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Task 2 – Poster: How to share a file on OneDrive: 

1. Open word and create new document 

2. Type your text 

3. Click ‘File, Save As’ 

4. Name your document and save it to your browser 

5. Click ‘Share’ on top right corner of the word document 

6. Name document on word 

7. Insert email address that you want to share document/s with

8. Click send 
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