Guide to Accessing Shared
SJOG Folders or Files
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Introduction:

As a Guest/External User will receive an email in your Email client e.g. Gmail from an SJOG account
when a SJOG user shares a File or a Folder with you. There is no longer any need to login to a web
portal like ShareFile.

By following the steps below, you will be able to open the shared files in a safe and secure manner
on any of your devices.

Devices:

Laptop/Desktop PC - How to access Shared Folders/Files

For this section | am going to use a Gmail account and the Gmail in the browser.

1. Login and open your Gmail Client in the browser.

A Notice — The shared folder/file email may initially end up in your Junk/Spam folder and
you should move it to your InBox before opening.

2. Open the email from the SJIOG user with a Subject for example “John Doe shared “File
Name.docx” with you
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3. Select the Open button

Tony Kinsella shared "Test Word Doc 1- Copy" with you. nbexx

A Tony Kinsella <Tony Kinsella@sjog ie>
tome -

A Be careful with this message

Gmail could not verify that it actually came from sjog.ie. Avoid clicking links, downloading attachments or replying with personal information.

Report phishing

1=
Tony Kinsella shared a file with you

Here's the document that Tony Kinsella shared with you.

= Testword Doc 1- Copy

(@) This link

o IECEN

B2 Microsoft ———

orks for the direct recipients of this message.

4. You will receive a message asking you to verify who you are. To do this click the Send Code
button.
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B Microsoft

Request Verification Code

You've received a secure link to:

Test Word Doc 1 - Copy.docx

To verify your identity, we'll send a code to you
at sjog2mytest2 @gmail.com.

Q) Send Code

By clicking Send Code you allow Saint John of God
Services to use your email address in accordance with
their privacy statement. Saint Jehn of God Services has
not provided links to their terms for you to review.

© 2017 Microsoft  Privacy & Cockies

5. When you click on Send Code the window will change to Enter Verification Code.

BY Microsoft

@) Enter Verification Code

You've received a secure link to:

Test Word Doc 1 - Copy.docx

To open this link, enter the code we just
emailed to sjog2mytest2 @gmail.com. Send
again

Enter code 0]

Keep me signed in

© 2017 Microsoft Privacy & Cookies

SIOG ICT Accessing Shared SJOG Folders/Files Page 3 of 8



6. You will now need to return to your Gmail home page where you should see an email from
SharePoint Online titles xxxxxxxx is your Microsoft OneDrive verification code. (You may
need to wait a short while for it to come in. Try refreshing your email)

O Primary 2»  Spcial @ Promotions
L] Inbox 7
% Starred
et started wi mai
© Snoozed Get started with Gmail
> Sent Customise your Change profile
B oof * inbox e image
rafts
~  More
Meet @ SharePoint Online 75151844 is your Microsoft OneDrive verification code.
m  New meeting Tony Kinsella Tony Kinsella shared "Test Word Doc 1 - Copy” with you. - Tony Kinsella shar|

7. Copy this code and return to Enter Verification Code screen (this can be done by switching to
its tab in the browser «—» ) and paste/type in your verification code and click on the Verify

button.
= O x
M Inbox (7) - sog2mytest2@gmm X EP Sharing Link Validation X + ¥
& (] & sjogclg-my.sharepoint.com/personal/tony_kinsella_siog_ie. 1= s W% O e H

BY Microsoft

Enter Verification Code

You've received a secure link to:
Test Word Doc 1 - Copy.docx

To open this link, enter the code we just
emailed to sjog2mytest2@gmail.com. Send
again

Q,I 75151844 o l

Keep me signed in

8. The document will now open for you. Please note it may look like that this document is
opening on your PC or Laptop but in reality, is it opening in the Microsoft 365 cloud and as
the sharer has in this case allowed you to Edit the document you are provided with all the
editing capabilities of Microsoft Word (even if you do not have MS Word instated on your
PC/Laptop)
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: ) . v — O X
M 75151844 is your Microsoft One’ X ﬂ Test Word Doc 1 - Copy.docx ® +

&« & & sjogclg-my.sharepoint.com/:w:/r/personal/tony_kinsella_sjog_ie/ layout... = ¢ & O e :

Word  Test Word Doc 1 - Copy &% - Saved v

File Home Insert Layout References Review View Help &~ aR | A
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suspendisse mellis felis a dignissim venenatis.

