FBISD

Sharing and Managing Shared Documents in OneDrive

Procedures Screenshots

Share from within Microsoft Applications.

1. You can share a document
with others from within
Microsoft Word, Excel, or
PowerPoint. Click File, I

Share. = ~ Format Painter
Clipboard T

2. In the Share menu, select
Share with People. Share

Saving to OneDrive
Desktop

Share

...\.,. Share with People >

= Email
E@Fa Present Online
Post to Blog
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3. If the file has not previously
been saved to the Cloud, you
will be presented with the
Save to Cloud button. Click
Save to Cloud.

If the file has been previously
saved to the Cloud, you will be
presented with the Share with
People button. Click Share with
People.

Share with People

ian

you've finished saving.

Save to
Cloud

e with People

Send invitations and get sharing links.

o
&
Share with
People

4. If in Step 3 you chose Save
to Cloud, you will need to
click in the File Name field
and name the document.
Click Save.

» dned_sleander (enbendas com b Decuments » = |4y [ cear
Organize = New folder

L

= Hiide Foldery " i) |

5. In the Share window, click
the address book to select
people with whom you’re
sharing the document. In the
Invite people field, you can
also type in their FBISD
email address.

6. Click the drop down to
choose Can Edit or Can
View.

Include a message if you
choose.

Click Share.

Share v X

Invite people

Canedit -

Include a message [optional)

Share

Autornatically share changes: | Always =

Alexander, Davida
Editing

Alexander, Davida
Owner
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7. The regested action is

performed.

Sending emails and sharing with the people you invited...

Your Share window now lists
those with whom you shared
the document and the level of
access.

Click the “X” in the top right
corner of the Share window
to exit.

Share v X

Invite people

Canedit ~

Include a message (optional)

Share

Automatically share changes: | Always ~

Alexander, Davida
Editing

Alexander, Davida

Ownel
Boyd, Kimberly
Can edit

Share from OneDrive from the Office 365 Portal

1. Open your Office 365

OneDrive: In Internet
Explorer, go to office.com.
Type in your network login
credentials.

Click Sign In.

] Office 365

Wark or school account

davida.alexander@fortbendisd.com X

Password

[IKeep me signed in

Can't access your account?

2. Click OneDrive.

Collaborate with Office Online
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3.

Click the document or
folder you wish to share to
highlight.

Next, either right click and
select Share or from the
menu bar, select Share.

=T SUTTITET PO FVY_SW NEEas.a0Cx

.
Test document.docx
Open in Word Onling
Open In Word
Get a fink
|
Download

[ Delete

Version History E
Open v
Details

1

4.

In the Invite people field,
type in the FBISD email
address of those with whom
you wish to share the
document or folder.

Click the down arrow to
choose the level of access
(Can edit or Can view).

Include a message if you
wish.

Click Share.

Share 'Test document
8 Only shared with you

Invite people Enter a name or email address

Can edit j

Get a link
Include a personal message with this invitation (Optional).
Shared with

Send an email invitation

-

Stop sharing a document or folder.

1.

1.

When you no longer wish to
share a document or folder
with someone, you can stop
sharing.

Open your Office 365
OneDrive: In Internet
Explorer, go to
portal.office.com. Type in
your network login
credentials.

Click Sign In.

] Office 365

Work or school account

davida.alexander@fortbendisd.com X

Password

O Keep me signed in

Can't access your account?
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2. Click OneDrive.

Collaborate with Office Online

3. Click the document or
folder you wish to stop
sharing to highlight.

3. Next, either right click and
select Share or from the
menu bar, select Share.

W= SUMTITET PO HVW_oWW Meeas. a0y

° Test document.docx

Open in Word Cnling
Open In Word
Get a link
Download
[ Delete
' Move ta
! Copyto
| Rename

Version History

Details

4. Click Shared with. A list
appears along with level of
access.

Share 'Test document

&% Shared with Boyd, Kim... and Hill, Cor..

Invite people Alexander, Davida
J SPECIALIST DIGITAL LEARNING II
Get a link X Owner
Hill, Corlette
\ Coordinator
Can Edit v
. Boyd, Kimberly
Specialist Educaticnal Technology
Can Edit v

STOP SHARING  EMAIL EVERYONE ~ ADVANCED

5. Click Stop Sharing to stop
sharing with everyone. To
stop sharing with specific
people, click the down arrow
next to Can edit or Can view
and select Stop Sharing.

T &M £t

. Boyd, Kimberly
Specialist Educational Technology
Can Edit «

Change to view only

STOP SHARING  EN
Stop Sharing
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