
Basic Collaboration Word 
Processing

by User



Click the Select Button



Open a Basic Document



Click File



Click Open



Click Upload



Select a Microsoft Word Document



Click Open



Click the Share Button



Write in the Email Address of the Person 
You’re Sharing With



Determine Sharing Permissions



Send the Invitation



Note From the Collaborator’s Account There 
Are Two People Working on a Document



The Collaborator Can Make an Edit and Write 
a Comment



Collaborator Clicks Add a Comment



Collaborator Adds a Comment



You Can Also make Changes to the Document
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