COLLABORATION IN 365

The process is straight-forward:

1. Grant edit access to the file you wish to collaborate on
2. Inform collaborators (send email or link, notification by email from 365 or teams, or any other way)
3. Start collaborating!

Please note, that if the “Can edit” or “Can review” access was not appropriately set by the Owner/Author of the file,
other people will not be able to collaborate on it or share it with others, only view/download depending on the level
of access set on the file for them. They can only re-share the file and add collaborators to it with Edit access. Review
access will only give them ability to suggest but NOT accept changes. So, the 1st step to take is to Grant access:

| . From the file itself -

Click on "Share" in the upper right-
hand corner and then click on Share.

[ @ CopyLink

& Manage Access 1. In the Share window do one of a) type names of people you want to share with,
the following: with an optional message below
b) change access to "Can edit"
) ) 7 ) g ;
Share "present events X ; i i
e b c) click on "Send
i =t 365Test invited you to edit a file
I ki l ]\ The recipient will see a message
f\x L2 e oy chanse like this  cemmeccmcc e -

o Can review
est ch

B present events
c Can view

€ G Copy link P> Send 4 Can't download This invite wil only work for you and peaple with existing access

If you do not wish to send a message, you can either copy
Share "present events” 2 O d a link, which you can then paste into a chat or anywhere
o b else, or send a link in an outlook mail. The steps for
Y sending a link are the same as above:
a) type names of people you want to share with
b) change access to "Can edit"
c) here, instead of clicking "Send", click on "Copy link" and
5 Canview then paste it into an email/chat/etc. You will see a
3 confirmation of the access level set, at the bottom.
d) you can then close the dialog by clicking on the X

a 2 Ad fame. group, or emai

@ Add a message

Can review

% Can't download

: Before sending a link, you can check =
= B () People in your organizatian with the link can edit]

@ © comyink | & the level of access set if you hover over [(“ . = ‘]

@ Link copied. People in your organization with the link can edit. the "Copy link" button  —-eceeemmeeeeen > | e copytink |

c Additionally, Office 365 can create an Outlook message for you

2 with a link. The steps for sending a link are the same as above:
a) type names of people you want to share with (this is optional)
b) change access to "Can edit"

c) here, instead of clicking "Send", click on the 3 dots (...) and
click on "Send link in Outlook". A new Outlook email will open in
a separate window with a link in the body of the email (and the
5. Canview recipient's address if you typed it in step a))

Share "present evemts.docx”

a = _Addgpame, group, or email
—

# Add a message

o Can review

!
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| © Copy link

@ Link settings
present events.docx

The link works for

If you are sending a link, and you wish to set either an organisation access level (by default

everyone in WCA can "View" any file), click on Link settings (cog icon next to "Copy link"
button"), it is advisable to limit access to just the people you're sharing this file with by

@ People in Western Care Association
Share with people in Western Care Association, organization

account required.

choosing one of these options:

‘/:',) Only people with existing access ©

1

[@ People you choose (@

1® 1) People in Western Care Association
- 2) "People you choose" (this way you can also share the file with selected

people from outside WCA) for this option you can type hames/groups (if they are
> already present in your address book, or email addresses, this is done is step a))

More settings

[ st expiration date (MM/DD/YYVY) J‘\x

Apply

15 Share
| @ Copy Link 2
b) Groups
¢) Links
4

4
¢

Manage Access ," 2a
4 —_—

2 present ts.doc s
| present eventsdocx 4

4
B

Groups « 3 _r'lcs-£]

[ People + 1

& Can edit

Z}

s invited you to edit a file

@ doc
(%) This invite will anly wark for you and people with existing access.
Open Share

< Manage Access

8] present events docx

*

People « 1 Links » 2

1 Owners

TestDayCentre

Link and send/paste it to the target audience

You can also set the access level ("Can edit") as shown in above screenshots or by clicking

P/on the drop-down arrow here.

Additionally you can also set an Expiration date below access level and then click on Copy

Click on "Apply" when finished and then on "Copy Link" button.

2. Additionally, you can also grant access (as well as check if anyone already has it, and
or remove access), by either going to Share > Manage Access inside a file, or by clicking
on the profile bubbles in the Share dialog. In "Manage access" dialog you can set access for:

2a) To add more people click on the person icon here. In
People tab you can change the access level for those you
have already selected in the address field or those that
already have access to this file.

