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Sharing With OneDrive

Share and store documents on OneDrive cloud storage.

1. Double click the Outlook
Web App icon on your
desktop to open Office 365
Online.
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2. You will automatically be taken to your Outloo ilbox.
3. Click OneDrive to be taken to your cloud storage.
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4. Click upload to add a document to your OneDrive.
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Version Comments the file _you
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to upload
and click
/— OK.
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Sharing With OneDrive

Share and store documents on OneDrive cloud storage.

OneDrive @ St. Johns County School District

Documents

Welcome to your CneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Le;
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7. Click Share.

6. Once the document has
been uploaded, click the three
dotsicon to share.

9. Decideif you want
the individuals to
edit or view the

Share "Pearson document you're
8 Cnly shared with you Shanng.

Invite people i 5

PEop Enter names, email addresses, or 'Everyone’. Can edit |E|
Shared with
i
Include a personal message with this invitation (Optional).
SHOW OPTIOMS
Share Cancel

8. Type in the names of the individuals within the | = ~ TO_ oo
school district you’d like to share the document

with OR type in the email address of an individual
outside the school district you’d like to share with.

10. Click share.




Sharing With OneDrive

Share and store documents on OneDrive cloud storage.
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To Kate Houston
11. The person you shared your
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file with will get an email

Here's the document that Lindsay Burke sharad with you. notification similar to this one.

Open How to Share with OneDrive.docx
Follow this document to get updates in your newsfeed. \
~12. Click the link to open!

If you have any further questions please visit
http://webhelpdesk.stjohns.k12.fl.us or call 904-547-HELP (4357).
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