HOW TO SHARE A FILE

B® Microsoft ST?B 1:

Sign in

SHAEIER ook Sign into your account, and

szymon@office365atwork.com bnce Signed ih CliCk on the
‘Create or Upload” button on
he left side of the screen.

STEP 2:
Choose the file you want to
upload from the pop-up
menu.
STEP 3:
v foees ll Once uploaded, your file will

& M- Groovy HTML

v Recont M appear under “Recents”.
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STEP 4: k==
Click on the ”S&are” button
where you can gtart typing e
the name of the person you
want to share the file with.
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& v 7 Can edit STEP 5:

o Can review You can set restrictions on
ermissions o i .
how they can interact with the

Py Can view . . o
shared file, like allowing them
L BEREEEE  to edit or download it.
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