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Almost there!

Click on OneDrive from the list that 
appears. 

On a computer, use your internet 
browser to visit the website 

www.outlook.live.com. 

If requested, sign into your Microsoft 
account. 

If working on mobile device, such 
as a smartphone or tablet, open the 

OneDrive App.

Click on the All Apps icon located 
in the upper left corner. 
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Locate the shared file in the Shared 

OneDrive. Click on Shared from the list 
on the left side of the window. 

Note: You can also access the shared 
file from the email invitation. Click on 

the email, click open. 
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Once the file is open, in the upper right 
corner click on Editing to change how 

you interact with the document.

Editing will allow you to remove 
or add to the file.

Reviewing will allow you to add 
comments on the side of the 

document.

Viewing ensures you are not 
making any changes.

To add a Comment when reviewing, 
click on the Comment box icon in the 

upper right corner. 

Start typing your comment, then click 
on the paper airplane in the bottom 

right corner to submit!

Click on New.
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You’re all set! You are on your way to
collaborating online!
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