
Sharing Folders in OneDrive

To share a folder in OneDrive follow these steps:
1. In OneDrive, open the folder you want to share.
2. Click on the Details icon as shown in the following screenshot.

3. The Details icon will display information about whatever you are in. In this case it show information about the
folder you are in. Notice it displays who has access. In the screenshot below, notice it is not shared initially
with anyone other than you, the owner. To modify this, click Manage access.

4. Next, you will see a screen showing that the owner has access. Click on Start sharing, as shown in the
following screenshot.



5. On the next screen, click on Anyone with the link can edit. This will allow you an option to share with
specific people instead of allowing anyone with the link to access the folder. IMPORTANT if you allow
anyone with the link to access the folder, you may lose control over who will access. This is because
anyone with the link could give the link to others. This is a security problem! So be sure you only
share with specific people.

6. On the next screen, select Specific people, and then Apply, as shown in the following screenshot.



7. On the next screen, enter email address(es) of those with whom you wish to share the folder, and then click
Send.



8. Clicking Send will send the person an email with a link they can use to access the folder. If you wish to send
the link yourself, or you want a link for other purposes (for example, to turn in your link in Blackboard), click
Copy.

9. Next click Copy again to copy the link to you clipboard.



10. At this point, the folder should be shared. If you view Details, you should now see the user account in the
Details panel.

11. NOTE: if you shared with a link that anyone can use to access the folder you will see this. Remember this
is usually a security issue. If you allow anyone with the link to access the folder, you may lose control
over who will access. This is because anyone with the link could give the link to others. This is a
security problem. So be sure you only share with specific people.



Modifying Who Has Access

1. If you want to edit the sharing permissions for a folder, or unshare with a particular user, Click
Details Icon and then click Manage Access. As shown in the screenshot below, you should see
all the users which have access to the folder. Click the Can edit

2. You should then be able to change permissions to Edit or View., or as shown below, you can
remove access by selecting Remove direct access.




