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Introduction  
SharePoint is a great way for a specified group of people to 

have access to various documents. However, there are times 

when you would like to download a copy to your local  

computer to work independently. This self-help document will 

provide the steps necessary to download a document from a 

SharePoint site. This feature may be turned off by the site 

owner.  

1. Locate the document you wish to download. 

2. Hover your mouse over the name of the document until a yellow box with a black down arrow 

appears to the right of the document name (Fig 1, 1). 

3. Click the arrow. 

4. Click Send To (Fig 1, 2) from the drop down list. 

5. Click Download a Copy (Fig 1, 3). 

6. The File Download dialog box will open 

(Fig 2). 

7. Click Save (Fig 2, 1). 
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8. The Save As dialog box will open (Fig 3). 

9. Locate where you would like to save the document on your computer and click Save (Fig 3, 1). 

 

Note: This is now a local copy on your machine and any changes you make will not be reflected in 

the SharePoint site.  
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