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EuPRAXIA has a common data storage platform termed SharePoint, which is 
hosted by the University of Liverpool, but based on Microsoft’s OneDrive. 
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Users will need an existing Microsoft account (Skype, Hotmail, Outlook, Xbox LIVE etc.) 
or create a new Microsoft account to sign up to SharePoint.

STEP 1 - Sign up: 
To obtain access, please send an email with your username and the email address connected to your Microsoft account 
to alexandra.welsch@cockcroft.ac.uk 

STEP 2 – Login: 
You will receive an invitation email from no-reply@sharepointonline.com to the email address connected to your 
Microsoft account. Please accept the invitation by following the link in this email to activate your SharePoint access.
For anytime afterwards you can use the following link: 
https://theuniversityofliverpool.sharepoint.com/sites/eupraxia/default.asp
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STEP 3 – Find content: 
Once logged in click on Documents Library --> Shared Documents in the menu on the left, which will bring you to a 
different menu showing all available files and folders.

STEP 4 – Upload, Share, Change content: 
Once in the correct folder, you can now view content, upload material, download or share files with other EuPRAXIA 
SharePoint users.

To open a working document in Word online, right-click on the document inside the folder (or click on the three dots 
next to the file) to show further actions. Click on “Open --> Open in Word Online”. 
This will allow editing and writing in much the same way as with a regular Word installation. Changes are then 
automatically saved to SharePoint.

Note: Only SC members have management rights, all other EuPRAXIA members have viewing rights only. If you would like 
to transfer rights to non-SC-members, please send a request to alexandra.welsch@cockcroft.ac.uk


