
End User: Use Shared Folders From First United Methodist Church

Description: This SOP is for showing collaborators of First United Methodist Church how to access their shared content.  The shared content is stored in the Governance SharePoint site.

Assumptions:
Client has received email from FUMC that shared the folder.

You will receive an email when a FUMC folder has been shared with you.  Please check your spam folder if you didn't receive it.1.

Click the "Open" button in the email.  That will bring you to a web page for you to authenticate.2.
Validate your email and click "Send Code".

In some cases, you may be asked to instead enter your email. If this is the case, please skip to the bottom section under "Verifying email and granting permissions".

3.

If you had to send a code, you will receive an email with your Microsoft SharePoint verification code.  Please check your spam folder if you didn't receive it.4.
Enter the verification code from the email, click "Keep me signed in" if desired, and then click Verify.5.
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Verifying Email and Granting Permissions
If you are asked to verify your identity instead of requesting a code, follow the steps below.

You should now be able to view the folders and files that were shared with you.  Please bookmark this page for easier access in the future.6.
In the future, if you need to login again, you may be prompted to enter a verification code as shown above.  If so, click "Send code" and follow the above steps again.7.

Enter the email that the folder was shared with and click next.1.

Accept the permissions.2.
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You now have access to the material shared with you by First United Methodist Church.
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