7. HOW TO SAVE EMAILS TO SHAREPOINT
[bookmark: _3tk14mqdfs08]Method 1: Drag and Drop
1. Open your SharePoint site in your web browser
2. Go to the folder where you want to save the email
3. In Outlook, click and hold the email
4. Drag it to your SharePoint folder in your browser
5. Drop it - done!
[bookmark: _eb36945hud2o]Method 2: Save As
1. Open the email in Outlook
2. Click File > Save As
3. Navigate to your SharePoint folder (look under Sites)
4. The email will be saved as a .msg file
5. Click Save
8. HOW TO SAVE DOCUMENTS AS PDF
[bookmark: _ma1z03uxefpa]Method 1: Save As PDF (keeps original document too)
1. Open your document
2. Click File > Save As
3. Choose where to save it
4. Where it says "Save as type", click the dropdown
5. Choose PDF
6. Click Save
[bookmark: _q5ioo48wcvyp]Method 2: Export to PDF
1. Open your document
2. Click File > Export
3. Click Create PDF/XPS
4. Choose where to save it
5. Click Publish
Which method should I use? Both work the same! Use whichever feels easier.
9. HOW TO SHARE FILES WITH OTHERS
[bookmark: _7n2btop6e06t]To share a file from SharePoint or OneDrive:
1. Right-click the file
2. Choose Share
3. Type the person's name or email
4. Choose what they can do:
· Can edit = They can make changes
· Can view = They can only look (no changes)
5. Add a message if you want (optional)
6. Click Send
[bookmark: _jcr6mfbzdfaw]To copy a link to share:
1. Right-click the file
2. Choose Copy link
3. Choose who can access it:
· People in [Company] = Anyone at work
· People with existing access = Only people who already have permission
· Specific people = Choose exactly who
4. Click Copy then paste the link in an email or chat

