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Section One: Introduction  

Health Education England (HEE) has established the Centre for Advancing Practice to 
oversee the workforce transformation of advanced level practice.   

The Centre’s role is to: 

• establish and monitor standards for education and training 

• accredit advanced programmes 

• support and recognise practitioners 

• endorse multi-professional credentials  

• grow and embed the advanced and consultant practice workforce 

 

Advanced Clinical Practice 

The Multi-professional framework for advanced clinical practice in England was 
published in 2017. The framework includes the national definition for advanced practice 
as below, and standards to underpin multi-professional advanced level practice.   

“Advanced clinical practice is delivered by experienced, registered health 
and care practitioners. It is a level of practice characterised by a high degree 

of autonomy and complex decision making. This is underpinned by a 
master’s level award or equivalent that encompasses the four pillars of 

clinical practice, leadership and management, education, and research, with 
demonstration of core capabilities and area specific clinical competence. 

Advanced clinical practice embodies the ability to manage clinical care in 
partnership with individuals, families, and carers. It includes the analysis and 

synthesis of complex problems across a range of settings, enabling 
innovative solutions to enhance people’s experience and improve 

outcomes.” 

As part of its remit, the Centre has launched a Programme Accreditation process for 
Education Providers currently offering Advanced Clinical Practice (ACP) masters level 
programmes that demonstrate they meet the capabilities across the 4-pillars of the ACP 
Multi-professional framework and the HEE Standards of Education and Training (SET). 

Programme Accreditation  

Currently within the Centre, only existing Level 7 Higher Education validated Advanced 
Clinical Practice programmes that fully map to the Multi-professional framework for 
advanced clinical practice in England and the HEE SET will be considered for 
accreditation.  

Practitioners who successfully complete an HEE-accredited education programme are 
subsequently eligible for recognition on the HEE Centre for Advancing Practice Directory. 
This will enable individuals to evidence that they have been successfully recognised by 
HEE as having completed an accredited advanced practice programme. 
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Benefits of Programme Accreditation 

All programmes accredited by the Centre will be subject to a rigorous quality assessment 
process based on the evidence submitted by the Education Provider, to ensure the 
teaching, learning, assessment and development initiatives meet the capabilities 
described in the Multi-professional framework for advanced clinical practice and the HEE 
SET. 

Centre accreditation signals to prospective learners, employers, patients and carers that 
the education and training programme is deemed to meet the standards required and 
promotes best practice underpinned by the values of the NHS Constitution. Thus, the 
benefits of Centre accreditation include: 

• the award of a recognised quality mark for the accredited advanced practice 
programme; 

• an entry on the Centre Directory of accredited programmes; 

• review, feedback and advice from peers; 

• permission to use the Centre Logo on your website and promotional and 
programme materials; and: 

• permission to use the strap-line 'Accredited by the HEE Centre for Advancing 
Practice' on website and promotional and programme materials. 
 

Purpose 

This guidance document sets out the purpose, process and guidelines for Education 
Providers applying for HEE accreditation of a Level 7 Advanced Clinical Practice 
programme to demonstrate that they meet both the Multi-professional framework for 
advanced clinical practice and the HEE SET.   

If you would like to discuss any aspect of these guidelines, please contact us via: 
acpprogrammeaccreditation@hee.nhs.uk 

  

mailto:acpprogrammeaccreditation@hee.nhs.uk
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Section Two: Programme Accreditation for Existing 
Programmes  

Overview 

Accreditation is programme specific, not per Education Provider. Accredited programmes 
must meet the HEE SET and the capabilities for advanced clinical practice described in 
the 2017 Multi-professional framework for advanced clinical practice in England. 

An existing programme is defined as an ACP programme offered by an Education 
Provider where at least one cohort of learners is normally expected to have completed 
one full year of the programme before an application is made for HEE accreditation. 

Key Criteria 

Each programme submitted for accreditation: 

• must fully map to the Multi-professional framework ACP capabilities and the SET. 
Programmes that only enable partial fulfilment cannot be considered for 
accreditation. 

• must be delivered at level 7 (as per the Framework for Higher Education 
Qualifications, QAA) and result in a postgraduate qualification that fulfils the 
required standards as detailed above.  

• is normally expected to result in the award of a Master’s degree (e.g. Master of 
Science (MSc)). 