When using option 2a you will then see the following
window -2b, where you can add peoples' names and/or
email addresses. Then you will need to set the appropriate
access level - 2¢, and either check the option "Notify people"
(if you do, you can additionally add a message below the
address field) or just click on "Grant access". If you checked
the Notify option the confirmation pop-up will say (2e)
"Access granted and notified" otherwise just "Access
granted". When you close the pop-up you will have to repeat
the steps if you want to add more people. The added person
will receive this message if you chose the Notify option (2f)

) 2 [owm o) 2R

Grant access

[ 2b)|

l%’B_

Notify people
:]m 2d

o .

Access granted

Access granted and notified

If the file is being shared from Teams, the channel it's being shared
from will automatically be added with 3 default access levels under

SR ---Groups tab: View access for Visitors and Edit access for Members, and
the Owner of this file is (the channel it is located in).

If the file is not in Teams /or it is being shared by a person from their

Owner

TestDayCentre 1 Visitors

TestDayCentre 1 Members

Groups tab you will see the following:

365 online and has not been shared with a group before, below in

T Can view

This file has not been shared with a group yet. Learn more

) Share with a group

7 Can edit

If you would like to share the file with a group, you can add a group by

clicking on "+Share with a group" and typing its name in the address

field (option a)

& Add a name, group. or em
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Stop sharing? x

5 0f this item will still have access

m Cancel

In Links tab you can see if a link to the file has been shared before (the tab will show the count)

Manage Acc & -
B present oo O General
Siop sharng ] 2] 2g) below the link instance you can tell what access has been set and for what category (WCA, People
beople 2 Groups with existing access or People you choose). If the link has been shared with the same Cohort but the
access level is different (eg. one link was given an Edit access, and the other View access, then the
I A A R higher access will apply)

"29 People in Western Care Association with the link can review

2h) you can delete the link instance by clicking on the bin icon (you can also do this from the settings
(cog icon next to the bin icon)

(::l\, | https://westerncareassoc-my sharepoin Copy | 152
—

Pecple in Western Care Association with the link can view

Zh | 2i)if alink to the file has not yet been shared with anyone you will see this message, here by clicking
on "+Create and share a new link" you can set sharing options

A sharing link hasn't been created for this file yet. Create a new link to
start sharing with others. 2|

2j) if you want to remove all access to the file/stop sharin, you can click on the "Stop sharing" link
and will see a prompt informing you that only owners will have access when you confirm you wish to

(#) Create and share a new link

stop sharing by pressing the button Stop sharing” O
;% hitps://westerncareassoc-my.sharepoin. Copy | £ T

2k) if a link was shared with a category "People you choose" then you will also have an option in settings [Peccleym: S s PRV TS TR o e B ran't]
(cog icon) to remove individual(s) from accessing the link by clicking on the X next to their name i

This flink works for  ~ '2k

test365 El

Il. By sharing from anywhere in 365 -

You can share files with anyone in the organisation and beyond by using the Share option. It is available in:

e Home page

e OneDrive

e Teams

e  Word/Excel/PowerPoint

There are 2 ways to share a file.

1. You can share without even opening a file, by right-clicking on it and choosing share (or 3 dots ... (more
options) then Share)
—

Anywhere where you can share a file you can either: (2 open >
a) click on the share icon # and pick from one of the 2 Share > (A Email
options (Email/Copy Link/Teams) 4 addto 5 © CopyLink
or ¥y Favorite B Teams
b) click on the 3 dots *+ then click on Share and then pick ons @ >
from one of the options 2% Hide

4 Download

l_j ] Delete o
& Convert to PDF = N

L —
o= present events a
—

&2 Copy Link

@ Teams
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If you choose "Share" and then "Email"

Share "cv" @ X =4

f:ptlon you will see the window like this -> P ﬂ 365Test invited you to access a fle
i) type the name of the person you want to 2~
share the file with I
test ov
ii) select the access level (Edit / View / View @) tharing a test filg]

but not download / Review (suggest
changes)

iii) type a message (optional), you can also

format it on the m [ [ = copyiink uw I — = ]

iv) here you can see who else has access
v) if you don't want to send an email you

can just copy a link, "cog" icon nextto it is
where you can see the access levels details
vi) press send

vii) you will see a confirmation window like
this

% viii) the person you shared the file with will
Vourve invited 365Test to edit r.ecelve a_ m.essage_ like this, they can open the
ey file by clicking on its name or Open button. If
m they want to share it with someone else, they
9 can click on Share button and will see the

same "Share" window as described here

If you choose "Share", click on "Copy link"
option and you will see a pop-up "Link
copied”

© Link copied %
People in your organization with the link can view & S;.‘tlr‘qs
I
[}
T
¥

K Link settings
present events.doc:

The link works for

@ People in Western Care Association

account required,

(2) Only people with existing access @

‘[ (8

@ People you choose @

More settings

> Can view

Set expiration date (MM/DD/YYYY)

\

Share with people in Western Care Association, arganization @

If you want to change the access level, click
on "Settings" and you can change access
level under "More settings"

You can also set an expiration of access date
below and then click on Apply.

