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How to Share a OneDrive document 
This tutorial will show you how to share a file/folder with another user 
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If you need any assistance please contact the IT Helpdesk in one of the following ways. 
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or 
stop by the Computer Center on the lower level of the administration building. 
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mailto:helpdeskticket@thomasmore.edu
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click the check box next to it 
 

 
 

If you need any assistance please contact the IT Helpdesk in one of the following ways. 
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or 
stop by the Computer Center on the lower level of the administration building. 

http://www.helpdesk.thomasmore.edu/
mailto:helpdeskticket@thomasmore.edu


P a g e 6 o f 8 

 

 

Click the “Share” Button 
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sharing the File With and Click “Send” 
 

You can change who has permissions by clicking on the drop down box. 
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Select who you want to have access to the document 
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and click apply 
 

If you want the end user to have read-only permissions, you can unselect the “Allow editing” check box. 
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