Access DFA Shared Folders

Step 1: Invitation Email

The staff from DFA sends invitation email to the external subgrantees, the subgrantees will need to look
for the email and get the permission to access their secure folder. If you don’t see the email in your
inbox, check the spam/junk folder. The email will look like the screenshot below, simply click the
“Open” button to open the shared link in the Web Browser.
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Step 2: Get the Verification Code

For the first time sharing, you need to obtain a verification code from email. Simply click the “Send
Code” button and the code will be sent to your email.
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Check your email titled for your code, check the spam/junk folder if you don’t see it in your inbox. The
email will look like the screenshot below,



79836520 is your Microsoft SharePoint verification code.
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Input code below and click the button “Verify”. The code is valid within 10 minutes, it will be

expired, and a new code will be issued after 10 minutes.
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Step 3: View, Upload and Download Files

You will have access to the main folder and its subfolders to view, upload and download files.

Upload Files
To upload files, click the “Upload” menu and select files, it will pop up the dialog to browse files from
the local drive and upload.
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To download files, select the files with the check box in front and click “Download”, the files will be
download to the local drive (multiple files or folders will be downloaded as a zip file).
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