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OneDrive – Sharing files or folders with others 

 

1. Select the file or folder you want to share, and then select Share. 
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2. In the Share window, type the email address of each person you want to share the file or folder with. As you 

type each name, suggestions appear that match your contacts. When you see the name you want, select it to 

add it to the invitation list. 
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3. Select the permission in the list that you want to grant people. 

You can change the permission later for any person. 

 

4. If you want, type a message to send to all the people you're inviting. 

The email message invitees receive will include a link to the shared document. 

 

5. If you don't want to send an email to invitees, click Show Options, and then clear Send an email invitation. 

 

6. Click Share. 

 


