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Opening a Document that has Been Shared with You

If someone has shared a document through OneDrive with you there are two ways to
access that document. Both options are listed below.

1. Opening through email
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Lindsay Burke <Lindsay Burke@stjohns k12 flus>
Lindsay Burke has shared "How to Share with OneDrive'

Kate Houston

Cc  Bllindsay Burke

Here's the document that Lindsay Burke shared with you.

Open How to Share with OneDrive.docx

Follow this document to get updates in yo

Select Hyperlink
Open Hyperlink
Copy Hyperlink

Who Is...

Lindsay Burke has shared 'How to Share with OneDrive' - Message (HTML)
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When you receive an email that a
document has been shared with
you either

1. Click on the open
OR

Right Click the link, click
Copy Hyperlink and paste

the link in Internet Explorer
If you are prompted to login

use your
et@stjohns.k12.fl.us and
your windows password.
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Opening through Outlook Web App (OWA)

1. Locate and open the Outlook Web
App located on your desktop.
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Office 365 Mail

2. You will automatically be taken to your Outlook mailbox.

3. Click on the square dots in the top left corner.
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4. Click OneDrive to be taken to your cloud storage.
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4. Click the “Shared with Me” link.

5. The document that has been shared with you will be located
there.




