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The Document Portal is a central publicly available SharePoint site where CPAL staff will securely share 
documents with CPAL clients (Advisers and their staff) and vice versa. The document portal is the preferred 
method of secure sharing of documents. 

There is a single folder for each Practice/Account within the SharePoint Document Portal. You will have 
access to your practice folder. There are 2 ways to access the folder, depending on your email account: 

•	 Microsoft associated account access
•	 Non Microsoft associated account access 

CPAL External Secure Document Portal - 
Access Instructions 

How to Access With a Microsoft Associated Account

Once the folder has been shared with you, you 
will receive an email similar to this.
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When you click ‘Open’ you will be presented 
with a login screen.

2.

If your email address is a Microsoft 365, 
Microsoft Outlook, or another email address 
that has a Microsoft account attached to it, you 
will be prompted to allow Centrepoint Alliance 
Limited to use their account to login to our 
SharePoint site.

3.
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After clicking ‘Accept,’ you will be required to 
set up Multi Factor Authentication.

4.

After clicking ‘Next,’ you will need to choose a 
secondary authentication method that will be 
required to login to Centrepoint’s SharePoint. 
For example, Setup SMS as a second 
authentication method.

5.

Select ‘Phone’ from the dropdown list and then 
select confirm.

6.
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Choose ‘Australia’ for the country, enter your 
mobile number, select ‘Text me a code’ and 
then click ‘Next.’

7.

Enter the code from the SMS message 
and select “Next.”

8.

You will get a notification that SMS 
authentication was registered 
successfully.

9.
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Select ‘Done’ on the Success window.

10.

You now have access to the shared 
folder.

11.
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If you have an email address that is not a Microsoft 365, Microsoft Outlook or another email address that 
has a Microsoft account attached to it, for example, Google Gmail, the process is slightly different as the 
email address must be verified via One Time Code first. 

You will receive an email stating that a folder 
has been shared with you.

1.

Once you select ‘Open’ you will see this 
screen.

2.

How to Access With a Non-microsoft Associated Account
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As the email address is not linked to any 
Microsoft services, the only way to complete 
the verification of the address is via a code that 
is sent to the email address.

3.

The code will be sent to the email address.

4.

Enter the code into the window.

5.
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Once you have selected ‘Sign In,’ you will need 
to set up the Multi Factor Authentication. You 
will be prompted to allow Centrepoint Alliance 
Limited to use their account to login to our 
SharePoint site.

6.

After clicking ‘Accept’ you will be required to 
set up Multi Factor Authentication.

7.
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After clicking ‘Next,’ you will need to choose a 
secondary authentication method that will be 
required to login to Centrepoint’s SharePoint. 
For example, set up SMS as a second 
authentication method.

8.

Select ‘Phone’ from the dropdown list and 
select ‘Confirm.’

9.

Choose ‘Australia’ for the country, enter your 
mobile number, select ‘Text me a code’ and 
select ‘Next.’

10.
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Enter the code from the SMS message 
and select ‘Next.’

11.

You will get a notification that SMS 
authentication was registered 
successfully.

12.

Select ‘Next,’ then ‘Done’ on the Success 
window.

13.

You now have access to the shared 
folder.

14.


