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COSTI How to View, Save and Download Files from Teams on your Computer

1. On Teams, click on Chat.

Waiting for others to join...

You will see the Meeting chat.

2. Find the file in
I the Meeting chat.
When you click
on the file, it will
open in a new
window. You can
view the file.
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To Download the
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3. Click "Download" .Then, choose where to save it.

(X 10:48 AM Meeting started

10:58 AM

@ 1.docx e
personal > ...
Open in > ¢

\i Download

& Copy link

Make this a tab

4. Double-click on the file to open it
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To Save the File on your Computer:
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c. Choose where to save the file on your computer.
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d. Finally, click "Save".
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