
The End User's Guide to Manual Migration

Should It Be Moved?
Moving documents takes time, but so does recreating them 
if you didn’t move them.  We may want to move everything, 
but this reduces findability due to redundant, outdated, and 
trivial content. The goal is to find a balance between moving 
too little and recreating a few things, and moving too much 
and hurting findability.

How do I calculate the cost to rework the document?
A good rule of thumb is that if you start from scratch, it will take you half the time 
to recreate something that you’ve already created. However, if you’re drawing 
from components that exist elsewhere, the recreation time may be significantly 
lower. If you’re not sure, use half the time it took to create it.

What is an Intranet?
An Intranet is a portal for the organization to seek and find 
information including news and announcements, to policies 
and procedures. Intranets are a communication vehicle for 
a small set of people to communicate to a much broader 
audience.

What is Collaboration?
Collaboration is working together towards a purpose.  
Collaboration spaces are those shared by teams and groups 
trying to get something done. Typically, everyone in the 
group is a contributor to the goals of the group.

Will I need it?
If you don’t feel comfortable guessing the probability that 
you’ll reuse a document, use the following table to convert 
a feeling into a number.

Manual migration can be accomplished by ‘lifting and shifting’ all the content to the new platform as it is, without transformation, 
or by identifying what content needs to be migrated and what doesn’t.
 
The ‘lift and shift’ method is great in its simplicity: everything on the old system ends up on the new system. However, if 
findability was a problem with the old system, findability will continue to be a problem with the new system. To help make your 
new system easier to navigate, carefully consider your migration and ask yourself the right questions.

Where does it go?

Time to Move
It may take only a minute to move a document, but that time 
adds up. If copying each document by hand takes one 
minute, moving 60 files might take an hour. It might be 
quicker to recreate one of the documents rather than move 
the entire set.
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Finding the Right Container
Finding where your files go is an iterative process which walks down the container hierarchy until you find a container that makes 
sense. Once you know whether you’re starting in an Intranet or a collaboration space, you have to find (or create) the most 
specific container for the items.

How to Migrate Manually
Techniques for Manual Migration of Documents 
There are three basic ways to do a manual migration:

1- File Upload – Files can be uploaded to SharePoint 
individually or with multiple file select by dragging and 
dropping to the browser window; however, this doesn’t 
support folders.

2- Windows Explorer – SharePoint document libraries can be 
opened in Windows Explorer as if they were local folders or 
network shares. Files can be dragged into the document 
libraries. This requires waiting on the files to upload before 
shutting down your computer or moving on.

3- File Synchronization – SharePoint supports file 
synchronization through OneDrive for Business. You establish 
synchronization locally, then drag all the files and folders you 
want into the directory. OneDrive for Business will upload the 
files in the background.

Limitations of a Manual Migration of Documents 
There are some key limitations to manual migrations:

1- The Updated Date/Time are the time of the move. It’s 
not possible to override this when you manually migrate files.

2- Previous versions are not migrated. If retaining version 
history is important, manual migrations won’t work.

3- Metadata isn’t migrated. When you manually migrate 
documents, the document metadata isn’t migrated with it 
(unless you have a very specific and unusual setup).

What is a Container?
A container is something that you put other things in.  In SharePoint, containers are site collections, subsites, libraries, and 
folders.  Site collections and subsites can contain other subsites and libraries.  Libraries and folders can contain files and 
folders.  Because it’s an iterative process, you might have to try multiple containers before you find one that works best.
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