• must include workplace-based learning with a summative assessment that 
contributes to the final award which is appropriate and relevant to the learner’s 
needs. 

The Application Process 

Prior to booking 

Education Providers should discuss their interest in submitting for programme 
accreditation with their Regional Faculty team.  Given the demand for accreditation, the 
Centre will work with Regional Faculty teams to develop a schedule for accreditation 
submissions that will enable support and maintain standards. Prior to booking, and 
agreeing a submission date, the Centre will require the following information:  

• Your Education Provider details, name of programme(s) and codes for submission  

• Programme validation dates 

• Name and contact details of the programme lead    

The Centre recognises that producing a high-quality submission takes a significant 
amount of resource and time, so prior to committing, please ensure that you are familiar 
with the requirements for submission and have the time required.  Extensions for 
submission will only be granted under exceptional circumstances.  

How many booking slots will you need? 
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Currently, programme accreditation is conferred for individual Level 7 ACP programmes. 
Education Providers must book a slot for each programme that leads to a separate 
award or includes pathways for different specialities (i.e. critical care, paediatrics) and/or 
different professions (i.e. physiotherapy or dietetics) even if a high proportion of the other 
modules are shared. 

For example, you must book and submit individual applications for each: 

• MSc Advanced Clinical Practice (Apprenticeship) 

• MSc Advanced Clinical Practice  

• MSc Advanced Clinical Practice (Critical Care) 

• MSc Advanced Neonatal Clinical Practice  

This requirement is necessary to ensure each programme has a clear and auditable set 
of documentation for quality assurance and quality monitoring purposes. If you have any 
doubt about whether your programme requires one programme slot or more in relation to 
multiple programmes and pathways, please contact the Programme Accreditation team 
who will be able to help.    

If you wish to apply for accreditation of multiple programmes that share a high proportion 
of content, you are advised to consider how you will structure your application. The 
Centre would advise that by initially mapping all of the shared modules and linking them 
to your evidence, you will be able to duplicate each mapping document and then add 
where the speciality or profession specific modules map.  

Summary of the Programme Accreditation Process 

Figure 1. below summarises the current programme accreditation process from 
submission to notification of outcome and approximate timescales.  Please note, 
following successful accreditation, the accredited programme will subsequently move into 
the Centre’s post accreditation quality monitoring processes.  

Figure 1. Programme Accreditation Process 
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Stage 1: Submission date agreed 

A submission date for programme(s) to start the accreditation process is agreed by all 
parties. Regional Faculty teams and the Centre will be available to support Education 
Providers with the submission process as required.   

Once a submission date is agreed, the Centre will acknowledge the programme as 
“accreditation applied for”.  This would be for your information only and for confirmation 
of a submission date and should not be shared/displayed as any form of endorsement or 
status of the programme.    

 

Stage 2: Submission 

Education Providers formally submit their programme (mapping documents and 
evidence) to the Centre SharePoint by the agreed date.   

 

Stage 3: Threshold Review 

Following submission, a threshold review will be completed.  This includes checking the 
integrity of the submission i.e., that mapping documents are fully completed, and all 
evidence links open.  It also requires confirmation from the Regional Quality team that 
they are supportive of the programme to be accredited. 

Once the Centre and Regional Faculty team are satisfied that the above has been met, 
the Programme Accreditation team can formally proceed with the next stages. The 
Programme Accreditation team will then notify the Education Provider that the threshold 
requirements have been met and that the submission has progressed to the review 
stages. 

The threshold requirements can be found at the beginning of the SET mapping document 
and are also set out below: 

a) The programme is an existing Advanced Practice programme. 

b) The programme is currently validated by a higher education institution (HEI) and full 
programme specification is submitted. 

c) The programme is at level 7 (in line with the Advanced Practice capabilities) and leads 
to a postgraduate award, normally a full MSc (Master of Science). 

d) There is a completed mapping document of the Advanced Practice Framework 
(capabilities) and the SET to specific programme components i.e. modules and 
assessments. 

e) If the programme includes any element that requires external validation/approval, such 
as independent prescribing, this must be evidenced.   

