Add New Document to SharePoint

1. Go to web page

2. Click on “Add new document” underneath the Document Library

3. Browse for document and click Open

a. Make sure the name of the document becomes the name shown on the website

b. I would rename the document before you upload it.

4. Type in a description of the document (Does not show on website)

5. Uncheck the “Add a listing for this document”

6. Click the “Save and Close” button

7. Login using your username and password (Barrington\username)
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