OneDrive for Business: Share files Externally

If you want to share one of the files (or folders) on your OneDrive for Business with someone external
to the University of Aberdeen (ie someone outwith the University of Aberdeen domain ‘abdn’), the
process is similar to sharing with a member of staff or student.

This guide focuses on sharing a file but sharing a folder is done in much the same way.

& Please remember that when collaborating on files in OneDrive for Business, you
should consider the appropriateness of what you record. Only record what is
relevant and necessary and do not share anything that impacts on the privacy of
individuals. If you are unclear about how and where to appropriately record
information, please contact the Information Governance Team at dpa@abdn.ac.uk.

Share afile

1. Signinto Outlook on the web at outlook.com/abdn.ac.uk

2. Gotothe App launcher (waffle icon, top left) and choose OneDrive

®

3. Hover over file you want to Share, then click the Share icon alongside the filename

4. Inthe Share link dialog, add in the email address of the external colleague, then select the
level of access for the recipient (edit, review, view, can’t download)
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5. When you enter an external email address you will be alerted that it is outside your
organisation.
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7. You can add a message in the box below the email, if you wish and click Send, or select Copy
link to share a link to the document within an email.
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8. Selectthe cogicon nextto Copy link to review the Link settings. L

9. Clickon People you choose.
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10. Under More settings, click on Can view to open the drop-down menu. Choose whether
people with the link can view, review, edit or can’t download the document.

- Ifyou choose Can review, this means people can only leave comments and suggest
changes.

- Ifyou don’t allow editing, by leaving it as Can view, you can also choose to block a
download of the file.

11. Click Apply to return to the Send link dialog. You will see confirmation that the link has been
copied and can now be pasted into an email.
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12. You may see a verification message to say the link has been sent. You will also receive a
message letting you know when your external colleague has successfully used the link.

What should your external colleague
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If they don’t see it, they should check their Spam and Junk mail
folders as the email may arrive there.

2. Theyshould click on Open.

3. What happens next will depend on whether they have already
been added as an external guest in some way to the ‘abdn’ The University of Aberdeen is a charity

registered in Scotland, No SC013683.

domain (for example, to a Teams site), and what device they Tha Oithigh Obar Dheathain na charthannas
. . . claraichte ann an Alba, Air. SC013683.
are using when they click the link.

An external colleague who is not a Guest of the University of Aberdeen
1. They will see a Verify Your Identity prompt.

2. They should enter their email and click Next for a code to be sent to their email address.
Again, they should check Spam and Junk mail folders as code might arrive there.

3. They should enter this code in the Enter Verification Code window and click Verify.
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4. The file will open in Microsoft 365 online and they can either view or edit it depending on the
permissions you set.




An external colleague who is already a Guest of the University of Aberdeen

If your external colleague is already a Guest on the University of Aberdeen Microsoft domain, for
example because they have been invited to a University of Aberdeen SharePoint site or Team, then
they will have different steps to access the file.

When becoming a Guest they will have agreed to Guest terms of use for University of Aberdeen, and
will have set up a method of additional security verification for their account.

1. They will see a Sharing link validation prompt, quoting their email address.

2. Theyshould click Next.

3. They maythen be prompted to enter their password or other authentication method to sign
in.

4. They will then be prompted to verify their identity using the method they chose on first
becoming a Guest, eg entering a code received on mobile.

5. The file will open in Microsoft 365 online and they can either view or edit it depending on the
permissions you set.

To stop sharing

Select the file you shared and click on the 3 vertical dots (show more actions for this item) next to the
share icon.

From the menu that appears choose Manage access.
You can see who you are sharing the file with and choose to:
— Stop sharing to stop anyone having access, or

— Remove any individuals listed who can view or edit.

Further information and help

Guides and Links about OneDrive for Business on Toolkit.

Microsoft Help on sharing files from OneDrive for Business.

Contact the Service Desk for help: myit.abdn.ac.uk.



https://www.abdn.ac.uk/toolkit/systems/onedrive/
https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
https://myit.abdn.ac.uk/

