Srberios

15




GUIDE TO ACCESSING

YOUR SECURE BOX FOLDER

This guide is intended for those who already have a Box account and wish to do one of these
four things:

1. View a document in Box

2. Download a docment in Box

3. Edit a document that is currently stored in Box

4. Upload a document to Box

If you need assistance with setting up a Box account, please click here for that guide.

STEP1

Go to account.box.com/login to login to your Box account.

® English (UK) Box blog l Sign up |

Sign in to your account

Email address

[ Enter your email -] ]

Reset password

G Sign in with Google

STEP2

Once logged in, click on the folder you wish to access (either ‘Discovery Folder’ or ‘MyDocs’)
to open the folder.
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account.box.com/login
https://www.hphsolutions.com.au/wp-content/uploads/2023/04/HPH-Guide-to-Setting-Up-Box-and-2FA.pdf
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ACTION -VIEW ADOCUMENT

If you wish to view a document, but you don’t need to edit it/add information to it, you can
simply click on the document and it will open in Box.

Q  Search files and folders == ®© EBE a .
All Files > Discovery Folder @ @ news
NAME UPDATED 4 SIZe H

B Sample File.docx (V2] Today by 125KB
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Click to open the file in Box ................ :

The file will open for viewing

Sample File.docx :
v2 B8 Discovery Folder - Updated Today by N e Open - Download 2 X
| ®  Activity Add task -
]
This is a sample file.
¥ T 3
It is here as an example only. t i
PESON |
= L= ¥
™ No activity yet

Hover over the preview and use
the controls at the bottom to
- annotate the file.

4
IMPORTANT: Only do the above to VIEW a e
2 @mention users to notify them,

file. If you wish to edit/make changes to a -
file, see instructions on the next page.
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ACTION - DOWNLOAD ADOCUMENT

If you wish to download a document so you can keep a copy of it on your computer, follow

the instructions below.

Click these three dots

)
.
. -
Q  Search files and folders == 0 o u ‘ .
:
.
All files AllFiles » Discovery Folder : e @@ New +
N
Recents :
NAME UPDATED + : m H n
Synced :
Sample File.docx [VZ] Today by e e 2 4 0O
st Canvas
" Notes [+] Qpen with... »
» sien €D £ Upload new version
0 Download <@hecccccccccccs
< ownloa < :
.
T Bin .
* Collections >
B Move or copy
i sign (New H] N
Lock 1 ’
e Select ‘Download
= Properties >
* More actions »
9 Integrations >
12.5 KB of 10.0 GB used [7]
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ACTION - EDITADOCUMENT

If you wish to edit a document and then upload that edited document to your Box folder,
please follow these instructions:

1. Download the document from the Box folder to your computer using the
instructions on the previous page of this guide.

NOTE: If you try fo open the document in Box and edit i, Box will not allow this.

2. Edit the document

3. Save the document as ‘Filename V2. So, for example, if the original filename was

‘Sample File.docx’ when you save the new version, you should save it as
‘Sample File V2.docx’

Original file downloaded to your computer

v
.

Edited filesavgdasV2

4. To upload the edited document to your Box folder, please follow the instructions

on the next page.
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ACTION - UPLOAD ADOCUMENTTO BOX

If you wish to upload a document to your Box folder, please follow these instructions:
1. Login to Box (if not logged in already)
2. Go to the folder where you wish to upload your document(s)
3. Then..
OPTION 1

You can drag and drop the documents from your computer desktop directly on to

the Box folder screen
OPTION 2

You can click the three little dots and then select ‘File Upload’
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Q. Search files and folders wz- ©_EH a @

All Files > Discovery Folder e @@ New +

UPDATED M File upload <

Folder upload

Folder
Box Canvas
& Box Note
7 Box Note from template
@  Bookmark
™ Word document
PowerPoint presentation
Excel spreadsheet

Google Dacs

Drop files on this page to upload them into this folder.

Google Slides

Google Sheets




