at the file
and you will have a drop-down menu providing more options for you to
select, choose Share and the file will be removed directly.
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9 A small window will appear to you, to add the details of the share
process you will make,

Share "15l) alsill... jiilg Jozl”

Anyone with the link can edit.

rorcren

9 When you press at the lcon” Iz a drop-down menu will come up to you
with three options you can edit for the shared file/folder.

Share "asly alsill... jily Js>l”

Anyone with the link can edit.

Share "33l alzill... iy Jesall*

2 Add a name, group, or email

& Can view
Cannot make changes

Anyone with the link can edit.
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Through the setting icon you can change the setting of the shared
file/folder.

Share "15l) alsill...uily Josall”

Sharing settings

A Add a name, group, or email

& Add a message

Anyone with the link can edit.
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@ Through the setting icon you can do the following:
- Set out an expiration date for the shared file/folder.

Sharing settings
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® Block download

0 After selecting all the setting you want, press on Apply.




