Editing & Collaborative Spaces
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Your prvate working space that
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OneDrive
for Business

Personal files and
initial drafts before
they're ready for sharing

lise OneDrive instead
of personal drives,
flash drives, or your

computer’s hard drive.

Publishing spaces
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SharePoint

« Team & Group sites
» Files tabs in MS Teams,

Yammer, & Outlook Groups

actually in SharePoint
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SharePoint

» Publishing sites
» Communication sites
» Most intranet sites

Seriously, you should
upload all your
(work-related) personal
stufT here.

Use team sites instead
of shared drives &
email attachments for
collaboration.

Use these sites for centralized

communications. ofTicial

_policies & documentation, &
finding seif-service information.
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