OneDrive Secure File Sharing

In order to track and control where a file is being shared it is advisable to share a link to the file, rather
than directly emailing a copy to an external user.

1. Find the file you wish to share and right-click on it. You will see a “Share” option
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2. On the next window, go to the “Pencil” button:
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3. Choose “Link Settings”:

Use “Anyone with this link”, where you can
expire the link after a certain time and
Link settings block the file from being downloaded.
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You will also need to set a password for
this file as an additional precaution. When
you click “Apply” you can then provide an
email address to send the link to.

N.B. DO NOT send the password on the
same email!
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