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Outside Recipient Receives the Request 

 

1. The recipient will receive an email stating that you are requesting files.  
 

2. The recipient will then click on the link labeled “Upload Files”.  
 

3. They will be brought to a page where they will click on “Select Files” they will then choose the 
file(s) that they want to upload and click the “Open” button. They may have two boxes where 
they have to enter their “First Name” and “Last Name”. If the user is already signed into a One 
Drive account, the name will automatically populate. Then select the “Upload” button. 
 

4. The requestor will then receive an email that the “Files Were Uploaded”.  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 


