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Create a New Document
You can add a file to a SharePoint library by creating the file on your computer and uploading, copying, or moving it into SharePoint. But, you can also create a new document directly within SharePoint, as shown in this help file. 
Note: Properties are also called metadata. Some properties, such as security level or content type, may be required. It is important that you assign properties correctly.
1. Navigate to the library. 
2. On the ribbon, click the FILES tab. In the New group, click the arrow next to New Document. Click Document from the drop-down. 
[image: C:\Users\DRSPRI~1\AppData\Local\Temp\SNAGHTMLef63e5.PNG]Note: There may be different or additional options under New Document. For example, the Word document might be a template that is prepopulated with an outline and boilerplate text or the new document might be an Excel spreadsheet designed to be used as a form.
3. If prompted, click OK to trust the file. If prompted, log in. 
[image: ]



In this example, the template for a new document is an empty Word document. When Word opens, the document information panel (DIP) contains the properties associated with the library. (The DIP is also called Document Properties – Server.)
[image: C:\Users\DRSPRI~1\AppData\Local\Temp\SNAGHTMLff173c.PNG]
4. Enter appropriate properties for the file in the DIP and add the content for the document.
[image: C:\Users\DRSPRI~1\AppData\Local\Temp\SNAGHTML1393dc1.PNG]
5. [bookmark: _GoBack]When your work is complete, save the file, enter a name for the document, and save again. By default, the file is saved in the same SharePoint library where it was created, but you can navigate to a different location to save the file there instead.
[image: C:\Users\DRSPRI~1\AppData\Local\Temp\SNAGHTML1132d4c.PNG]The new file is now in the library. 
[image: ]The item has a green star to indicate it is new. Remember to check in the file.
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Add, Edit or Remove a Web Part

Thefirst part of this helpfile focuses on common procedurestoadd, edit, move, delete and close web
parts. The restof the help file focuses on the web partsin common use at NCDOT.

Add a Web Part
1. Navigateto the page.
2. Click the Settingsicon, and click Edit page.

3. On the ribbon, lick the PAGEtab. In the Edit group, click Edit.
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In the web part zone where youwant to place the web part, click Add aWeb Part.
5. Theweb part gallery opens below the ribbon. In the Categories section, click the category ofthe
] web part. Inthe Parts section, choose the web part, and click Add.
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