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Accessing your centre folder in SharePoint Awarding Organisation

Sign into SharePoint:

You will receive an email with the subject line “Someone shared the folder “foldername” with you.” Open
the email and click open button (see below).

NOTE: You may need to check your spam folder for the email.

&

shared a folder with
you

Here's the folder that Admin Hughes shared with you.

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

% Microsoft Privacy Statement

When the link opens in the web page it will display a message like below, click Send Code — This will send
a verification code to your email address

Request Verification Code

You've received a secure link to:

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

Send Code

By clicking Send Code you allow Ascentis to use your
email address in accordance with their privacy
statement, Ascentis has not provided links to their
terms for you to review,
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A code will be sent to you in an email. Copy the code and paste/type it (See below). Then click Verify.

Enter Verification Code

You've received a secure link to:

To open this link, enter the code we just
emailed to
Send again

582 ®

|:| Keep me signed in

© 2017 Microsoft  Privacy & Cookies

You will then see the Ascentis Centre Folder SharePoint site. Under 2021-2022, you will see the centre
folder/s you have been assigned to.

Ascentis Centre Folder

@ Export to Excel <% Power Apps ~ #% Automate

2021-2022

0 ID ~ Name Modified Modified By

12452 ILune Valley College About an hour ago Ascentis Admin

Managing your folder.

Clicking into the centre folder, you should see 3 subfolders listed below:
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Ascentis Centre Folder

+ New v T Upload ~~ |& Share @ Copylink 73 Sync | Download EH ExporttoExcel <R Power Apps »~ £ Automate ~ --

2021-2022 > lLune Valley College

] ID ~ Name Modified Modified By
15411 Centre Recognition & Qualification Approv.. ~ September 16 James Rea
197 Quality Review Documents September 7 Ascentis Admin
15414 Reasonable Adjustments September 16 James Rea

You can use the toolbar at the top to create and upload files in the folder.

T Upload ~ |& Share @ Copylink g Sync | Download Export to Excel  {® Power Apps ~ #% Automate

You can also click the Share button to share the folder/files with colleagues.

T Upload v 12 Share @ Copylink 3 Sync ¥ Download 3}

Send link .
2021-2022 > ILune Valley (

Peaple you specify can edit >

0 mov Modifie:
12052 tes@gmailcom X April 28
o pdootter —
@ tes@gmail.com is outside of your
Ay 12450 organization. Vs PR
Message.
@

Copy link

Shared with: @ °

When you press send, the person will receive an email to access the folder/file.

NOTE: the default permission level is Edit. If you want to change this to ‘view only’ click the drop down next
to the pen and select Can View.

When sharing files and folders please follow best practices and GDPR laws. Only share the folder
with approved colleagues.
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