
1. You will receive an e-mail from Valley Children’s Hospital with a link to the shared folder. Click 
on the “Open” button 
 

 
 

2.  If you are using a Microsoft 365 account, you will be prompted to enter the account’s password 
(set on your M365 tenant side): 
 

  

 

 



3.  If the account is not a pre-existing Microsoft 365 account, then you prompted to enter a 
security code that will be e-mailed to you. 
 

 
 

4. A security code will be emailed to your e-mailed to you. Please make sure you check you 
“Spam” folder if you do not see the e-mail in your inbox 
 

 
 
 
 



 
 

5. Please enter the security code e-mailed to you and click “Sign in” 

 

 
6. Accept the Terms. 

 



 
 

Notifications 
7. You can configure notifications by clicking on “…” on the shared folder and selecting “Alert me”  

 


