
Microsoft – Share a File 
With Editing Rights  

 
Save your file to OneDrive 

• Click on the File Tab 
• Save a copy 

• Give it a name                

Click on Share in the top right 
corner by your name 

 
Click on  
 
“People you specify can view to 

see more choices”  

 
 
 
Now choose  
 

Specific people 
 

and… 
 

Check the box to Allow Editing 
 

Then…    
 

Apply 

 
 
 
Search for your teacher’s name 
 
 
 
Click on Send 

 
 


