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Saving Documents to OneDrive

Procedures Screenshots

NOTE: You must have already logged into and synched your OneDrive for Business account.

1. When it’s time to save a
document in Microsoft
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other application, select File, ; O Copy
aste
then Save AS - ¥ Format Painter
Clipboard L
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4. The next screen is the Save
as screen. Click a folder
name in the Name window to
save inside a folder, or if the
document will not be saved
inside a folder simply click in
the File name: field, type a
name for your document,
then click Save.
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