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@ OneDrive

for Business

1. Open your web browser and
go to: www.office.com

2. Login with your
PeaceHealth credentials
3X3@peacehealth.org

3. Click on the OneDrive Icon

1. Open File Explorer (like
accessing your M: drive)

2. Click on OneDrive -
PeaceHealth on the left.
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1. Inyour Office app
(Word, Excel, etc.)
click File > Open.

2. Select OneDrive —
PeaceHealth:

Open
(1) Recent

asd Shared with Me

(‘l' OneDrive - PeaceHealth

3. Ontheright you
select what file you
want to open.

Download the
OneDrive mobile app
Open the app and log
in using your
3x3@peacehealth.org
account.
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1. Once logged into
OneDrive on the web,
click the Upload button.

7 Upload ~ 2'

Select File or Folder.
Browse to the item you
want to upload and click
Open.

4. There will be a message
in the upper right stating
when it is finished
uploading.

5. You also have the option
to drag and drop.

PeaceHealth on the left.

files into this sync folder.

In File Explorer drag and drop
file to OneDrive -

You can also copy and paste
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In your Office app
(Word, Excel, etc.) click
File > Save or Save As
Select OneDrive —
PeaceHealth

Save As
@ Recent

6 OneDrive - PeaceHealth

Select where in your
OneDrive you want to
save, name the file and
click Save.

1.

In the OneDrive app
click the Upload icon
and select the file:
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1. Once logged into
OneDrive on the web
select a file and click the

=
Share button. = M=

2. Click the “Only the
people you specify...”
dropdown.

3. You will see 4 options:

ks x
'Who would you like this link to work for? Learn more

Anyane

=
'\/' People in PeaceHealth

oy -
\Ag) People with existing access
Specific people v

Other settings

Allow editing

Cancel

Apply

4. Select the option you
want, click Allow editing
unless you want the
person to have view only
access and click Apply.

5. Enter the person’s name
or email address.

6. Click Send.

1. InFile Explorer click on
OneDrive — PeaceHealth
on the left.

2. Right-click the file or folder
and select Share:
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The same box will pop up
that you see on the web.
Refer to those steps in the
web column of this table
for details.

1. Inyour Office app
(Word, Excel, etc.) click
Share in the upper right
corner. You will see:

Share

Invite people

EE|

Note: This is about to change
with upcoming Office updates
and will be the same pop-up as
the web version. Until then:

2.

Enter the person’s name
or email address in the
Invite people field.
Select if you want them
to be able to edit.

Click Share.

Note: This will vary from

Android to Apple and from

phone to tablet.

1. Open afileinthe
OneDrive app.

2. Click the Share icon:

3. Click Invite people:

Share
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4. Enter the person’s email

address.

5. Select if you want them
to be able to edit.

6. Click the Send button.
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