Suspendisse guis nulla erat. In nec metus vitae tortor accumsan lacinia varius eu tortor.
Donec posuere purus nulla, eu iaculis risus interdum vel. Etiam tempus volutpat nisi,

elementum consequat nibh feugiat ut, Duis guis mauris non eros pharetra dictum.
suspendisse at lectus massa. Vivamus nec lacus est. Aenean tincidunt nisl quis sagittis

bibendum et. Quisque guis velit odio. Quisque dignissim interdum nibh eget gravida.
Maecenas torfor metus, consectetur sit amet erat at, molestie finibus dolor. Nunc venenatis
pulvinar gravida. Pellentesgue mollis turpis sit amet lorem dignissim. a hendrerit mi plandit.
Cras malesuada dolor ligula, guis volutpat diam eleifend ut.

If the file is share without Edit permissions you will only be able to view the file.

iPhone - How to access Shared Folders/Files

Here’s how it will look on an iPhone, the process is pretty much the same as for the Laptop/Desktop
PC and likewise for your Android (Samsung Mobile phone, Tablets etc.) Devices.

For this section of the document, | have the iPhone email application configured for the Gmail

account.
11:40 wll = &
< Gmail Edit
Inbox
Q, Search
11:37
® Tony Kinsella 1:31
Tony Kinsella shared the folder "Folder 1 File Sh...
Tony Kinsella shared a fold ith you I h 2d
this folder with you. Can you access all file. You sh..

1. Open the email and select the Open button.
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11:47 il -
<0 A W

“, Tony Kinsella
To: sjogmytest@gmail

Tony Kinsella shared the folder
"Folder 1 File Sharing" with you.

Tony Kinsella shared a
folder with you

| have shared this folder with you. Can
you access all file. You should not be able
to edit the files or folder.

Folder 1 File Sharing

This link only works for the direct recipients of this
message.

—

2. [If this is the first time you are receiving an email from this SJOG MS365 user, you will be
prompted to Request a Verification by clicking on Send Code.

BT Microsoft

Request Verification Code

You've received a secure link to:

test file.docx

To verify your identity, we'll send a code to you

aT"@gmail.com.

Send Code
/ By clicking Send Code you allow Saint John of God

Services to use your email address in accordance with
their privacy statement. Saint John of God Services has
not provided links to their terms for you to review.

© 2017 Microsoft  Privacy & Cookies

3. You will then receive an email from SharePoint Online with the Verification code
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14:1
< Gmail

Inbox

SharePoint Online

wil = @

Edit

78712997 is your Microsoft OneDrive verification c...

4. Open this email and long press on the account verification code and select Copy

14:03
<O

SharePoint Online
Y To:

78712997 is your Microsoft
OneDrive verification code.

Copy | SelectAll LookUp @ Translate

17 Miresel Prwaey & Cooki

wll » |

hvd

Share...

jor 5 “SXPWZOR". If its nat. lack for

5. You will now need to switch to your Browser and open the Enter Verification Code tab
where you can now paste the verification code (which you have just copied) into the code

field.
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14:08

OneDrive

Enter Verification Code

You've received a secure link to:

[ ?J Microsoft 365 Enterprise -
08 F1.pdf

To open this link, enter the code we just
emailed to sjogmytest@gmail.com. Send

again

78712997 ®

‘ Keep me signed in

Paste - Ctri+v

(Should you want to avoid using Copy and Paste you can simply write down the verification code in
step 4 and type itin in step 5.)

Once verified the document will open in your browser allowing them to edit the document (if edit
permissions have been provided by the sharer).

Notice that you now have access to the Office 365 folder of the Sharer, the small pencil symbol

»

after the file name indicates that the sharer has configured it so the you cannot edit this file

but can view it.

14:22 all = &)

Office 365

= |& Share - Fsotvy =~ @
+ Testing > Sharing > Boards1 > Folder 3

D Name

b
[2) " Microsoft 365 Enterprise - F1.pdf »

If you have already had content in this folder shared with you will get immediate access to the
sharers Office 365 folder (This folder is in the Microsoft 365 Cloud and not on your device) and
prompted whether you want to download the contents to your phone.
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