
• Storing personal files 

• Sharing files with one person

• Syncing your saved files across all your 
devices        

• Accessing  your work documents from 
anywhere

• Attaching a link to a file in an email

• Synching your documents with your 
desktop

Start sharing with OneDrive!

• Storing shared files

• Sharing files with your team members

• Synching your shared files across all 
your and your team’s devices

• Live co-editing shared documents with 
your team members

• Chatting with co-editors while editing

• Limiting access of shared documents to 
select team members using private 
channels

Start sharing with Teams!

Use OneDrive for Use Teams for

https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132?wt.mc_id=otc_home
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home

