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1.00 02/01/2021 | Genesis Layco | Initial Release
1.10 02/23/2021 | Leslie Lainez Updates to Uploading File Workflow
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INTRODUCTION

SCOPE AND APPLICATION

This document describes how an external user will be able use the CCWRD External Share
repository to view, download or upload files as requested by CCWRD staff.

PRE-REQUISITES

= CCWRD staff will email external users a link to the CCWRD External Share repository.

Page 3 0of 8



CCWRD External Share Repository (External) |User Guide

PROCEDURE

ACCESSING THE CCWRD EXTERNAL SHARE REPOSITORY

1. Check email for the CCWRD External Share invitation. It will look like the screenshot below. Click on
the open button to open the CCWRD External Share repository.
= HINT: If email is not seen in your INBOX, check the SPAM folder. The email will always be
from the CCWRD staff that shared out the folder to you.

Genesis Layco shared the folder "ProjectA" with you. nbex = & B2

Genesis Layco <Genesis.Layco@cleanwaterteam.com> 1:27 PM (O minutes age)  ¥¢ 4

tome -
Hi Genesis, please upload the requested project files to this folder. Thanks!

This link only works for the direct recipients of this message

ProjectA

= B® Microsoft OneDrive

Microsoft respects your privacy. To learn more. please read our Privacy Statement,
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

= TIP: If you need additional people to access the shared folder, inform the CCWRD staff that
originally shared out the folder to you. They will need the email address so they can
provision access to the shared folder.

2. Follow instructions to verify your identity. Click on Send Code button. A verification code will be sent
to the email address used.

B Microsoft

Request Verification Code

You've received a secure link to:

ProjectA

To verify your identity, we'll send a code to you
at glayco.cowrd@gmail.com.

Send Code |

By dlicking Send Code you allow Clark County Water
Reclamation District to use your email agdress in
accordance with their privacy statement. Clark County
Water Reclamation District has not provided links to
thei terms for you 10 review.

© 2017 Microsoft  Privacy & Cookies
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60880736 is your Microsoft SharePoint verification code. nbex & B

no-reply@sharepointonline.com 237PM (1 minuteago) Y¥
tome ~

SharePoint

Hello,

For security purposes, you must enter the code below to verify your account to access
ProjectA. The code will only work for 15 minutes and if you request a new code, this
code will stop working

Account verification code:

60880736

Having problems with the code?
View the error and make sure that the email identifier is "“CHCO45C". If it's not, look for
an updated email or try requesting a new code.

© 2017 Microsoft Privacy & Cooloes

= HINT: If the above email is not seen in your INBOX within 5 minutes, check the SPAM folder.

3. Input the code to verify your identity. Click on the Verify button to continue.
= NOTE: Authentication verification is valid for 5 consecutive days. After 5 days, you will be
prompted to re-do email authentication verification. This is browser cookie based, so if new
browser used or history deleted, re-verification will be required.

B Microsoft
Enter Verification Code

ProjectA

ink, ente e we jus
o glayco.cowrd@gmail.com. Send

60880736 @

-

Keep me signed in

© 2017 Microsaft Privacy & Cookies

=  The shared folder loads.

COWRD External Share

@ External Share - Test Site

Private group

Documents > ProjectA

Name Modified Modified By Created Created By File Size
{3 “Active Directory - Self Service Password Res..

DUOMFAHardwareTokent jpg About an hour ago Genesis Layca (Test User

DUOMFAHardwareToken2jpg

4~ Microsoft Teams - Quick Start.pdf \bout an hour 290 enesis Layco (Test User

I} “RDP - Connecting to a Remote User PCv3..
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UPLOAD FILE(S) OR FOLDER(S)

1. Access the external share repository page.

2. Click on New button to create new files/folders or click on Upload button to upload files/folders.

Folder
o-| Word document
B: Excel workbook o
i
B+ PowerPoint presentation
o | OneNote notebook
& Link

& Edit New menu

{~ Add template

T Upload v H Editin¢

Files @

Folder

Template

R R LT

= Alternatively, you can simply drag files to the area that says “Drag files here”. Do not have any
side windows opened

F Y —
& External hare - Test Site

Y Hame Modified Modifed By Created Crested By File Size. Al eclume

Drag files here

HINT: A progress indication will be seen on the right-hand side of menu bar to show files are
being uploaded.

o

@ Export tff T ] Uploading 1 ibem All Documenss. ™
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Opening progress indication area will open a side window to show all items uploading.

. Progress

Uploading 1 item to test

NOTE: While Progress side window is open, you can’t upload additional files by dragging file(s).

DOWNLOAD FILE(S) OR FOLDER(S)

1. Access the external share repository page.

2. Hoover the mouse over the file or folder, the action buttons will appear.

@ External Share - Test Site

Documents

Name Modified Modi

3. Click on the 3 vertical dots (1), the menu appears, click on Download (2). The file will download to
the default save location of your browser.
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®

é} External Share - Test Site

D Search B3 Editin grid view 1= Share Copy link & Dow

Documents

© [ Name

(] ProjectA

= TIP: When downloading a folder, the entire contents will be downloaded as a ZIP file. Simply
unzip the file to access the contents of the folder.

SUPPORT

If you need assistance with using the CCWRD External Share repository, please contact the CCWRD staff
that sent you the external share link.

--END OF DOCUMENT--
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