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Sharing a Document

1.0pen any Microsoft 365 application.

2.File must be on OneDrive. I p—

3.Make sure that AutoSave is enable. ™. .. et rae o

4.Click on Share in the top right corner

5.Choose to Share, then enter the reC|p|ents you W|sh to
share your file with. e

6.Add your message then send.
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Note:
e If you just need the link to paste it®*”
into your email than just click on
copy link
e Click on the pencilicon to change
who can edit, view and download., /