For example, you must include the current approval letter issued by the body providing 
the external validation/approval. For independent prescribing this is usually the General 
Pharmaceutical Council (GPhC) and/or Health and Care Professions Council (HCPC) 
and/or the Nursing and Midwifery Council (NMC).  
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f) Local Office Advanced Practice Lead made aware of submission and indicates support 
for the programme. 

g) Regional Quality team made aware of submission and confirms if there are any 
educational quality issues with the programme, if an education improvement plan is in 
place or if they have any other concerns regarding the quality of the programme. 

Stage 4: Standards Review 

The submission will undergo a review by at least two reviewers who will independently 
assess the submission’s mapping documents and the supporting evidence. Following 
initial review, additional information can be requested to provide clarity or additional 
evidence.  Should additional information be requested, advice on submitting this will be 
provided.  Normally, the Centre offers two weeks for Education Providers to reply to such 
requests.  Please note, any delay in responding to this additional information may lead to 
delays in the programme progressing through the accreditation process.   

 

The purpose of the standards review is for each reviewer to undertake an independent 
review of the evidence submitted and form a judgement as to whether the programme 
has demonstrated that it meets both the HEE SET and the Multi-professional ACP 
capabilities. 

 

Stage 5: Independent Panel  

Once the review has been completed, a collective recommended outcome will be made 
by the reviewers. The Programme Accreditation team will submit this to an Independent 
Panel who will assess and review the recommendation. 

The Panel’s role is to: 

• consider and scrutinise the assessment of reviewers for the accreditation of 
programmes, moderating outcomes where required and ensuring that clear 
reasons are given for recommended outcomes; 

• determine programme accreditation outcomes, ensure that the Centre’s standards 
and processes for programme accreditation are fairly, consistently and rigorously 
applied; and 

• recommend programme accreditation outcomes to the Education Assurance 
Group at the Centre for ratification. 

Stage 6: Notification  

The decision made at the Independent Panel will be ratified with the Centre’s Education 
Assurance Group.  At this point, the Education Provider and the Regional Faculty team 
will then be notified of the outcome.  Outcomes from the submission would be: 

• Accreditation without conditions 

• Accreditation with conditions 

• Accreditation not granted 
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Notification of the outcome will include written feedback confirming conditions (if 
applicable) and could include commendations and recommendations. The latter are 
matters that the Education Provider should consider enhancing the programme further.  
Where conditions have been specified, Education Providers will normally have 12 weeks 
to respond and will not be fully accredited until met.    

 

Education Providers who have been fully accredited will then join the Annual Quality 
Monitoring process and will also be sent the accreditation badge so that they can market 
their programme as accredited, and the programme will be listed on the Centre Directory. 
Graduates of the accredited programme will also be able to apply to be listed on the 
Centre Directory of recognised practitioners.   

 

Should a programme outcome be “Accreditation not granted”, the Centre will notify the 
Education Provider using the process described as above. The next steps for 
programmes with this outcome will be determined on a case-by-case basis, with 
involvement from all parties (Education Provider, Regional Faculty team and Centre).  

 

The Centre’s Complaints and Appeals process is available on request.  
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Section Three: Submission of Mapping Documents 

Mapping Documents 

You must complete both the Multi-professional framework and Standards for Education 
and Training mapping documents in full for each submission. For Education Providers 
who offer more than one programme which share modules, you must currently submit a 
separate set of mapping documents for each programme.  

When submitting, please ensure you: 

• use a file name for both documents that includes the date of the submitted 
document; the title of the programme; name of the Education Provider e.g. 

20210922 MSc ACP HEE SET (name of education provider) 

• use a file name for all other documents submitted in evidence that is consistent 
with the terminology used within the mapping documents 

• quality check your submission – please ensure all hyperlink evidence fully opens 
independently  
 

Use of Optional Modules as Evidence 

While optional modules form part of many programmes, they must not be used as 
the sole evidence of meeting a standard/capability.  All capabilities within the 
Multi-professional framework need to be met by all learners completing the 
programme.   

Signposting Evidence within Accompanying Documents 

When mapping the programme to the standards, consideration needs to be given to the 
narrative included within the mapping.  Ensure that the narrative supports the capability 
or standard and offers an explanation to how the programme and evidence submitted 
meets the requirements.  Remember the reviewers will not be familiar with your 
programme and will be reviewing your submission based on the narrative and evidence 
submitted.   

