Bulk Transfer of Files
Within the SharePoint Site

Multiple files can be transferred from one folder in the SharePoint site to another folder elsewhere in
the SharePoint site. For example, workbooks for the Rapid Carbon Assessment can be transferred from
an SSO subsite to the main Internal Documents library.

Overview

1) Go to the folder containing the files.
a) In the “Actions” drop-down menu, select “Open with Windows Explorer.”
b) Copy the files.

Il) Go to the target folder.
a) In the “Actions” drop-down menu, select “Open with Windows Explorer.”
b) Paste the files.

Details

In the following example, we will copy files from a folder in the “Fort Myers 15—-8” subsite to a folder in
the MO “Internal Documents” library.

1) Go to the folder containing the files. In this example, the files are in the “Workbook” subfolder of the
“RCA” folder in the “Shared Documents” library of the 15—8 subsite. Note that you need to select the
library containing the folder first. If you select the folder directly, you may not get the drop-down

menus. In the sample below, click on “Shared Documents” not on “RCA.”
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After selecting the library (Shared Documents), you will get a similar, but not identical, view. See below.
The drop-down menus (New, Upload, Actions, Settings) should be available. Different drop-down
menus appear for different users, depending on what permissions the user has. If the “Actions” menu
does not appear, you cannot bulk transfer files. Contact your site administrator
(Aaron.Achen@al.usda.gov) if you have problems or questions.
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Navigate to the folder containing your files (RCA > Workbooks).
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a) In the “Actions” drop-down menu, select “Open with Windows Explorer.”
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b) Copy the files. Select the files as you would select any other files in Windows. Click on the
“Edit” drop-down menu and then “Copy.”
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Il) Go to the target folder. In this example, the files will be copied to the “Internal Documents” library
of the MO-15 site. The files will be copied to the following folder: Rapid Carbon Assessment > Data >
Workbooks > 15—-8 . Again, note that you need to select the library (Internal Documents) first.
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