
CREATING A LINK TO SHARE YOUR VIDEO AND PICTURES: 
INTERNAL RECEPIENTS ONLY (SFISD STAFF / STUDENTS):   
Once you save a file to your OneDrive, you can either share a OneDrive link or attach it to an email and 
send it directly to my email Jodi.montemayor@sfisd.org.  If the file is too big, chose upload and share as 
a OneDrive link.  Screenshots of saving and sending a file are below: 

To save a file to OneDrive  

Saving your files to the cloud lets you access them from anywhere and makes it easy to share them with 
Staff. To save documents online with OneDrive, sign in to Office. 

Your files are saved online at OneDrive.com and also to your OneDrive folder on your computer. Storing 
files in your OneDrive folder allows you to work offline, in addition to online, and your changes are 
synchronized when you reconnect to the Internet. To learn more about OneDrive, see OneDrive.com 

1. With a document open in an Office program, 
click File > Save As > OneDrive. 

2. If you haven’t signed in, do that now by clicking Sign 
In.  Or if you haven’t signed up for a Microsoft 
account, click Sign up. 

3. After you sign up or sign in, save your document to 
OneDrive. 

 

 

Attach file to an email: 

   

mailto:Jodi.montemayor@sfisd.org
https://support.office.com/en-us/article/sign-in-to-office-b9582171-fd1f-4284-9846-bdd72bb28426
https://go.microsoft.com/fwlink/p/?LinkID=251869


 

 

Generating a link to shared files 

1. Find the file in one 
drive and click on the 
“share with others” 

 

 

 

 

 

2. Click on People in Santa Fe ISD with the Link 
and Apply 

3. Click on Copy Link or you can add names or 
email address for SFISD staff/students 

 

 

 

 

 



4. Click on Copy - You can now 
paste the link where you will 
— to a blog, web page, or 
email message. 
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