
Share documents or folders in OneDrive 

The documents and folders you store in OneDrive for Business are private until you decide to share 

them. When you share documents and folders, you can decide whether to let people edit them, or 

just view them. You can also share documents or folders in a site library. 

 NOTE    If you’re using Office 365, you may be able share documents with external users (people not 

on your network) by inviting them as “Guests,” or by creating and posting guest links. For details, 

see Share sites or documents with people outside your organization. 

 

Share a document 

 

1. Sign in to Office 365 , and select OneDrive at the top of the page to go to your OneDrive for Business 

library. 

2. Click the ellipses (...) next to the document to open its callout window, and then click Share. The 

following picture shows the callout window opened for the document “Court cases 2013.” 

 

3. In the Share dialog box on the Invite people tab, type names or email addresses of people in your 

organization. 

 

4. Depending on the name, you may need to type only a few letters before you see the person you want. 

Select the person to add them to the box. 
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5. Select whether you want to grant editing or only viewing permission to invitees. 

6. If you want, type a message to be included with an email that’s sent to all invitees.  

The email goes to the recipient(s) and includes a link to the shared document. 

7. If you do not want to send an email, click Show Options, and then uncheck Send an email invitation. 

Please note: shared documents will appear under the ‘Shared with Me’ section of your recipient(s) 

OneDrive however there may be a slight delay until this occurs. 

 

Share a folder 

When you share a folder, you automatically share all items in that folder. Sharing a folder provides a 

quick way to share many documents with other people at once, and saves you the trouble of sharing 

the documents one at a time. 

1. Create the new folder. 

2. Follow the same procedure described above for sharing a document. 

 

Stop sharing a document or folder 

You can stop sharing a document or folder with all or selected people. 

1. Select the document or folder you want to stop sharing, and then click Files > Shared With. 

2. In the Shared With window, click the drop-down arrow next to the person you want to stop sharing 

with, and then click Stop sharing. 
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