
How to Guide: Access SharePoint



Navigate to shofaronline.sharepoint.com1



Enter your new shofaronline
email address

2



Enter your new shofaronline
password

3



Your SharePoint sites4

Bookmark this page



Click ’Sync’ To sync folder to computer1

Click ‘Open Onderive’2

Sharepoint uses the OneDrive app to 
sync folders to your computer



Click OneDrive icon 3

List of folders you are syncing5

Click ‘more’4

Click ‘preferences’ /
‘settings’

5



Synced Folder6

OneDrive on the web

Shofar Christian C
Shofar Support Centre – Album Masters



Find file to share. 
1

How to Guide: Share Files From Web

Click on the ‘Share’ button
2

Select who to share it with3

Click Apply4
Enter email address and send5



Find file to share. 
1

How to Guide: Share Files From Explorer / Finder

Right Click on the folder / file 
and click ‘Share’

2



How to Guide: Share Files From Explorer / Finder

Select who to share it with3 Click Apply4 Enter email address and send5



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!