Please ensure you provide and use concise and consistent titles for each document you 
submit with your mapping documents. You must also provide precise information as to 
the location of where your evidence of meeting each standard is within each document. 
For example, it is not sufficient to state: “See Programme Specification”. As a minimum 
you must provide the page number(s) to indicate where, within each document(s), the 
evidence can be found e.g.  “See Programme Specification pages 4 – 5” or hyperlinks to 
specific sections. 

The Document or Evidence Title should be as it appears in SharePoint. 

SharePoint/Other Document title (As it appears in SharePoint) Page/Reference 

SharePoint Programme Specification 4 to 5 
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For help in accessing and 
uploading evidence to SharePoint 
please see Appendix One and 
Two. 

Please note that incomplete 
documentation will lead to delays 
in the programme’s accreditation 
process.   

Supporting Evidence/Information 

It is important that you provide sufficient evidence to support your submission, and there 
will be many types of evidence that you could include.  Examples include:  

• programme and module specifications for both academic and clinical modules 
showing structure, delivery and content  

• examples of assessments and marking schemes 

• learner feedback and your response to that feedback 

• module reviews and annual monitoring 

• external examiner feedback 

• minutes of meetings involving patients and carers, stakeholders and 
employers/supervisors 

• clinical/work-based supervision, assessment, and support 

• education provider staffing structures and up-to-date short CVs aligned to the 
requirements of HEE SET 
 

Table 1. and Table 2. in section four below also provide additional advice on the types of 
evidence that has been provided in previous submissions to date.  Please note, this is 
not exact or exhaustive but serves as a guide based on previous successful 
submissions.  
 
Of particular importance, you must include evidence of evaluation of your programme 
from your stakeholders. Some examples are given below. 

To demonstrate achievement of the standards of the Multi-professional framework: 

• Examples of learner engagement in reflection and peer review and evidence of 
impact including learner feedback 

• Specific examples of inter-professional learning opportunities including learner 
feedback 

To demonstrate a person-centred approach and the active engagement of patients 
and carers in the design, delivery, evaluation, review, and onward development: 

• Examples of actions taken as a result of patient and carer feedback in the design 
of modules and review processes 

• The Terms of Reference and Role Descriptors for patient representatives on 
formal programme oversight groups 

• Feedback from patients and carer groups as part of the annual monitoring 
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• Evidence from patients and learners that “the learning process treats patients with 
respect, compassion and dignity”  

To demonstrate a learner-centred approach and how learners receive regular 
feedback on their progress and are supported to embark on and progress through 
all stages of the programme: 

• Examples of learner feedback and the actions taken in response to feedback and 
evidence of further evaluation undertaken to assess the impact of those actions 

• Examples of feedback from clinical supervisors, assessors and mentors who 
provide support to learners and evidence of further evaluation undertaken to 
assess the impact of those actions 

To demonstrate that the programme is demonstrably responsive to employers’ 
requirements and expectations in its design and delivery: 

• Diagram showing how the programme team works in partnership with employers 
including employer involvement in programme governance 

• Examples of employer feedback with actions plans and an evaluation of the 
impact of those action plans 

To demonstrate that the team involved in the delivery of the programme has the 
requisite knowledge and skills to be able to contribute safely and effectively: 

• Include an up-to-date list of the core team for the programme summarising, for 
each team member: 

o Role in the team 
o Profession 
o Regulator (if required for their role) 
o Registration number (if required for their role) 
o Qualifications (including teaching and learning qualifications) 
o Expertise at advanced practice level relevant to their role in the programme 
o Up-to-date short CVs or similar descriptor 

Information Sharing  

By submitting your programme for accreditation with Health Education England, the 
Education Provider agrees that your programme/organisation information may need to be 
shared with the following stakeholders:  

• Health Education England quality and regional faculty leads, for assurance 
purposes  

• External reviewers, to understand the range of support and services provided, in 
order to meet student and patient needs.     

• Quality panels, for ratifying purposes  

• Information will be held securely on computers and an online SharePoint portal in 
accordance with the Data Protection Act 2018.  

The purpose for processing this information is part of the core purpose of Health 
Education England. For further information on Health Education England’s privacy notice, 
please click here. 

