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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: 

I . From the file itself (Word/Excel/PowerPoint) -  
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II. By sharing from anywhere in 365 - 

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

• OneDrive 

• Teams 

• Word/Excel/PowerPoint 

• other Apps 

 

Step 2 – is to share the file, you can share without even opening a file, by right-clicking on it and choosing Share (or 

3 dots … (more options) then Share) 
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Note: Sensitivity labels cannot be set during sharing, only from within the document (for more information 

on that “How to” guide can be accessed on the training website - "How to apply sensitivity labels") 

 

In other Apps, you can access the “Share” dialog through 3 dots (…) more options, the rest of the above guidance 

also applies. 

 

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: 

  

https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-apply-sensitivity-labels.pdf
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Main options to be checked for successful collaboration: 

Tracking 
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Reviewing Mode, Markup and accepting/rejecting changes 

 

 

 
 

  



 
WCA Created by: Julie Martin 24/07/2026 Page 7 of 10 

 

Comments 

  

 

 

 

Actions for tasks and comments 
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Notifications 

 

 

Versions of the document 
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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.  

 

 


