HOW TO CREATE FILES AND FOLDERS IN TEAMS

You can create files in Office 365 in different ways and move them to Teams but there is only one way to create
folders in Teams. In the same way you create folders in Teams you can also create new files of formats that are
available in the drop-down selection.
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If you chose to create a new document it will be opened automatically (if not, you can click on its name to open it).
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For guidance on “Sensitivity labels” please refer to "How to apply sensitivity labels" guide on the training website.
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https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-apply-sensitivity-labels.pdf

@ my document ‘@

e

£ Autosaved coiline 1o 185

Insert  Layout  Resferen

(w

| 1
Maw ]

5 Open ¥

[ Share »
0 Create a Copy

+ Export *
B Font

[0 Rename
E‘a Move File
&) Version History

[N 3

e) for OneDrive double click on
"My files" and then choose the
location where you want to save
the file

f) alternatively, choose another
Teams channel and folder

g) you can also create a new
folder by clicking on "+New
folder" in either OneDrive
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h} click on "Save Here" to save a
copy, you can rename it in step
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If you want to save the file to OneDrive:

a) click on "File"

b) click on "Create a copy", then on "Create a copy online'

c) click on the drop-down arrow under "Choose Location"
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