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Co-authoring Files and Documents
[bookmark: _heading=h.n23lim92ai9a]Co-authoring in Word Online
· Open Word from the App Launcher
· Open ‘Guide to Office Online.docx’ 
· Click the Share button in the top right-hand corner
· Click Share again
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· Type the names of the people to share the document with
· Set the access level to Can edit
· Click Apply
· Click Send
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The invitees will receive an Outlook email with a link to the document. When they open the document, we can see their profile photo at the top of the document and we can also see where they are clicked in the document.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros.

quis urna. Nunc viverra imperdiet enf. Fusce est.

Vivamus a tellus. Pellentesque gmbitant morbi tristique senectus et netus et malesuada fames ac turpis
‘egestas. Proin pharetra nonumifly pede. Mauris et orci. Aenean nec lorem.
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