)  https;//teams.microsoft.com/share?href=https://w

I‘ Share to Microsoft Teams e

Share to

[ [l TestDayCentre 1 > General X ] ﬂ

something about this

hitps://westemncareassoc-
my.sharepoint.com/:w:/g/personal/365test_westemcare_com/EbUvtMI8hRRGKWbT74p6
sxB8B_289_-tXFtjsFkBfzRIBxw

erncareassoc-my.sharepoint.com/:.. A%

W(CA Created by: Julie Martin 9/07/2024

If you choose Share and then the Teams option, you can share directly
into a Teams channel

i) if you click inside the field it will show you recent locations in the
drop-down but if you don't see the channel you want to share to, then
start typing the channel name and select it when you get the right one

[ Microao: Teams - Profle 1 - Microsof: Edge - 0 X
| @ tips://teams.microsoft.com,/share Thref = https: estermncareassoc-my sharepoint. com/: AN ii) you can type an optional
& message above the link if you
wish to

iii) click on "Share" button

iv) you will see a confirmation
window like this one, if you
@ want to check how it looks

click on "Go to Teams >" link
at the bottom

Your link has been shared. w

e 5
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Step 2 —is to inform collaborators, you can do it when you are setting access inside the file itself or by choosing any
Share option from any area of 365 where it is available, by using one of the above described methods.

Step 3 — when the chosen collaborators receive an email/link or notification and access the file, they can start
making changes, accepting or rejecting them and adding or removing comments, all this is covered below:

Main options to be checked for successful collaboration:

Tracking

First thing you and other collaborators
will see when opening the file is who is
also currently accessing it right this
moment.

1. Your profile bubble will show in the
top right-hand corner (provided you
are logged in)

2. Your collaborators' profile bubbles
will show next to "Comments" option
and circled in different colours (if they
don't have a picture the bubbles will
only show their initials), and you can
"hover" over it to see the full name
and link to their contact card (2a), by
clicking on the name you will see the
contact card (2b) with all the details

3. If Tracking changes are enabled you
will see a notification about it. It is
strongly advised to enable tracking
changed "For everyone" by clicking on
the drop-down arrow next to
"Tracking changes" button

W(CA Created by: Julie Martin 9/07/2024

lj2f::m'ner\!'

ack Changes v D

le 3
T
e [
[ Track Changes 2%
-
Track Changes Enabled rd
This document has track changes on for Off

everyone. Edits you make will be tracked as

suggestions. For Evl:rynne

©

“ I Just Mine
—
[ Comment

[@ 365Test
nactive

0 [ Comments = A= Catch up

Open contact card

\ @ 365Test 20
\

= Send email ([

Contact

2:41 PM - Same time zone as you

ywesterncare.com

Show more

Email
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Reviewing Mode, Markup and accepting/rejecting changes

e
ATl 5 Reviewing ~ || 2
—
4/ FEditing
Make any changes

Rj Reviewing ‘1
Add comments and suggest changes

4~ Viewing
"~ View the file, but make no changes

@ Open in Deskiop

2

3

Leg Markups view:

|

Simple Markup

Al Mariewp

@ MW arel 2@

| 6 signs you" arere good at your job

2b

workforce comes to dw
day. FeormmanyA lot offemployel

i bel;evemin}gso% of

Click to view suggestions

1ings about people. | bérevethlﬂk

v X

Accept or reject suggestion?

Julie Martin

Replaced believe with think

Turn off Track Changes?

| Editing this document will turn off Track Changes for everyone. Do you want to

A continue?

W(CA Created by: Julie Martin 9/07/2024

Gg—

1. You should ensure you are in the right "Reviewing" mode (1) by clicking
on the blue "Reviewing" button drop-down arrow and choosing
"Reviewing" (to use collaboration mode) OR "Editing" (if you wish to make
any edits without collaborating, note Edit access should have been given for
this to function). You can toggle between them at any time if Edit access was
given to the person working on the file. If “Can review" only access was
given the Editing option will be greyed out and that person will only be able
to suggest changes, but not accept them.

