How to Share Files in Office 365

1) Long into Office 365 and create a document (Word, PowerPoint, Excel, etc.)
2) Generate a link to share from the share button:
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3) [image: ]A link is created to share.













4) Use this link to create a shortened URL to share with class:
[bookmark: _GoBack]http://tinyurl.com/
image1.png
her Janzen




image2.png
In order to generate a sharing link from OneDrive for Business or Sharepoint:

1. Select the file you want to share.
2. Click the .. link and select Share, or click the share icon in the top bar.
3. In the window that appears, select Get a link.

4. Under View Only, click CREATE LINK.
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