How-to Upload and Transfer Documents

Purpose:
Techniques on posting and transferring documents to and from a SharePoint site.

Uploading a document:

1. InInternet Explorer, navigate to the site where you want to upload a new document.

2. Click on “View All Site Content” from the
left side Quick Launch menu.
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5. Click the Browse button to navigate and select the file(s) you want to upload and then
press “OK” to transfer them to the document library.

6. Other ways to post and transfer files to and from SharePoint sites:
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