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Title:  How to Share OneDrive Documents
Target Audience:  DoALL Employees
Symptoms
Employee is needs to share an OneDrive document to allow another employee to collaborate.
Solution Overview
A DoALL employee assigned an office 365 license should be able to share OneDrive documents. 
Detailed Solution
Sharing OneDrive Documents With DoALL Employees.
An employee needing to share a document must have an office 365 license to follow these steps. There are other ways to share a document using OneDrive but this may be better and more secure. 


1. If not already logged in, please login to: https://portal.office.com/Home  Please use your network pwd (ie sales portal, phocas, web mail, office windows login)
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2. Once logged in please select One Drive icon [image: image3.png]


 to see your documents:
3. Check radio button for file you would like to share and select Get a link from top options.
4. Select Edit link – DoALL Company account required then click on Create.
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5. Hit the Copy button and paste the link to your outlook message. 
6. The recipient will need to login after clicking on the shared link – same as step 1..
Notes:
Multiple users can work on document at same time. You will see document version history and user history in the OneDrive document options.
Please call the helpdesk with any questions at 800-923-6255 ext 13000.
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