  

https://www.hee.nhs.uk/about/privacy-notice
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Section Four: Examples of Evidence Submitted for 
Programme Accreditation  

Table 1. and Table 2.  provide additional advice on the types of evidence that has been 
submitted in previous submissions to date.  Please note, this is not exact or exhaustive 
but serves as a guide based on previous successful submissions.  
 

Table 1. Multi-professional framework 

PILLAR: Types of evidence:  

Clinical Practice 

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks mainly relating to clinical 
practice modules e.g., clinical examinations, non-medical 
prescribing, clinical decision making, diagnostics  
Module Learning Outcomes 
Teaching Schedules/Timetables  
Example of teaching materials  
Mentor/Assessor guides  
Learner Self Assessments 
Evidence of tripartite arrangements with 
academic/clinical/learner  
Non-Medical Prescribing documents – for learners where this is 
not an option, alternative routes need to be shown and 
evidenced 
Extracts from a learner’s portfolio of evidence  
Assessments relating to clinical practice pillar 
Admissions information i.e., specifications/eligibility  
Clinical Logs 
Professional Standards 
 

Leadership and 
Management  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Module Learning Outcomes 
Teaching Schedules/Timetable 
Example of teaching materials 
Learner feedback/self-assessments/peer review 
Critical reflections 
Assessment documents  
Extracts from a learner’s portfolio of evidence  
Quality Improvement Projects  
 

Education 

  

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Module Learning Outcomes 
Teaching Schedules/Timetable 
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Example of teaching materials 
Extracts from a learner’s portfolio of evidence  
Learner feedback/self-assessments/peer review 
Workbooks/evidence of guided or directed learning 
Personal Tutor support/progress 
Quality Improvement Projects 
 

Research  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Module Learning Outcomes 
Teaching Schedules/Timetable 
Example of teaching materials 
Marking Schedules 
Dissertations/Quality Improvement Projects  
Extracts from a learner’s portfolio of evidence  
Evidence from posters/publications produced by learners.  
Programme Annual Evaluations  
Research Groups  
 

 

 

Table 2. Standards for Education and Training  

SET  

Domain  

Types of evidence 

Domain 1: Person 
centred approach  

 

Programme Specification/Handbooks 
Modules Specifications/Handbooks 
Patient and Public Involvement Consultations/Strategies 
Minutes to meetings showing Patient and Public input 
throughout curriculum (from design, to teaching and 
learning/assessments, to ongoing developments) Teaching 
sessions led by Patient and Public Representatives 
Learner feedback from patients/service users 
Partnership meetings 
Links to Education Provider webpages  
Fitness to practise/learner conduct policies 
Fitness to practise handbook/guidance 
Links to NMC/HCPC codes 
Education Provider mission statements 
Admissions information/applications/eligibility/process  
Clinical educator/assessor/mentor guides  
Placement audits  
Example of teaching materials 
Marking scheme sections i.e., patient dignity  
Staffing details 
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Domain 2: Learner-
centred approach  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Skills/Clinical log 
Extracts from a learner’s portfolio of evidence  
Education Provider support services for learner e.g., academic 
support and reasonable adjustments  
Quality processes/policies on raising concerns 
Links to professional regulators and how these link into 
modules/programmes and school policy 
Admissions information/applications/eligibility/process 
Induction processes for new learners  
Policies related to equality, diversity, and inclusion  
Annual Quality Reviews 
Practice Placement handbooks  
Recognition of prior learning processes and information  
Examples of feedback and feedback forms  
Policies/guidelines for learners who have an interruption to 
studies (maternity, break in learning etc.)  
Learner consultations/forums  
HEE MPF mapping document  
Other accreditation/validation documents (e.g., from other 
professional bodies)  
Athena SWAN 
Clinical educator/assessor/mentor guides and preparation  
Tripartite form/agreements/meetings 
Staff Mandatory Training  
Marking templates  
School structures  
Programme/Module evaluations  
Learner complaints and concerns, appeals processes 
Learning and teaching strategy  
Academic standards 
Personal Tutor support/progress 
 

