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In Teams:

a) select the document you wish to
send and either right-click on it or >
b) click on the three dots "..."

c) select "Share

You will see the below pop-up
window:

Share "test document.docx”

d

d) click on the cog/gear icon

e) In Office 365 views or OneDrive,
click on the "Share" icon next to the
file you wish to share/send and
choose "Share"

f) Alternatively, click on the 3 dots (...)

next to the file name and choose
Share and then click on Share
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Share "test document.docx” : 9
| ]

: | Type (or select from contacts drop-down when you
J start typing) the external email address you wish to
send the link to. If you typed it make sure you click
on the completed address in grey below so that it's
added properly. You will see a pop-up asking you to
Gl > se confirm sharing, press "Continue" button to proceed
(you should also see a message "*** is outside your
organization" below the address field)

@gmail.com

G2 Copy link

Share outside of your organization? x

er@gmail.com is outside of your organization,

'ﬁ ﬂ Cancel

. Link settings e In the pop-up "Link settings" window:

a) select the option "People you choose"
The link works for

People in Westem Care Association @ @) b) click on the drop-down arrow next to More
. . settings
'@' Only people with existing access a @]
-3 .
beople you choose ¢) choose the access type you want this person
Share vihspecfic popl you chocs e of autid o ® to have to the file you're sharing (by default it
western Lare Association, us ||:_I their name, U'\:..|: oF emal
y is set to "Can view")

More settings

b d) click on "Apply"

B Can view

Set expiration date (MM,/DD/YYYY) \I i
E Set expiration date (MM/DD/Y ¥) X P Can edit

¥ Make any changes

(3]

= Can review
Apply =~ Can only suggest changes

(=B

= Can view
Can't make changes

Can't download
ES

Can view, but nat download
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a) click on the 3 dots beside ? next to the name of the
file and select "Send link in Outlook" and it will create
a new mail message in outlook with the link in it

O

{

Message Insert Format text Draw Options
—

b . Segoe U 12 B T J
~ | @ Copy link | & | m.

@ Link copied. Anyane with the link can edit. To ongarpinges@gmail.com <ongarpinges@gmail.com>

Ce

ALTERNATIVELY (this action is the same as "a)") -

b) click on "Copy link"below you will see confirmation
that link was copied and the type of access you
granted to the file to this person (you can also see it
by hovering over the "Copy link" button)

i test document.docx

¢) click on X (Close) to close the window, create a new
mail message in Outlook and paste the link into it

The recipient will receive the link and when they click on it they will be need to:

a) getacode b) copy the code from received email c) enter the code and click on “Verify”

79528329 is your Microsoft SharePoint verification code. © e«

B Microsoft B2 Microsoft

Microsoft Notifications «nx-resly@nctilymicros o
. SharePaint Enter Verification Code
Request Verification Code
Helio, You've received a secure link to:
You've received a secure link to: Far security pUiposss, you must enter the code heliw 10 werily your sccoint b arcess
testZeocx. The coce will only work for 15 minuses and if you request @ new code, this test2.docx
code will stop working
test2.docx
Account verification coce To open this link, enter the code we just
79525;329 . emailed to @gmail.com. Send
To verify your identity, we'll send a code to you again
at {@gmail.com.

Having preblems with the code?

View the error and m;
an updated email or b
Send Code
By clicking Send Code you allow Western Care L . Verify
Asseciation to use your email address in accordance ® 2520 Macoot v Cocies
with their privacy statement. Western Care Association
has net provided links to their terms for you to review.

miil identifier £ VYWD, IF S not, Inok far Enter code ©
w code,

Keep me signed in

Please be aware that any changes made to the shared document can also be viewed by external viewer(s).

There is a 60-day limit to access the document/link, and once the limit is up the link will be broken or you can
manually remove access for external users from it.
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If you wish to remove or change access to the file do the following:

In Teams locate the file you want to remove
access from

B Editin grid view Open

. General Posts Filesv Whiteboard by Frame...

Documents > General

a) right-click and or click on the 3 dots (...) <

b) click on "Manage access"

Manage Access 2]

B test document.docx

People Groups » 3

Links « 2 Q o

https;//westerncareassoc.sharepoint.co... | Copy £ T[]

Anyone with the link can edit

|
https://westerncareassoc.sharepoint.co...

People you specify can edit

This fink works for

QA .

@gmail.com

Share
0 General

& Add a name, group, or email

9
<

@& Add a message

O

d) In Office 365 views or OneDrive, to remove access
click on the "Share" icon next to the file you wish to
remove access from and choose "Share" (just like in #
1 step (e and f pictures), then click on the "bubbles"

e) In "Manage Access" window click on Links, and then
either click on the Trash bin icon or the cross (X) next
to the person's name/address you wish to remove
access from, then confirm by pressing the "Remove"
button
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Want to remove

@gmail.com’s access?

m Concel

2 Share & Copy link
Open
Preview
Name Share <
My folder Copy link 5

Make this a tab

Manage access

‘ Delete
.
.

.

.

Recordings = B

test

test 2
Favorite

test document.docx = G Add shortcut >

c) remove the external recipient(s) by clicking on the X

or click on the bin icon to remove the link altogether

Delete link?

The fink will not work for anyone anymore

el
®

“ Manage Access
[ O General

© Stop sharing

&

@ [hhps:;‘;‘westerncareassoc—my.sharepom... Copy | 5%

People you specify can review &

People « 1 Groups Links « 1

This link works for -~

P

@gmail.com
EXTERMAL USER

Q

Want to remove %
@gmail.com's access?

Remove Cancel
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