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HOW TO SEND A LINK TO A FILE TO  
AN EXTERNAL EMAIL ADDRESS 
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The recipient will receive the link and when they click on it they will be need to: 

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

       

 

        
 

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: 

 

 

 

 


