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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).  

 

 

For guidance on “Sensitivity labels” please refer to "How to apply sensitivity labels" guide on the training website. 

 

https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-apply-sensitivity-labels.pdf
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