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Purpose

To allow Qdabra resources to enter your site and make some changes in your forms, you need to enable
external sharing in SharePoint. This document will show you how you can setup your SharePoint site to be
accessed by external users.

Pre-requisites

You must be a global or SharePoint admin

Steps
There are two places where you need to configure external sharing:

1. Tenant Level
2. Site Collection Level

Tenant Level

1. Sign in to https://admin.microsoft.com as a global or SharePoint admin. Alternatively, you can access
the admin page by opening your SharePoint site, click the App Launcher icon and select Admin.
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https://admin.microsoft.com/
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S ODABRA* Microsoft 365 admin center

? Home V4 NeTL Qdabra Software
Search users, groups, settings or tasks
£ Active users 1] Office software €2 Support
+ Add a user <4 Install my software + New service request
i @ Delete a user =7 Share the download link §= View service requests
& Edit a user + Software download settings
O Q, Reset a password Q Troubleshoot installation
e 3 Train yourself ) Message center
For admins
@ I & New feature: Easily add new members to your t.. Apr 2nd
Train your people
3 New Feature: To-Do Apr 2nd
m For end users f
& Voicemail is now available for all VolP-enabled .. Mar 29th

2. In the search box, type in “external sharing” and select “Sites external sharing” in the search results.

Home ¢ Customize your home

== | external sharing je,

1)
R L] Actions
£

Sites external sharing

Calendar external sharing

=) Skype external seftings

3. In the right pane, turn the External Sharing on and select New and existing external users (sign-in
required) option. Then Save.
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E;> Sites

External sharing

Let users share SharePoint Online and OneDrive for Business content with -I on
people outside the organization

Users can share with:
Only existing external users (sign-in required)

New and existing external users (sign-in required)

Anyone, including anonymous users

Don’t see what you're looking for?

Go to the SharePoint admin center to manage additional settings and view
site collections =f

Save Cancel

Site Collection Level

1. In the same pane as above, click the Go to the SharePoint admin center to manage additional
settings and view site collections link. This will direct you to your SharePoint Admin Center.

Don’t see what you're looking for?

Go to the SharePoint admin center to manage additional settings and view

Save Cancel

2. Click the Try it now button to view the new SharePoint Admin Center and too see the complete list of
the sites.
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3. In the left pane, click Active sites.

t Home

B Sites A

Active sites

Deleted sites

4. In the list of sites, select the site that you want to share. Once selected, click the information button.
This will show you a new right pane.

. . -
Active sites @ 9.66 GB used of 1.15 T8
2
+ Create & Owners ¥ && Hubsite ¥ & Sharing il Delete B8 Storage O Search sites 1selected X ﬂ = All sites *
o Site name Storage used (GB) Primary admin Hub site association Template Last activity (UTC) Created on
° Qdabra’s Office 365 Team Site 744 Patrick Halstead Team site (classic expe... 4/1/19 2/21/12, 3:
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Qdabra's Office 365 Team Site

Insights

6549 Page views in last 30 days
1144 Files viewed/edited in last 30 days
Last activity on April 1, 2019 (UTC)

15287 Files / 7.44 GB Storage used

Properties

Domain

qdabra.sharepoint.com

URL
https://qdabra.sharepoint.com

Template

5. At the bottom of the right pane, click Change beside External Sharing.

Primary admin

Change primary admin

Admins

Add or remove admins

External sharing Change

This site can be shared with new and existing
external users who sign in

6. In the new right pane, select New and existing guests option. Then Save.
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External sharing ¢

Site content can be shared with:

o

) P
(®) New and existing guests
Guests must sign in or provide a verification code.

O Existing guests only
Only guests already in your organization's directory.

O Only people in your organization
No external sharing allowed.

Share Your Site!

1. Go to the site that you want to share and click Share.

SharePoint Q & 7 A
Qdabra's Office 365 Team Site % Not following | 14 Share
+ New v 4ifl Site usage { Site workflows  ¢5% Site settings il Recycle bin (0)

Contents  Subsites

[ Name Type Items Modified
& Branding Document library 10 8/10/2017 4:08 PM
& Customers Document library 66 4/4/2017 7:35 AM

2. In the pop-up window, enter the email address of the user that you want to have external access to
your site. Then click Share.
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Share 'Qdabra's Office 365 Team Site' X

Invite people

Shared with

i@qgdabra.com x ‘

@qdabra.com is outside of your organization.

Include a personal message with this invitation (Optional).

SHOW OPTIONS

Share Cancel

3. To verify that you have sent the invite to the external user, go to Site Settings > Access requests and
invitations. You'll see here all the invitations sent to access your site.

Qdabra’s Office 365 Team Site # EDIT LINKS

Access Requests o

PEMDING REQUESTS

You are all up to date! There are no requests pending

EXTERNAL USER INVITATIONS

o

@qdabraco... sss  Team Site Members [Contribute] About a minute ago  Pending(Expires in 90 days) Qdabra’s Office 365 Team Site

4. Add the external user to be a Site Collection Administrator (To allow Qdabra resources to manage
FormsViewer templates) by going to Site Settings > Site collection Administrators. Click OK after
adding the email address of the external user.
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Qdabra's Office 365 Team Site # EDIT LINKS

Permissions » Site Collection Administrators o

Site Collection Administrators

Site Collection Administrators are
given full control over all V
sites in the site collection. They
may also receive site use Kervi Ann Alfafara x

confirmation mail. Enter users

separated by semicolons.

OK Cancel

Note:

You may only be able to do add the external user as a Site Collection Admin once the the
invitation is accepted via clicking the link in the email being sent by SharePoint.

Congratulations! You have now enabled external sharing in SharePoint!

Need help with this document?

Contact us at Support@Qdabra.com
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