
 

 

 

Working from Home – Sharing with OneDrive 

Have you shared a OneDrive file yet? If you’ve ever been frustrated comparing different 

drafts to incorporate edits, send a link instead! Here’s a one-minute video that explains 

how.  

When you save your Office files (Word, Excel or PowerPoint) in OneDrive, you can work 

on them with others—at the same time. You can do this whether you're in an online app 

or a desktop app. 

Select Share in the top-right corner.  

1. Start by typing the name of the City of Long Beach employee you would like to 

share the document with and their name will pop up, just like in Outlook. You can 

add as many people as you’d like.  

2. Type a short message if you want. 

3. Select Send. 

Worried about how to save these files? Here’s a one-minute video on how to save to 

your OneDrive.  

• Select File > Save. 

• Select OneDrive or a SharePoint site. 

Note: If your OneDrive or SharePoint site is not listed, select Add a Place and 

sign in to your OneDrive or SharePoint site. 

• Enter a file name. 

• Select Save. 

 

https://support.office.com/en-us/article/co-author-office-files-74a26c59-c59a-4d5f-8636-6918fcfcad7b?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-save-files-online-146dd625-a740-4a53-96e4-a02c21d9de3e?ui=en-US&rs=en-US&ad=US


If you have trouble performing these tasks and need more training, please let us know 

via this form. If you want to share a folder or document with a non-City of Long Beach 

employee, please follow the steps on slide 19 of this Work from Home Toolkit.  

If it seems like you don’t have access to the features described in this email or things 

aren’t working as they should, please submit a TIDSM request. 

https://forms.office.com/Pages/ResponsePage.aspx?id=wxE_MWhCak-NO8fmUBg-eENb9uPYPqxKrn4rZpHqyeJUQlM5N0EzODZYQ0ZZV0hYWkZPSlI3RktUTC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=wxE_MWhCak-NO8fmUBg-eENb9uPYPqxKrn4rZpHqyeJUQlM5N0EzODZYQ0ZZV0hYWkZPSlI3RktUTC4u
http://www.longbeach.gov/globalassets/hr/media-library/documents/city-employees/covid-19/tid---work-from-home-toolkit
https://sso.longbeach.gov/adfs/ls/?SAMLRequest=nVLJbtswEP0VgXdtlLKUsAyoNooaSFIhdnvobUyObAIUqXAoJfn7KLLbpIcGaK%2Fk41u5IOgM70U9hKO9x4cBKURPnbEkTjcVG7wVDkiTsNAhiSDFtr69ETzJRO9dcNIZFtVE6IN2duUsDR36LfpRS%2Fx%2Bf1OxYwg9iTSVOjy71jh72CPI4%2FRaJXTCxdY9JtJ1qYWxhwMmyrFoPbnRFl5p30iIXPKbIjm4MQXVUmooZdEX5yXOWSrWgiFk0WZdse3d6kJCK%2BFTwfdK5WXJ%2BWVWXhZKXmN7Ve4LOQGpASI94ttTogE3lgLYUDGe8SzOyji%2F2GW5KAqR8eSaX%2F1kUXNu4bO2StvDx5XtTyASX3e7Jm6%2BbXczwagV%2BrsJ%2Ff9t%2FUBPc1OTDFsu5v3EnMG%2Fn%2FRje%2FBrR7b8Bx%2BL9L3aWbsXr3k268YZLZ%2Bj2hj3uPIIYcoY%2FIDzXB2EvxvKk3w%2B0SpuZ6jADrSplfJIxNLlWffP%2F7t8AQ%3D%3D&RelayState=https%3A%2F%2Fcityoflongbeachprod.service-now.com%2Fsp%2F%3Fid%3Dticket%26table%3Dsc_req_item%26sys_id%3D73af61c1dbcc1c505aac561bdc96195d%26sysparm_view%3Dportal