2. "Markup view" button. Mark-up of changes can be displayed in 2 ways:
- Markup in margin (Simple markup)

- Markup on page (All markup)

the difference is shown here:

a) if you are looking at your colleague's changes and "markup in margin" is
selected you will only see their coloured cursor with a tiny bubble & on the
page next to a change, and if you hover over it you will see the name of the
person who is suggesting the change. Note: by toggling the coloured bar
next to the sentence where changes are made you can "reveal" them

b) if you are the one making changes in the file you will see them in text in
the colour assigned to you, if "markup on page" option is selected others
will also see them on the page as they are added

3. Accepting / rejecting changes LIVE

To be able to accept/reject changes you must remember that
Tracking option "For everyone" needs to be set for this to function
properly. When a change is made, you can "hover" over it to see
who made it and click on their name and/or click into the text and
click on "Click to view suggestions"

A pop-up window will display below the changed text showing you
who suggested the change, what it was, when and option to
Accept or Reject suggested change (check-mark/cross)

If you switch between Reviewing and
Editing modes you will be asked to
turn off tracking.
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Comments

il

| B signs you' arere good at your job, according to an Hf executive W

experience

. - ——

(OMNEr—=

" i Mareup -

0 Gustpver  Dlecowgs (6 B8 B (B

Accept Rejact Previous Mo
or Erenpone ¢ A2C8PY Rtect Previous et

Mariop. Tracking

gver 35 years of

Julie Martin - b

B305Tast | think for main tales and
sentences we should remaove |

© ss5rest

1 s read ricer, | will go
through the text and change
these

Bmention of reply

Working with comments

1. Click on "Show comments" button, it will toggle displaying
Comments on the right of the body of the document on/off.

2. Another way to display comments is to turn on/off the
"Comments" pane on the top, this opens the pane where
you can see all the comments in the document instead of
scrolling through the document or opening comments
individually. Here you can filter them by "@mentions me"
(only the ones where you're mentioned), Active or Resolved.

warch for welp. and more (Alt + ] ]

e T

o D Commants

o (3 G Makoup v Brakcages B B B B
. Accept Reject Previsus Nest
Forbvenone -

R ETEED i i

_ 3. If the "Comments" pane is turned off, and Comments
Julie Martin R | M i . .
3 Tk it 365Kt or "Show comments" option is not ON, you s sccording o a8 cutvn it ver 38 o of O new | s2emm _
M | think for main ttes and can still see individual comments and open '
sentences we should remove ) Asmgned v yeu
i 208 them by clicking on the coloured "Comment” @ s Martin - @
© st icon in the text of the document. - . > Task asgond 10 65Tes
It does read nicer, | will go @I65Tast | thik for mae 1ties and
thicusghs the test and change sentences we should remave
these Nty 2, 2024 2 320 P
s © 1
E— [ ——
: et change e
@mention o reph
) hasgred o e Wi
[ s E - &
agiee, emphaszing "are” is good n the
beader
. Juble Marun
\ @lulie Martin wyba evan seword
wcos  Review Vew  Help [ Comments | e Catchup Clarity »
(8] S t Alt+Dy
@ 0 80 0 ) U Do BB B B go, & Oen Suggestion “"*"™ rsation with Michael Doolin, CEO
Mew Previous Mest Delete  Show Fiter Accept Reject Frevious N Lar © PwC, British Airways, and DPD
Comment O comments]| T [MiMatn | Forgens o T - re ind clarity] =] o
Commant: e Tracking
— -
rsi [0 Paste ow+v people. | think 509 of the ©:
MM [ Paste Text Only craeshiey S @ Thank you" at the end of the 1
To add a new comment, you can either a) click on "New Comment" button in f— +acknowledgment can go a long K
. ) A ; ing . Search “previous®
Comments section of the Review tab, or highlight the word / put a cursor 1" .
- ) R ) tal Synanyms for “previous” : regarding their performance.
where you want to insert one and right-click, this opens 2 menus to choose €9 43 raneime . looking for recogrition daiy.
from (both actions are the same}, choose either b) "New Comment" Ctrl+Alt+M % j spending mare time with
- . . - i, [ setProofing Language , which, at its extreme, can
from the pop-up menu, or click on c) new comment icon in the line menu. " |
= =M Paragraph Options
) . ) ER e done more regularly than once
In the Comments section of the Review tab you can also navigate between lp— ;

Previous/Next comments and delete the selected ones.

