Batch Upload Instructions

1.) To do this, you must cCreate a private personal view. Within your internal client project page, at the top left corner of MDOC, open the “Library” view and the select “Create View”. .  This will open a new page. From there, select “Standard View” from the options. Instructions to create a private view are here.  For our project site where the libraries are in classic view, follow the instructions for 2016,2013,2010.	Comment by Megan Niner: I felt instead of a link to another document, just walking folks through this quick step would be more efficient. 	Comment by Dan Bracy: Since Microsoft changes frequently, IT has been pointing colleagues to the official Microsoft instructions whenever possible.  If we create instructions, they can become quickly outdated.  	Comment by Dan Bracy: 	Comment by Megan Niner: How about we put the link and these instructions? Best of both worlds. 	Comment by Dan Bracy: That is fine, but it may eventually date this document when Microsoft makes changes	Comment by Dan Bracy: 	Comment by Nichole DellOrco: Mine doesn’t say private, it says personal	Comment by Dan Bracy: Looks good to me	Comment by Nichole DellOrco: Can we clarify that you must be within a client project page? You do not see these headers until then.	Comment by Dan Bracy: This looks good to me
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2.) Name your personal view in the “View Name” box on the right side of the screen. 
[image: ] 
3.) For a new uploaddocuments uploaded the same day, as you scroll down, modify the private personal view under the “fFilter” header  by selecting “created by” and “Modified (Indexed)” as shown in the picture below.  Type the appropriate information in the text field box.  For items submitted on the same day, enter “[TODAY]” in the bottom box as shown. If the desired range is further back, a number of days can be subtracted from today by typing “-X” after [TODAY]. (Ex: for a range of the last 30 days, enter “[TODAY]-30”)	Comment by Megan Niner: I tried to rephrase this to emphasize that the below screenshot will only work for those uploaded on the same day. 

Is there a way we can enter a specific date, or range? Just in case someone needs to reclassify a bunch of documents? 	Comment by Dan Bracy: You can add [TODAY]-30 for example for the last 30 days	Comment by Megan Niner: Cool! I added that to the text. Is there also a way that we can search for a specific date? 	Comment by Dan Bracy: https://support.microsoft.com/en-us/office/use-filtering-to-modify-a-sharepoint-view-3d8efc52-0808-4731-8f9b-3dfaeacea3d4
See notes on filtering on dynamic dates or current user	Comment by Dan Bracy: 
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4.) Continue to scroll down, and Eexpand “Group By” and it should be set to nonemake sure it is set to “None” as shown below
[image: ]
5.) Click “OK” at the bottom of the list of options: 
[image: ]
6.) Your personal view opens.
7.) You can edit or delete this custom view at any time from the “Library” and “Create View” 
[image: ]

More information on this topic can be found on the Microsoft support page: 
· https://support.microsoft.com/en-us/office/use-filtering-to-modify-a-sharepoint-view-3d8efc52-0808-4731-8f9b-3dfaeacea3d4
· https://support.microsoft.com/en-us/office/create-change-or-delete-a-view-of-a-list-or-library-27ae65b8-bc5b-4949-b29b-4ee87144a9c9#OfficeVersion=classic
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