
 
 

 
 

UPLOAD FILES  

 To upload files in Microsoft Teams, it is necessary to click the Files tab at the top:  

 

 

 The Files tab has several options for uploading content:  

 

1. Create new documents by clicking the New button and selecting the desired 

document type, then adding the content within it.  

 

 
 

 

 



 
 

 
 

2. Add existing files or even a folder from your computer.  

 

 

 

 


