SharePoint Work Instruction
How to Upload a Document

Purpose:
This work instruction explains how to upload a document to a
SharePoint document library.
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Requirements:

- PC or laptop with intranet access
- Access to the SharePoint document library

Committees
& Chapters

To open the upload document screen: UL G DU T
In the top tool bar, to the right of WorldInstiuictions
a. p . ' g This document library stores all the completed PUSD work instructions,
Upload, click the arrow. New - \u.,,m\*m- Setings -
b. From the Upload drop-down e
menu, select Upload Document. -

Upload Document Modified
load 2 document from your . " . .
gg‘rrwtﬁr 1o this library. nstructions” document library. To create a new item, click "New" or "Upload" above.

Upload Multiple Documents
Upload multiple documents from your
computer to this lbrary.

TO |Ocate a document f||e on your computer’ "ﬂahaugh, Wery > Work Instructons > Upload Document
. Upload Document: Work Instructions
click Browse.

Upload Document
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! Browse to the document you intend to upload.
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To choose and open a file: z}"‘:“’ S S — ,,
a. Select a document file. ‘
b. Click Open. Cruaie (0t
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File name: Worldport - Keying inan Invoice | AllFiles (*)

To upload the document, click OK. U e Crn T

Upload Document: work lnstructinns

Upioad Document
Browsa to the document you interd 1o upiaad.
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