Actions for tasks and comments

(1 Mg 1o you

. Juilie Martin

w" Ranabe task

Actions for tasks are:

a) Like

b} in More options (3 dots ...)
* Link to comment
* Resolve task
* Delete task

(6] Delete 1k
e
through the text and change
these

o

Dmention or reply

W(CA Created by: Julie Martin 9/07/2024

]

(28 Mew Comment

JJ and your boss. There's a great
Crrle Alt+ M

be no surprises. To ensure that, (o)

—==hot

Segoell v 1.vw B T

i Delete thead

o = s Mlicrrmnd

U Av Fv D

e

Actions for Comments are:
a) Like
b) in More options (3 dots ...)
* Link to comment
* Edit comment
* Resolve thread
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Notifications

When someone assigns a task to you in a document, you will

N > Reod f Unead D~ [ - Notifications 2, = @ x receive a notification b\[ email (1) and in your notification pane (2)
cesteps |« O Read/Unead O B o 2. & | - =
roure all caughtupt (OI"I|V if your notification options are turned on in Outlook settings

Julie Martin assigned you a task in "present events”

under General/Notifications - (3))

Julie Martin D) & -, 3 > B - |
. r"""s[ Man 08/07/2024 17 m H 1
@ . [ In the email you have 2 options to choose from:

") oresent sventsdoc o a) click on "Add a comment" into the message and click Insert (you
o o 6] present events docx ,] will see a message "The action completed successfully” at the bottom)
< e b) click on "Go to comment" and the file will open in the exact

Julie Martin assigned you a task Last week
[ e e385Tant e e e | 1 location of the comment

' @) precent eventsdocx 6 dayt ago
+ Julie created a new task

36 years at companies such 35 Pt Settings Langusge and time Notifications
fren Yo £ 1 v h settin: Appearance
wgs often don't gat the recognition o feadback they Search settings
" | |
3t sians employess can lock for that suggest Ig General I — o r\T.-.r?..—« o @ ~
= B
conversation with Michael = A y
-resources director at PwC. e S Mobie
63 People Hatify me about
& Poopl Drstnbution groups
Choose when and how you want 1o be natifed.
b Siovage
L Privacy and data = !4...:” . o @) v
Search S
‘ g Cilend of @ v
Insert r Documents o @ v
B Microsaft Privacy Statement

() The action completed successfully. X

Versions of the document

s © Catch up and Version History

1
@ [ Comments

If you would like to see all the recent

Gdivities for you \ fﬂ Markup view v v . .
5 changes, tasks and actions you can click on
@ st oot 2 "Catch up" button (1) and it will display all
+ [ Julie Martin assigned 2 task to you the latest activities (for you) (2)and you can
Yesterday at 5:21 PM . .
' _ also see "Version History" (3) where you
. Julie Martin assigned a task to you . A
\ uly 2 3t 320 PM ) can perform some actions with the
Changes in document document such as reverting to a previous
[ Open Version History to view previous edits. ] ~3 VerSion’ downloading a copy Of 4 partI'CUIar

S

version, saving a copy or restoring the file
to a particular point/state

W(CA Created by: Julie Martin 9/07/2024 Page 8 of 10



Bl presentevents @ ar 3 help, and more (Alt + Q & Q

) 4
Yesterday, 5:59 PM[ Save a Copy ]I Restore J - Version History

> 7 minutes ago
Current Version

€< Back to document

o Julie Martin

6 signs you arere good at your job, ding toan HR ive with over 35 years of

Vv Yesterday, 5:59 PM

experience

Microsoft Word

Yesterday, 5:59 PM

Do you want to download a copy of this file and work offline?

Yesterday, 551 °M
W Julie Martin modified
W 365Test modified

Ensure you have the "Show edits" option on (1) to see the edits. Unfor}tunately, you cannot see the content of the changes, only
the timestamps, but you can track these inside the document by looking at the comments and actions in it and then match them
to the list in Version History. Here from the list you can download a copy (2) from the version you need to work on it offline by
clicking on the ... (3 dots) next to the date/time stamp and choosing "Download" and then clicking on the "Download a copy"
button, use "Save a copy" button (3) to save another copy online, or use "Restore" button (4) to revert to the version from the
date/time you need. Finally, you can go back to the document (5) by clicking on the "Back to document" arrow.

