To work on a file from home (We recommend using Microsoft Internet Explorer for this):

1. Log on to the MySJY Portal by going to http://my.sjy.org.
1. On the top bar next to Outlook Web Access, click on MyFiles.
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1. You will be prompted for your username and password. REMEMBER: You need to add @sjy.org to the end of your username.  For example: jsmith@sjy.org.
1. On the left-hand side, you will see Parish Organizations Drive (the O: drive) and the T: Drive. On the right-hand side, you will see the contents of the folder you selected on the left.
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1. On the right-hand side, right-click on a file you wish to download and click Download.
1. A File Download window will appear. Click Save and save the file to your desktop at home.
1. Once the download is complete, open the file as usual from your desktop and work on it. Save it back to the desktop when you’re finished.
1. When you’re ready to put it back to the SJY server, log back into the MyFiles (steps 1-4) and select on the left the folder where you wish to put the file.
1. On the right, click Download/Upload and click Upload.
1. Click Browse and select the file from your desktop on your home computer that you want to upload to the SJY server.
1. Click Upload.
1. When the file is finished uploading, it will say [filename] uploaded.
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Directions to use MyFiles are located at the bottom of this page.
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