Creating a Document Library

1. Locate the Site Actions button on the right side of the website.
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2. Click on the Site Actions button and then click on Create.
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3. You will be directed to your Create page, which will have several items which you can create on your site. Locate the Libraries column and click on Document Library.
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4. Fill in the appropriate fields as shown below. The only field required here is the Name field, but a Description may be helpful. Under Navigation, you can choose to have a link to this library displayed on your Quick Launch menu. Choose appropriately. You can leave Document Version History as a No. Leave Document Template as Microsoft Office Word 97-2003 document. Click the Create button.
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Uploading documents to a Document Library

1. Navigate to your Document Library to the following view. Notice you have New, Upload, Actions, and Settings buttons.
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2. Click the drop-down arrow to the right of the Upload button and click Upload Document.
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3. Click the Browse button to browse your computer for the document you want to upload. A dialog box like the one below will open and allow you to select the correct document. Click the Open button here after selecting your document. This box will then close. 
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4. Notice that the path to the document you selected is in the text box next to the Browse button. Click OK to upload your document. Note: If you’re uploading a file that already exists in your Document Library, know when and when not to use the Overwrite existing files checkbox.
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5. Your document will appear in the Document Library. That’s all there is to it.
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Upload multiple documents to a Document Library

1. Click the drop-down arrow to the right of the Upload button and click Upload Multiple Documents.
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2. Use the folder view on the left and the file view on the right to find the correct document. Check the box next to the file(s) you want to upload and click OK. Remember, if you don’t want existing files overwritten then uncheck the Overwrite existing files checkbox.
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3. You may get a prompt like the one below. Click Yes to continue.
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4. Your document will appear in your Document Library. If it doesn’t work the first time, then try it again. Note: If you’re going to upload multiple documents, I recommend uploading no more than 5 at a time and if uploading files of 10 MB or more, only upload 1 at a time.
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