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Workflow: When you need to share a file a file with
your whole team to collaborate on.
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Share a File with Your Whole Team

Paste the link into the Teams
channel conversation.

Save the file to your Teams
connected SharePoint library.

Click “Copy link” and make sure it
is set to “People with access”.

This keeps the file accessible to everyone in your
team.

You don’t need to manage individual permissions
when the file is already in the right place.

This keeps the file visible in context and easy to find
later.

Use an @mention if action is
required.

@mentioning someone notifies them and avoids
missed updates.


