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The co-author tool allows you and your team to work together on Word documents,

Excel spreadsheets, or PowerPoint presentations on your team’s SharePoint site! When

everyone is working at the same time, this is called “Co-authoring”.

Send the Document:

To collaborate on a Word document with real-time co-authoring:

Upload the file you want to collaborate on to your team’s SharePoint site. Then select
the “Share” button.
Next, select the gear icon in the upper right-hand corner of the window, or the Sharing

Settings link to open the link settings.

Select an option for who you want to give access to, then select the “Apply” button.

In the Name, group or email field, enter the email addresses or contact names of

people you want to share with, then select the “Send” button or the “Copy link” button

to send the link to the user manually.
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Using the Co-Author Tool:

Once you or a member of your team receive an invite to co-author a document, it will
open in the browser version of Word or in Microsoft Teams. You can switch to the Word
app by selecting the “Editing” button - then selecting “Open in Desktop App”.
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<& What is SharePoint? -

& SharePoint is a Microsoft cloud-based service that allows OCCC faculty and staff to store and

organize content and information on their team’s SharePoint website from any device. Use your

team site to store and collaborate on files, create and manage lists of information, organize and co-

If anyone else is working on the document, you'll see their presence and the changes
they’re making in real time. To make changes of your own, simply select the document
and begin typing! All changes are autosaved.
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Introduction:
Because of the need to share and access tasks and resources quickly, OCCC has provided faculty and
staff with the abi]idy to collaborate effortlessly and securely with team members through

SharePoint.

SharePoint is a Microsoft cloud-based service that allows OCCC faculty and staff to store and
organize content and information on their team’s SharePoint website from any device. Use your
team site to store and collaborate on files, create and manage lists of information, organize and co-

author shared content, and mtreh-more.?.
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Track Changes:

If you want to see all changes made to the document, then you can utilize the “track

changes” feature. To turn on:

- Select the “Review” tab, then select the “Track Changes” option.
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Introduction:

<& Because of the need to share and access tasks and resources quickly, OCCC has provided faculty and

staff with the ability to collaborate effortlessly and securely with team members through

SharePoint.
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staff with the ability to collaborate effortlessly and securely with team members through
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SharePoint is a Microsoft cloud-based service that allows OCCC faculty and staff to store and
organize content enild information on their team’s SharePoint website from any device. Use your

team site to store a::nd collaborate on files, create and manage lists of information, organize and co-
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Comments:

To insert comments to give feedback or ask questions:

- Right-click where on the document you want to make a comment, select the “New
Comment” option, then enter your comment on the right-hand side of the page.
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Note that you can press the “@” (at mention) symbol and enter a collaborator's name to
draw their attention to your comment.
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