TEAM-WORKING LIVE IN ONE FILE 

Team members will now share and work live in One document. The objective is to assure the team that each member has the right commitment, quality, and timeline to meet the performance goals and objectives.  This will also create the vehicle for shared responsibilities and continuous feedback and improvements.

As we continue to groom you for professional roles there are many technology-based solutions that you can use to improve your work, skills, knowledge and 21st Century competencies. 
How Collaborate on Word documents with real-time co-authoring

The following tutorial can be used for any Microsoft app such as PowerPoint, Excel, Access, OneNote, and Sway.

HOW TO:

Step 1: Upload The Document

· You must first save your Word document to OneDrive, OneDrive for Business, or a SharePoint Online. This requires you to be signed in to your Microsoft account (Outlook or Skype log in credentials).

Step 2: Share Your Document

· After you saved your document, click the Share button (which can be found either in ‘File’ or out on the ribbon under the button that minimizes the window) in Word and then enter one or more email addresses of people you want to share with. Once you have typed in an email address, hit ender to add another or imply place a comma between each email address. Additionally, you can add a message (optional).

· As ‘owner’ of the document, you can choose who can edit the file and who can only view without editing. After setting these permissions, hit ‘Share’.

Step 3: Other People Open The Document

· Once the document has been shared, the invitees will receive a link to access it in their corresponding emails. After the link has been clicked, a web browser will open the document in Word Online. They can co-author in Word Online right away by clicking Edit Document > Edit in Browser.
Would you rather edit in the Word app?

· You can click Edit Document > Edit in Word. However, a version of the Word app that supports co-authoring is required. Word for Android, Word for iOS, Word Mobile, and Word 2016 for Office 365 subscribers are the versions that currently support co-authoring.

Step 4: Co-author In Word

· You will know that you're co-authoring when you see pictures of people in the upper-right of the Word window or a G, which stands for Guest. When you start to change text, Word will lock that area to prevent anyone from overwriting your changes and colored flags will show you exactly where in the document each person is working. It works on a first-come, first-serve basis. You'll also see when they enter or leave the document.

