University of Kentucky

Sharing in OneDrive Food S Froironment

o Cooperative Extension Service

la. If sharing by logging into your B Accessing OneDrive App Transferring Fies...  November 132020 Jennin
Office 365 account, place your © B chrdrgtoteseninonef 1~ ¢ oo F
mouse over the file. Click the B g e e S ooy ;
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file name, and select Share (2). b oS o e :T‘d

Name

@ Accessing OneDrive App_Transferring Files.doox
@ Changing Motification in OneDrive.docx

@ Changing the View_Search Engine.docx

@ Creating a Group or Libr,

1b. If using the OneDrive app, B e oo oS Open
- - . - . Edi

right click on the file name. R
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Send Link

@ People in University of Kentucky with
the link can edit

2. Click the arrow to the right
of the Link Settings window. Enter a name or email address

Add a message (optional)
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3. Select Specific People in the
Link Settings Window. 0 Ith existing access

[0 |

Cther settings

4. Uncheck Allow editing (1) in the
Link Settings window to not allow
the user to make any changes to
the file. If the setting is still checked
you can chose to Open in review
mode (2). This will allow the user to ©
only post comments, and not make
changes.

Other settings

. Allow editing

) A7 Open in review mode only ®

5. If Allow Editing is unchecked
(1), you can select Block
download (2) by clicking the
button to the right. This will
disable the user's ability to create ~ © Block download
a copy of the document.

Other settings

[ ] Allow editing
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6. Click Apply to set the changes.

Apply Q

People you specify can view 3

7. Type the user's email
address in email field (1). If
needed,type a message to the
user in the message field (2). Message.. & 2

ukagtraining@grnail.com

ukagtraining @gmail.com

Good morning,

8. Select Send to send the Here is the file we discussed. Can you please let me

know your thoughts?
invitation to the user. /
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M=/ Changing the View_Search Engine

9. Once the user l‘eCGIVES the emall only works for the direct recipients of this message.

they will need to select Open.

Suspicious link
10. If the Suspicious link This link has been flagged as suspicious. Are you sure you want to
window appears, the user will
need to click Proceed.

proceed to luky-my.sharepoint.com?

— e |

You've received a secure link to:

~  Changing the View_Search
Engine.docx

11 The user WI” need to SeIeCt To verify your identity, we'll send to you
the Send Code button in the new * UKAGTrainGgmall.com.

By clicking Send Code you allow University of Kentucky
to use your email address in accordance with their
privacy statement. University of Kentucky has not
provided links to their terms for you to review.
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Changing the View_Search

12. The user will need to go back Engine.docx
tO their email tO retrieve the COde- To open this link, enter the code we just
The code can then be entered in S e UAGTrIn@gmatl.com. Send
the provided field (1), and then

select Verify (2). They will then be 1 52723917 0

navigated into the needed
document.
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