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This document provides instructions and support for syncing a SharePoint document library to your computer. This allows you to
work on files from Windows Explorer instead of a web browser.

Navigate to the library

Navigate in a web browser to the library you want to sync to your Windows Explorer and select the “Sync” button on the

site.
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After selecting “Sync”, you will be prompted with the following window. This is because this sync feature leverages the

OneDrive application to deliver the syncing.
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Open Microsoft OneDrive?

https://skgov.sharepoint.com wants to open this application.

[]  Always allow skgov.sharepoint.com to open links of this type in the associated app

Open Microsoft OneDrive

After you select “Open Microsoft OneDrive” you will be presented with the following two windows while it initiates the

syncing of the library:

X
Getting ready to sync... You are now syncing "Change
Champions - Documents”
We are connecting to OneDrive on your device. e e
Copy library ID to configure this library to sync You can edit file
automatically. ( uments”. Click here
If there is no response, you may need to get the latest
version of OneDrive.

After the sync has completed (noting that the larger libraries will require more time to sync), you will see the following
in your Windows Explorer. Each of the folders listed identifies a SPO site being synced. The small “building” icon shows

that this is part of SharePoint and not your personal OneDrive.
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