SYNCING FILES
12. HOW TO SYNC AND UNSYNC SHAREPOINT FOLDERS (COMPLETE GUIDE)
[bookmark: _9iwal5yvuow0]What Does "Sync" Mean?
Syncing makes your SharePoint folders appear on your computer like normal folders in File Explorer. The files look like they're on your computer, but they're actually in the cloud and backed up.
Think of it like this: It's like having a magic mirror of your SharePoint files on your computer. When you change something in the mirror, it changes in SharePoint too!
How to Sync a SharePoint Folder
Step 1: Open your web browser and go to your SharePoint site
Step 2: Find the document library (folder) you want to sync
Step 3: Click the Sync button at the top of the page
· It looks like a circular arrow or might say "Sync" in words
· It's usually next to "New" and "Upload"
Step 4: A message might pop up asking "This site is trying to open Microsoft OneDrive"
· Click Open or Allow
Step 5: OneDrive will open and show "Setting up sync"
· This might take a minute or two
· You'll see a progress bar
Step 6: When it's done, you'll get a message saying "You're syncing this library"
· Click Open folder to see your files
· Or find it later in File Explorer
Where to find your synced folders:
1. Open File Explorer (the folder icon on your taskbar)
2. Look on the left side
3. You'll see your company name (e.g., "CompanyName - SharePoint")
4. Your synced SharePoint folders will be listed there
5. They'll have a little blue cloud icon next to them

How to Tell If Something Is Synced
Look at the small icon next to the file or folder:
· Green tick with white cloud ✓ = Synced perfectly and up to date
· Blue cloud ☁ = File is online only (not downloaded to your computer yet)
· Blue arrows in a circle ↻ = Currently syncing (uploading or downloading)
· Red circle with white X ✗ = Problem syncing (see troubleshooting below)
· Padlock 🔒 = File is locked by someone else
How to Unsync a SharePoint Folder
When would you unsync?
· You don't need the files anymore
· They're taking up too much space on your computer
· You've left that project or team
· Your computer is running slow
Step 1: Find the OneDrive cloud icon in your system tray
· It's near your clock at the bottom-right of your screen
· It's a white or blue cloud icon
· Click it to open
Step 2: Click the Settings gear icon (top-right of the window)
Step 3: Click Settings from the menu
Step 4: Go to the Account tab
Step 5: Click Choose folders
Step 6: Find the SharePoint folder you want to unsync
· Scroll down past your OneDrive folders
· SharePoint folders are listed separately below
Step 7: Uncheck the box next to the folder you want to unsync
Step 8: Click OK
Step 9: Click OK again to close Settings
What happens now:
· The folder disappears from File Explorer
· The files are still in SharePoint (safe and sound!)
· You can still access them through your web browser
· You've just freed up space on your computer
How to Pause Syncing Temporarily
Sometimes you need to stop syncing for a bit (maybe you're on slow internet or need to save battery).
Step 1: Click the OneDrive cloud icon in your system tray
Step 2: Click the Settings gear icon
Step 3: Click Pause syncing
Step 4: Choose how long:
· 2 hours
· 8 hours
· 24 hours
To resume syncing:
· Click the cloud icon again
· Click Resume syncing
Troubleshooting Sync Problems
Problem: "Sync pending" for ages
Fix:
· Check your internet connection
· Click the cloud icon and click Resume syncing
· Close some other programs (syncing needs computer power)
· Restart your computer
Problem: Red X icon (sync error)
Fix:
· Right-click the file
· Click View online to see if it's still in SharePoint
· If the file has a weird character in the name (like * or : or ?), rename it
· Make sure the file isn't open in another program
· Check you have permission to edit it
Problem: "File name too long" error
Fix:
· The full path to the file is too long (Windows has a 400 character limit)
· Rename folders to shorter names
· Move the file closer to the main folder (fewer subfolders)
· Or access the file through SharePoint in your browser instead
Problem: Can't see SharePoint folders in File Explorer
Fix:
· Check if sync is actually on - click the cloud icon and look for your folders
· Try unsyncing and syncing again
· Make sure OneDrive is running (should see cloud icon in system tray)
· Restart your computer
· If still broken, contact IT support
Problem: Taking up too much space on my computer
Fix option 1 - Make files "online only":
1. Right-click the folder in File Explorer
2. Choose Free up space
3. Files stay in SharePoint but are removed from your computer
4. You can still see them (with a blue cloud icon)
5. Click any file to download it when you need it
Fix option 2 - Unsync folders you don't use:
· Follow the "How to Unsync" steps above
· Only keep synced the folders you use every day

Best Practices for Syncing
DO sync if:
· You work with these files every day
· You need them when offline (trains, planes)
· You prefer using File Explorer instead of your browser
· You need to attach them in desktop Outlook
DON'T sync if:
· You only check these files occasionally
· You're low on computer storage space
· You work from lots of different computers
· The folder is absolutely massive (10GB+)
How much should I sync?
· Check your computer storage first (Settings > System > Storage)
· Leave at least 20GB free
· Sync only what you use daily
· Everything else you can access through your web browser


Quick Reference: Sync vs No Sync
Synced folders:
· ✅ Work offline
· ✅ Appear in File Explorer
· ✅ Can attach in desktop Outlook easily
· ✅ Open faster
· ❌ Take up computer space
· ❌ Can cause sync errors
Not synced (web only):
· ✅ No computer space used
· ✅ No sync errors
· ✅ Can access from any device instantly
· ❌ Need internet to open
· ❌ Harder to attach in desktop Outlook
· ❌ Have to use web browser

