
 

How to work with Documents in CBP SharePoint 
This document contains information and procedures that describe how CBP’s SharePoint collaboration 

tool can help you safely store, share and use documents.   

How to upload files to SharePoint? 

You can upload files, to your SharePoint team site, by just dragging them from your computer.   

First, open your team site documents library.  Then find the documents that you want to upload in File 

Explorer and drag them to the space in the library where it says Drag files here to upload.   

 

 

 

 

 



 
Instead of dragging files, you can also select Upload.

 

In the Add a document dialog box, you can click Browse to upload an individual file or click Upload files 

using Windows Explorer instead to upload multiple files.   

 

 Upload 100 or fewer files.  You cannot upload more than 100 files at a time.  Avoid uploading files 

larger than 2GB, which is the maximum file size by default.  

 

 

 

 

 

 



 

How do I open a document from SharePoint and update it? 

When working with documents in SharePoint, you open it directly from the team site: 

1. Go to your team site and click on the document you want to edit: 

 

2. The document will open in the browser for you to view.  If you want to edit the document, click 

on the Edit Document menu and select “Edit in Word” 

 

3. The document will then open in Microsoft Word and you can edit it directly.  When you save the 

document, it will automatically update the current version in your team site – there is no need 

to rename the file. 



 

 

How to create a local “Sync” folder from SharePoint 

You may want to have a local copy of your files from SharePoint in order to work directly with them in 

Windows Explorer.  To set up your local Sync folder, do the following: 

1. Go to the folder you want to set up in SharePoint and click on “Sync” at the top 

 
2. In the box that pops up click on “Sync Now” 

 
3. A local copy of the files and folders in your site will be created in Windows Explorer under the 

“SharePoint” header.  Anything you add or change locally from this folder will be automatically 

synchronized to the SharePoint site. 



 

 

 

How do I share access to a site in SharePoint? 

You may need to share access to your team site with other users who don’t already have access to it: 

1. Go to the site you want to share. 

2. In the upper right corner of the screen, select Share. 

 
3. In the Share dialog box, type the emails of the users you want to invite.   

4. Type a message to include with the invitation. 

5. To assign the user to a specific permissions group, select Show Options, and then select the 

group you want.  NOTE: Be sure you understand what permissions each group has before you 

share access to your site. 



 

 
6. Select Share. 

7. An email will be sent to those you invite to your site with a link for them to follow – once they 

access the site they will have permissions based on the group you assigned them to. 

 By default, any invitations you send to users will expire in 7 days.  If an invitee does not accept 

the invitation within 7 days, and you still want that person to have access to your site, you will need 

to send a new invitation.   

 

How do I share documents from SharePoint? 

You also may need to share access to a specific document to someone who doesn’t already have access 

to it: 

1. Go to Documents library where you want to share documents. 



 
2. Select the “…” link next to the document to open its callout window and then select Share.  

 
3. In the Share dialog box, select Get a link. 

4. Select Create Link for the type of permission you want to grant: view only or edit permissions. 

 
5. Select the guest link URL and copy it.   



 

 
You can now paste the guest link URL into email and send it to a person or people.  

 

 Anonymous guest links could potentially be forwarded or shared with other people, who 

might also be able to view or edit the content without signing in.  Avoid using anonymous guest 

links for sensitive content.  

 


