
Uploading media files from a laptop/desktop computer 
 

1. Locate your team in the table below 
2. Ctrl + Click to follow the link to access your team’s folder. 

Note: The link will only work for you and your team members who have been granted 
access to your team’s folder, not to any other folders. 

3. Bookmark this page in your browser so you can easily locate the team’s 
SharePoint folder. 

4. Next, open the folder associated with the day that you will be adding media. 
Note: The Folder name is CL = Country; 2026=Year; 05=month; 23=Day. In this 
example, we are uploading a file taken on the 23rd of May. 

 

 
 

5. Find the "Create or Upload" button on your screen. It may be in the top-left 
corner, or you can also drag and drop files/folders directly into this space. 

 

 
 

6. Click "Files upload." In the pop-up window, browse to the files you want to upload 
from your computer and select them. 
 

 

Chile Europe Italy 

Philippines (Mindoro) Philippines (Subic Bay) Peru  

Romania  Uganda  USA 

https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Chile?e=5%3a31b3b6358ab2433da914eb00b57a7db0&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Europe?e=5%3ac66f7db02ab24281979dc97f541a3509&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Italy?e=5%3a218f4eae30c3467381e4fee0966849d3&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Philippines%20(Mindoro)?e=5%3a2113ea91d71942459c08c1093b6519de&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Philippines%20(Subic%20Bay)?e=5%3a5b45ddf98db244e69973a5ad114d102d&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Peru?e=5%3aea305f72938549a0b23f80bb9302c998&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Romania?e=5%3a097c285ede794461986cb10ce24ceb88&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Uganda?e=5%3a1beb4757e3c4486ba4511bdbbda67760&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/USA?e=5%3a6f123b4001904c6a8a4f8875edf3b5a8&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Chile?e=5%3a31b3b6358ab2433da914eb00b57a7db0&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Europe?e=5%3ac66f7db02ab24281979dc97f541a3509&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Italy?e=5%3a218f4eae30c3467381e4fee0966849d3&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Philippines%20(Mindoro)?e=5%3a2113ea91d71942459c08c1093b6519de&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Philippines%20(Subic%20Bay)?e=5%3a5b45ddf98db244e69973a5ad114d102d&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Peru?e=5%3aea305f72938549a0b23f80bb9302c998&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Romania?e=5%3a097c285ede794461986cb10ce24ceb88&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/Uganda?e=5%3a1beb4757e3c4486ba4511bdbbda67760&sharingv2=true&fromShare=true&at=9
https://pcci0.sharepoint.com/sites/yomteams/Shared%20Documents/General/YOM-Media/2026%20Teams%20Uploads/USA?e=5%3a6f123b4001904c6a8a4f8875edf3b5a8&sharingv2=true&fromShare=true&at=9

