Adding SharePoint (Sync) to your PC

It is much less confusing and much more efficient to have sing]e point on the PC to
access your SharePoint files. Using this single point, or Sync point, you can use Windows
Explorer to easily move to your SharePoint files just as you previously did with the “S:”

drive (or similar network drive)

After logging in to www.office.com, go to your SharePoint site, click on Documents

on the left side, then click on “Sync” in the documents taskbar. This will add a direct link to
Windows Explorer. It will take some time to fully install as it will copy all the files from

SharePoint to your PC.
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After clicking the Sync button, you will get a popup like:
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The result of this action will be an icon added to your folder list in Windows
Explorer. This is essentially a shortcut to get to the Cloud Based SharePoint files. Instead of

going to the “S:” drive, you will now go to this New Icon to work.
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