How to Share Documents with Non
SJOG Users

Documents can be shared with Non SJOG Users and they do not need to have an MS365 account.

The document being shared must reside in your OneDrive or Teams Files and must be a Word, Excel
or PowerPoint document.

Sender Configuration
1. Open the file you want to share from OneDrive or Teams Files
2. Select the Share button
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3. Inthe Share Link window click on the Briefcase icon to open the Link Settings.
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5. You can then decide which Other settings to configure.

a. Allow editing
b. Openin review mode only
c. Block Download.

6. Click Apply

Link settings
test file 4-4.docx

Who would you like this link to work for? Learn more &l
o
People in Saint John o.. God Services with the link

@) People with existing access

Specific people/

Other settings

Allow editing 4=

£ Open in review mode only

e

Ol

0]

N ... Ty

7. Back in the Send link window add recipients in People you specify can edit. E.G
YourGuest@gmail.com. Note once selected that you will be notified that
“YourGuest@gmail.com is outside of your organisation”

8. Select Send.
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This will send a link to this document to the user you have permitted to access this document
allowing them to edit it in collaboration with you and other permitted users.

Should you want to send them a copy of the document select the Send a copy button.
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Guest/External User side

The guest will receive an email in the Email client e.g. Gmail.
Please note this email may initially end up in the Junk folder and should be moved to Inbox.

1. Select the Open button in the Shared email.
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Tony Kinsella shared a file with you
Here's the document that Tony Kinsella shared with you.
m testfiled-4
This link only works for the direct recipients of this message

—

B2 Microsoft [

Privacy Statement

2. [If this is the first time they are receiving an email from SJOG MS365 they will be prompted to
Send Code.
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£ 2017 Microsaft  Privacy & Cookies

3. They will then be asked to Enter code, which they will receive in an email from SharePoint

Online with their Verification Code.

98330537 is your Microsoft OneDrive verification code. D oo x

SharePoint Online
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OneDrive

Hello,

For security purposes, you must enter the code below to verify your account to access
test file 4-4.docx. The code will only work for 15 minutes and if you request a new code,
this code will stop working,

Account verification code:

98330537

Having problems with the code?
View the error and make sure that the email identifier is "RSSLVKB". If it's not, look for an
updated email or try requesting a new code.

Once verified the document will open in MS Word/Excel in the users browser allowing them to edit

the document.
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Sharers Side

Once the Guest user has accessed the file you will receive an email SharePoint Online notifying you

that the Guest has accessed the File.

GRS :ilcom @I @gmail.com > has opened the link you sent to
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If this is unexpected, you can open your document and manage its sharing
permissions by clicking here.

This link only works for the direct recipients of this message.
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Microsoft respects your privacy. To learmn more, please read our Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

Motification Settings

6|Page



