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HOW TO SHARE FILES 
There are several ways and locations you can share files from in Office 365: 

1. OneDrive 

2. Teams 

3. Apps  

Please note, “Can view” access is set by Default for everyone in WCA (anyone can view any file). 

1. OneDrive  

 

 

 

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") 

 

2. Teams  

Exact same process (as above) applies to sharing a file in Teams 

https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-apply-sensitivity-labels.pdf
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3. Apps (from the file itself (Word/Excel/PowerPoint)) 
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Microsoft References: 

Share files and folders in Microsoft OneDrive - https://support.microsoft.com/en-US/onedrive/share-files-and-folders-in-

microsoft-onedrive 

Sharing files, folders, and list items - https://support.microsoft.com/en-US/sharepoint/sync/sharing-files-folders-and-list-

items  

https://support.microsoft.com/en-US/onedrive/share-files-and-folders-in-microsoft-onedrive
https://support.microsoft.com/en-US/onedrive/share-files-and-folders-in-microsoft-onedrive
https://support.microsoft.com/en-US/sharepoint/sync/sharing-files-folders-and-list-items
https://support.microsoft.com/en-US/sharepoint/sync/sharing-files-folders-and-list-items

