accessne SHAREPOINT ONLINE
AS AN EXTERNAL USER ] B>

Has somebody shared a file ar folder with you from their SharePoint Online space? If the link to the content Starts with
[companyname].sharepoint.com, they dic. Accessing it is easy, once you have an account. Here's how to do it.

GHEGK YUUR EMA"_ ...........................................................

Once someane shares a file, folder, or site
with you, your inbox should have an email
from Microsoft Online Services or the
name of the person sharing. Open the
email and click the link provided.

Log in or create an account.
a. If you have a Microsoft or Office 360
account with that email address, log in.

= You're done!
b. If you don't have an account, create a
P . Microsoft account by clicking “Create a
* Microsoft account, it's quick and easy!"
e — Provide your email address (the one that
— received the invitation) and a passward to
i — create your account. Microsoft sends a
(— ] 0 ; i
= confirmation email.
v

e i

Check your email and verify your email
address by clicking the blue button in the
- message. You may need to use the securi-
I ty code as well.
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[ = Click OK to confirm you're ‘ready to go'.
RO You should be brought directly to the filg

or site you were invited to.

If not, go back to the emailin step 1 and
click the link from there,

Log in with this account from now on.
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