
Moving a File from one SharePoint Folder to Another


	When you upload a file to SharePoint, it will normally be stored in the folder that you are currently viewing.
First logon to SharePoint, and then select Shared Documents.
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	Assume that the file has been uploaded to the ‘common’ Shared Documents folder, but you would like to move it to folder Mike.
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	Place the cursor over the file name and click the down arrow [image: image3.png]


. And select Send To ► Other Location
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	The Destination document library or folder will be the folder you are copying from.
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	For this example we’ll move the file to Mike’s folder. Therefore we’ll add /shared documents/mike to the Destination document library or folder. 

(Note: Don’t worry about upper and lower case, SharePoint will copy to the correct folder.) 

If you want to change the filename of the copied file, you can do that in the File name for the copy: dialog box.

Click the  [image: image6.png]


 button to start the copy process.
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	Click the [image: image8.png]


 button, to confirm that you want to copy the file.
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	At this point it’s not really obvious how to get out of this screen. 
One way is to click the back button [image: image10.png]


 three times.

Another way would be to click the [image: image11.png]‘Home



 tab, and navigate back to the Shared Documents folder.
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	Here’s what happens if we click the back button [image: image13.png]


 three times.

We see that hist0001 is still in the Shared Documents folder. 
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	If we click on Mike we see that hist0001 is in Mike’s folder.
The file hist0001 now exists in two places. If we want to keep just the copy in Mike’s folder, click the back button [image: image15.png]¥)



.
	[image: image16.png]Shared Documents - Windows Internet Explorer [=1[E3]

=[] tplstorepont bt 12 vousistoryhoredvnbocumetsirornsial | 2. X | [t o)

Ele Edt View Favortes Toos Help

Ll ] P - ey @G - @PFYSEY - Dbl @ viniseing
P & | @sneredvomens [ B - B - & - e - ook -

Bath County Public Schools > Historial Inguiry in Bath County Classrooms Welcome Mike Widasi + |

L& Historical Inquiry in Bath County Classrooms 2

Sarsie dog
Historical Inguiry in Bath County Classreoms > Shared Documents > Mike
Shared Documents

View Al St Content ‘Shere a document with theteam by adding it o this document brary.
Documents New - | Upload - | Actons - | Settings -
e Tipe Neme Modifed Modifed By
» Sample v
Ad for W Defense Stamps 8/30/2007 5:23PM Mike Widasin

= Word Geography

] Bath Resolution, January 23, 1860 9/3/2007 10:22 A Mike Widasin
Certicate of 1360 Presidental Eection 9/3/2007 10:23 AM Mike Widasin
+ coendar isto001 L ew 9/10/2007 :526M Mike Widasin
. Letter, Richmond Dispatch 9/3/2007 10:20 AM Mike Widasin
Members, Vrgria Conventon of 1861 9/3/2007 10:23 AM Mike Widasin
Milboro Distict Seccession Vote 9/3/2007 10:22 A Mike Widasin

Lists

Discussions.

= Team Discussion

Sites
= Sampe Blog

People and Groups.

@ memet R





	
	

	Place the cursor over the file name and click the down arrow [image: image17.png]
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	Select [image: image19.png]


 from the dropdown menu.
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	The file has been deleted from the general Shared Documents folder.
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	You can click on Mike to make sure that the file still exists in that folder.
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	By clicking on hist0001 we can verify that the correct file has been copied.
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