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Upload (Add) a Document to a Library
Because SharePoint offers strong search and versioning capabilities, there is rarely a need to have more than one copy of a file in SharePoint. The goal should always be one copy only! So, before you add a file to a site, use search to ensure the document is not already available.
There are several ways to add existing files to a library. Certain library settings affect how the files are handled when they are added.
· If check out/check in is enabled, a newly uploaded file is not visible to others until it is checked in. When you check in the file, you may be prompted for any missing and required properties. 
· If you have uploaded multiple files, you can use Quick Edit to add properties for all the files at the same time. See the help file for Quick Edit.
· If content approval is enabled, the file remains in Pending status until it is approved.
Once a file is uploaded, search for it the next day to ensure it is listed correctly in search results.
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.
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1. Navigate to the library. 
2. Click + new document.
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3. In the Add a Document dialog, click Browse. Find and select the file to upload, and click Open. Click OK to add the file to the library. 
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4.  Review and complete the file properties; some properties may be required. Click Save.
[image: ]The green star indicates a new file and the green arrow indicates it is checked out.
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5. Check in the file. See the help file on Check Out, Check In or Discard a Check Out.
· Click the ellipsis next to the name of the file, click the ellipsis in the callout, and click Check In. Click OK.
· Click the checkbox next to the name of the file. On the ribbon, click the FILES tab. In the Open & Check Out group, click Check In. Click OK.
[bookmark: _Toc404094383]Add or Upload One File – Method 2
1. Navigate to the library.
2. On the ribbon, click the FILES tab. In the New group, click Upload Document. 
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3. Continue with Step 3 in the previous section.
[bookmark: _Toc404094384]Add or Upload One or More Files – Method 1
1. Navigate to the library. 
2. On the ribbon, click the FILES tab. In the New group, click Upload Document. 
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3. Click Upload files using Windows Explorer instead. 
[image: ]The SharePoint library opens in an Explorer view. 
4. On your computer, open Windows Explorer, and navigate to the files to upload.
5. Click and use Ctrl+Shift to select multiple contiguous files, or click and use Ctrl to select multiple, non-contiguous files. Cut and paste the files to move them from the Explorer view on your computer to the Explorer view of the SharePoint library. 
Note: In the Explorer view, you will not see the green star for a new file or the green arrow for checked out. However, when you return to the SharePoint library, you will see those cues.
[bookmark: _Toc404094385]Add or Upload One or More Files – Method 2
1. Navigate to the library.
2. On your computer, open Windows Explorer, and navigate to the files to upload.
3. [bookmark: _GoBack]Use Click+Shift to select multiple contiguous files or Click+Ctrl to select multiple, non-contiguous files. 
4. Drag them to the drag files here area in the library. 
[image: ]The area is highlighted, and the text changes to Drop here.
5. When you release the files, they are copied to the library. The green star indicates a new file and the green arrow indicates it is checked out.
6. Check in the file. See the help file on Check Out Check In or Discard a Check Out.
· Click the ellipsis next to the name of the file, click the ellipsis in the callout, and click Check In. Click OK.
· Click the checkbox next to the name of the file. On the ribbon, click the FILES tab. In the Open & Check Out group, click Check In. Click OK.
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