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Syncing a Document Library

SharePoint

Syncing a document library in SharePoint will bring it into view your File Explorer. This allows you to
access your SharePoint files without actually going into the SharePoint or Teams applications, which can
make saving documents easier too.

Note: This has to be done for each document library that you wish to have appear in the File Explorer.

From the Document Library:

Make sure you are at the highest level of the document library. The following process will work for the
level of the document library selected and below.

1.

Click Sync in the toolbar.
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In the Open Microsoft OneDrive window, click Open Microsoft OneDrive.

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

[0 Always allow umbcits.sharepoint.com to open links of this type in the associated app
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Once the syncis complete, a window similar to the following will appear:

You are now syncing "0365 Technical

A “We’re syncing your files” box will be in view. Click Close.
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To view the synced files

1. Open the File Explorer.

2. The File Explorer will open.
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a. Document libraries that have been synced will appear under University of Maryland

Baltimore.




