
Move Files into SharePoint 

1. Open the SharePoint Document Library in Explorer View: 

 Open Internet Explorer. Navigate to your SharePoint site. 

 Click on Shared Documents in the navigation pane. 

 Click Actions > Open with Windows Explorer. 
 

 
  A new window will open up showing the files and folders in Explorer view.  

 
 Resize this window by clicking on the Restore Down button. 

 
 

2. Navigate to the folder you want to move into SharePoint. 
3. Resize this window by clicking on the Restore Down button. 
4. Place the two windows side by side. 
5. Drag and drop files or folders into the SharePoint document library. The original will stay in 

place and a copy will be moved to Shared Documents. 

 


