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Description
Microsoft OneDrive is a cloud based file storage service that we have access to through our Microsoft Office365 subscription.  Files stored in OneDrive can be shared both inside and outside of FBM.  The instructions below describe the process for placing a file in OneDrive, as well as sharing a link to that file with someone outside of FBM.

Placing files in OneDrive
Note: While Microsoft Office supports saving files directly to Microsoft OneDrive, these instructions will cover using the OneDrive web interface to add any type of file.
1. Open http://fbmsales.onedrive.com .
2. Sign in as your FBMSales.com email address (firstname.lastname@fbmsales.com) and your FBM password
3. Click the “Upload” button
4. Browse to the location of the file you wish to upload, and select the file.
Note: When sharing a large Excel file using OneDrive, it is recommended that you first zip the file.  See the steps under Troubleshooting to see how to zip a file from the “Choose File to Upload” window.
5. Click the “Open” button.
6. The file will be uploaded to your OneDrive folder and added to the file listing.

Sharing a file uploaded to OneDrive with someone outside of FBM
1. Click the ellipse (…) found to the right of the file name you wish to share
2. Click “Share”
3. On the “Share” screen, select “Get a link”
4. Click the “Create Link” link under “View Only”
Note: If you wish to share “Edit” access to the file, use the “Create Link” link under “Edit”
5. Right click the link and click “Copy” to copy it to the clipboard.
6. Paste the link into a new email and send it to your desired recipient.

Troubleshooting
· When someone opens an Excel file shared on OneDrive, it opens in Excel Online (or fails to open if the file is greater than 10MB)
· The best solution is to zip the file before uploading it.  To zip a file (even while in the “Choose File to Upload” window in OneDrive), right click the file, and select Send To, Compressed (Zipped) Folder.  A new zip file will be created and selected; this file can then be added to OneDrive.
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