Domain 3: Learning 
in the workplace 

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Minutes for meetings/agendas/terms of reference for 
stakeholder engagements 
Employer engagement/agreements  
Minutes to regional meetings/ACP groups  
Clinical educator/assessor/mentor guides and preparation 
Teaching Schedules/Timetables 
Other accreditation/validation documents (e.g., from other 
professional bodies) 
Extracts from a learner’s portfolio of evidence  
Portfolio evidence 
Clinical educator/assessor/mentor guides 
Non-Medical prescribing and application forms (including self-
employed NMP guidance) 
Tripartite form/agreements/meetings 
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Clinical Logs  
Personal Tutor support/progress/codes of practice  
Supervision records 
Staffing details 
Patient and Public Involvement Information 
Module Leaders/programme meetings  
 

Domain 4: 
Programme content  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Minutes/agendas/terms of reference to relevant 
meetings/agendas including module leaders 
meetings/programme meetings   
HEE MPF mapping document 
Changes to modules/responses to conditions (other 
accreditation/validation documents from other professional 
bodies) 
Extracts from a learner’s portfolio of evidence  
Programme annual evaluations/course monitoring reports  
Staffing details   
Memberships to national and regional ACP groups  
 

Domain 5: 
Programme delivery  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Education Provider support services for learner 
Teaching Schedules/Timetables 
Links to relevant webpages  
Educational Models/Teaching and Learning Strategy  
Equipment/resources lists 
Recruitment and Selection Policy 
Job Descriptions 
Appraisal processes for staff  
Clinical educator/assessor/mentor guides and preparation 
Staffing details and staffing resources  
Resources available e.g., library etc.   
Research strategy and groups   
Clinical logs  
HEE MPF Mapping document  
Programme annual evaluations/course monitoring reports  
 

Domain 6: Learner 
assessment  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Teaching Schedules/Timetables 
Examples of feedback and feedback forms  
Assessment/marking guides/schedules/rubrics 
Staffing details  
External Examiner reports 
HEE MPF mapping document  
Education Provider policies - code of conduct for assessment 
and feedback/academic regulations links 
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Induction processes for new learners 
Fitness to practice/learner conduct policies 
Fitness to practice handbook/guidance 
 

Domain 7: 
Programme 
management  

 

Programme Specifications/Handbooks 
Module Specifications/Handbooks 
Minutes/agendas/terms of reference to relevant meetings/forums  
Quality monitoring/assurance processes 
Staffing details and staffing resources 
School/Education Provider governance structures 
Other accreditation/validation documents (e.g., from other 
professional bodies) 
Programme annual evaluations/course monitoring reports 
Teaching Excellence Framework/Education Provider 
achievements  
Module leaders meetings/programme meetings   
Clinical educator/assessor/mentor guides 
Learner consultations/forums and/or engagement policies  
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Appendix One: Accessing Secure SharePoint 
Folder 

1. Invitation 

 

 

You will receive an email inviting you to a secure shared folder within SharePoint. 

 

2. Open the invitation  

Clicking into the email and click on the “Open” button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Verification  

You will be asked to verify your e-mail by requesting a 
verification code. Click on “Send Code” and then return to 
your inbox. 

 

You will receive an email with the verification code. Copy 
or make a note of this code and return to the verification 
screen. 

Input the verification code and click “Verify” 
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4. Access 

Once verified you will then be given access to the SharePoint site where you can upload 
your evidence. 
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Appendix Two: Adding Evidence to SharePoint 

1. Uploading Documents 

To upload documents, images or other files click on the upload button. 

 

Select “Files” 

 

 

Search for your file. Note that the file will need to be 
stored somewhere on the computer you are working on to 
upload the file. You cannot directly upload from email or 
the web. 

 

 

 

 

 

 

Select the file you wish to upload and click “Open”. 

project documents and find previous reports.  

 

2. Drag and Drop documents into SharePoint 

 

Open the SharePoint site library. 

On your computer select Start  Windows Start button and then type File Explorer.  

 

Navigate to the folder with the documents that you want to upload. 
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Click and hold on the files and drag to the space in the SharePoint library where it says 
drag files here. The library should display "Drop here" when you hover the file over it. 

 

Release click and you should see files in the SharePoint File. 

 

Please note: Drag and drop works best with the new Microsoft Edge or Google Chrome. 
For other browsers, you can use the Upload command as an alternative method. 

 

 

3. Add links to SharePoint 
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In the top left menu, select New, and then select Link.  

 

 

In the Create link to dialog, enter the link. 

 

 

After you enter the link in the Create link to dialog, the File name field appears. In the File 
name field, enter a name for the link, and then select Create. 
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