. x
Create a Copy Online
Create A Copy
This file has already been autosaved on dioud. Creating a copy w
- . 8 Mew folder = ~ x
Juplicate £ My fies
File Name Sa =
I present events - :OD'," Ao '.] E
G e
Choose Location Quuick accmes
Dj 365 _3 b “ B vestDaycentre 1
= TestDayCentre 1 .
. TestServicelserTeam 1.,
3
i
365
TestDayCentre 1
Pr) folder " More place: 3e
) 365Test's OneDrive - Western Care Associatic m -

) Documents
LY 365Test's OneDrive - Weste

If you choose to "Save a copy" (option 3), you can change the file

:’j Attachments

LS 365Tsts Onebrve - Western Care scinion | name/name of copy (3a), choose a default location (3b) and create
[Voresave locations ] -3d a copy (3c), or choose a different location (3d), such as OneDrive
Qs v (My files) or a Teams channel and/or create a new folder in one of

those locations, before clicking on "Save here" (3e)

Create a Copy Cancel
e ]

Restore in progress... If you choose to "Restore" the file to a
particular version/time/date (option 4), you
will see this pop-up (4a), unless there are other
collaborators in process of editing - then you
will see this message (4b) and will not be able
to restore the file unless everyone else has
closed the document (remember to check for
4b profile bubbles on the top). Once all have
closed the document and you are able to
restore it, it will open to the version you chose.

4a Other people are editing

g S
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Excel and Powerpoint in 365 do not have a Review option/mode so collaborators can only add/remove comments

in them.

Expenses Claim Form1 W £3

File Home insert Share  Page Layout Formwlas Deta - Wow  Automate Help  Draw

1 @ |';‘ Comments | == Cochup o Editing v

rvq O 8 Previcus Camment I'F" 8 ARE = O - Iﬂ: [_J
Hew Show O Hext Comment Show  Version || Speliing Accessibility Performance Warkbook Manage Motes
Comment Comments| (@ Dainte Commant Changes History Swatistics | Profection -
= & - % | tforoficew 5 p
. 8 @ D E H | Comments ‘1@ X

1 GETTING STARTED PRO MME PHASE 2 - EXPENSE CLAIM FORM

3 MName: ocation: J Mew 3 items
4 (Block capitals please) k capitals please)

. () Auaigrd e 365Ten

| Date Project/Meeting Detailfgfl Expenditure [ Amount € fi:de i —— ED) 365Test

7 LD'J = o Pemhetah ] Blulic Martin o we need this?

. Location B = Bl Delote tumk a Julie Martin

This workbook Q65EH.
5 v 5a 40
10 S ———
' Julie Martin 46 min &g

1
= £F Edited Sheetl B a Julie Martin Az

‘_ o drop the currency

13 H

15

16 o 365Test 1

17 make this bodd

. TOTAL CLAIM [ r | N e—— L4

1. You can see your and other collaborators' profile bubbles showing when someone else is currently working on the file

2. You can toggle "Comments” pane on/off, check "Catch up" to see latest activities and version history, switch between Editing

and Viewing (there is NO Reviewing mode in Excel), and "Share" file with others provided you have been given "Can edit"

access, if you are not the owner
3. In "Review" tab you can see the other collaboration options

4. By clicking on "Show Comments" here on on the top right-hand (2) you can open the Comments pane and here you can:

4a filter comments
4b click on ...

5. "Show changes" will open a Changes pane where you can see the changes made (5a)

(3 dots) for mare options and choose to: Link to comment/Resolve task/Delete task

6. Go to Version History, where you can Download a copy, Save a copy or Restore file to a particular version
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1. You can see your and other collaborators' profile bubbles showing when someone else is currently working on the file
2. You can toggle "Comments" pane an/off, check "Catch up" to see latest activities and version history, switch between Editing and
Viewing (there is NO Reviewing mode in Powerpoint), and "Share" file with others provided you have been given "Can edit” access, if
you are not the owner
3. In "Review" tab you can see the other collaboration options
4, By clicking on "Show Comments" you can open the Comments pane and here you can:

4a click on ... {3 dots) for more options and - Link to comment/Edit comment/Resolve thread/Delete thread
5. "Show changes" displays little icons next to the slides where changes/coments were made (5a), it also shows blue dots on the left of
the tile with a change, but clicking on it or the slide tile you will be able to see the change with a colour box around it, and the
collaborator's bubble in right upper corner (the colour corresponds to the collaborator's assigned colour)

To get to the Version History, where you can Download a copy, Save a copy or Restore file to a particular version click on "Catch up"
button (toolbar shown in # 2)
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