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How To Share

1. Open File
Click Share
3. Type in Email
address of
everyone you
wish to share with
4. Select right (edit,
comment, view)
5. Click Done

How to Restore

1. Open Shared
File.

2. Click on Link next
to “Help”.

3. Revision History
will open
showing all edits
with exact date
and time.

4. Select revision
date you wish to
restore to.

5. Click Restore this
Revision.
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How to change Shared Rights

1. Open File 2. Click share 3. Click Advanced

4. Select person(s) shared with 5. Edit shared rights

Access denied
Error message

You no longer have permission to access this document, so your changes can't be saved. If you believe this is an error, received when trying

contact the document owner. If your access is restored, you will be able to continue working. to edit after losing

If you leave or reload the page, your unsaved changes may be lost. edit rights
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