
How to Use MyFiles
at Home



Open the internet at home and type 
http://my.sjy.org in the address bar

http://my.sjy.org/


When the page appears, click on 
the words 

Click here to enter the SharepointPortal



You will be prompted for your 
username and password. 

REMEMBER: 
You need to add @sjy.orgto the end of your 

username.

For example: jsmith@sjy.org.

Username: jsmith@sjy.org

Password:  



On the top bar next to Outlook Web 
Access, click on MyFiles.



On the left-hand side, 
you will see ǘƘŜ άFolder 
Treeέ ǿƘƛŎƘ ǎƘƻǿǎ ǘƘŜ
Parish Organizations Drive
(the O:drive) 
and the T: Drive.

On the right-hand side, 
ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ άContent 
Windowέ ǿƘƛŎƘ ǎƘƻǿǎ 
the folder you selected 
on the left.



To expand a folder, click on the box in 
front of the folder.  A + means that 
there are more folders/files to see.  A 
ςmean that you are seeing all of the 
folders or files.

In this view, the O Drive is open 
and the Student Templates Folder 
is selected.



Now we want to download the file 
SAMPLE FILE 1 to our desktop at home so 
that we can make changes to it.



First click on SAMPLE FILE 1 to select it.  
Then go to the top of the window and click 
on Download/Upload. Then Download.


