
How to Guide: Access SharePoint



Navigate to shofaronline.sharepoint.com1



Enter your new shofaronline
email address

2



Enter your new shofaronline
password

3



Shofar Support Centre SharePoint4

Bookmark this page



The ‘Ministries’ library contains 
most of the working files

1

Certain departments have private libraries 
which only they can access 

2

Only Shofar Support Centre staff and A-Team 
members has access to this SharePoint 



Each ministry / event has an 
’00 Public Folder’

3

This ‘00 Public Folder’ is used to share files 
with shofar staff (non SC) and users outside of 

the organization.

5

The public folder protects our 
internal data and helps us control 

our public sharing



Find file to share. This does 
not have to be in 00 Public 

folder.

1

How to Guide: Share Files Internally (to SC staff)

Click on the ‘Share’ button
2

Click on the ‘Anyone with link…’ 
and change to ‘People in Shofar…’

3

Click Apply4
Enter shofar staff email and send5

How to Guide: Share Files Externally (to SC staff only)



Find file/folder to share and copy 
it to the ‘00 Public’ folder

1

How to Guide: Share Files Externally (non SC staff & external)

Click on the ‘Share’ button
2

Select ‘Anyone with link…’
3

Enter email and send4



On ‘Home’ page: this search bar 
searches the whole site

1

How to Guide: Search Sharepoint

When a folder/library is selected: 
this search bar searches only the 

content of that library.

2

Any search performed here will 
only search within the selected 

’Ministries’ library.

3



DONE!


