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Collaboration on One Drive: 

These screenshots illustrate what you will see.  

1) You’ll receive an email from the City informing you of the share document. 

 

2)  Enter in a code for Security that will be sent to your email address. 

 

 

Citizen UB 
Review Ad 
Hoc 
Committee 

Citizen UB Review 
Ad Hoc Committee  



Utility Billing Citizens Ad Hoc Committee 
OneDrive Collaboration SOP 

 

 

 

3)  Then they'll be able to access the folder and the documents within.  

 

Enter the provided code 

Provided 
Alpha/ 
numerical 

Insert provided Code here 

 


