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DOWNLOAD DROPBOX
In order to use Dropbox you must first go to this link http://dropbox.com to Download Dropbox.

Emad l | ! Dass“orcl ’

™ Rememberme

%+ Dropbox

Watch a Video

&2 Download Dropbox
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WATCH VIDEO
You may watch the video that is on the page first if you choose simply by clicking on the “Watch a Video’ box.

Once you have downloaded Dropbox you will receive an email that will guide you through getting started.
Once you have your account you can sign in or drag and drop folders from your computer documents directly to Dropbox

folder on your desktop.

DRAG AND DROP
Drag and drop folders from your computer to Dropbox

This is the Dropbox icon on my desktop.

4| Page http://RhondasVirtualOffice.com
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This next screen shot is of how to drag and drop folders.

My Docurnents on my My Dropbex folder on my
computer

T | [=IEE=)

File Edit View Tools Help File Edit View Tools Help

Aing ~| @v Highlight e ¥ | _@v  Highlight

Organize v 5 Open Share with E-mail = 3 > 0 @ Organize Include in library Share with «

[ Favorites Docu . Favorites MNarme

: """ Arrange by: Folder ~

Bl Desktop Ml Desktop & [
Download & Downloads s For VA

o LHEEIIEES || 2010-03-28 Matt Maupin for SB College B Droob.

' Drophox i Uropbox @ Label Templates

%] Recent Places - Eorel.DVEIMW'.EFECtOW 5| Recent Places @ My Documents
j reative Memones @ My RoboForm Data
— M= b TR - Libraries #* Photos
= Libraries ) wd L
@ Documents - E'gsm’ Logs @ Documents ¥ Public
. Documents =
o Music . & Music b
] Pictures [\ DOCUMENTS to BACKUP ; [=] Pictures i VBA Team Folder
B2 videos ki Downloads Rlopevien &) DropBox 0.7.x
available. o § -
ju EndNote & Getting Started

J e-Sword r
1% Computer : 18 Computer

. Fax F .
£, Tn03426W0D (C:) ) £, TH03426WO0D (C:) CROP
Ji index files once you've dropped
. Intuit Gh Metwork the folder it will

| instantly appear here

. LimeWire
ﬂ .. microsoft
Ll My Data Sources
nnect to
¢ My Dropbox
<[]
DOCUMENTS to BACKUP Date modified: 9/3/2010 3:23 AM ,@ 11 items

cj MNetwork

File folder

LIICH F rm_| Address inks ¥+ O [ .l () @ 2:08PM
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SIGN IN
Sign in at http://www.dropbox.com or click on link in new member email.

Emai | Pa=zzword

™ Remember me

Once you’ve signed in you will be taken to this page:

wourernail@whatevercom ' & Account Upgrade  Logout

%+ Dropbox

9 Backto home

Invite your friends to Dropbox!

For every friend who joins Dropbox, we'll give you 500 ME and your friend
250 ME of bonus space (up to a limit of 16 GB)!

N\

1. Share this link on Facebook or Twitter 2. Invite by email
ity Pwww_dropbaoscomy‘refierrals NTE3MJUOMDYS Invite your contacts (Gmail, AQL Hotmail, Yahoo, etc.)
Drophbon is 3 double rainbow 3l the way. httpy//db tt/goE30sE E Your Ema

Email Password

Retrieve your contacts

79 characters remaining or invite email addresses:

-

Share on Facebock Tweet on Twitter

==

From this page you can invite your friends or colleagues to download and use Dropbox. If you would like to share the link
through Twitter or Facebook use the link in the box below.

6|Page http://RhondasVirtualOffice.com
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SHARE ON FACEBOOK OR TWITTER
Share this link on Facebook or Twitter and enter personal message in the box below.

1. Share this link on Facebook or Twitter

| hittpe fwww.dropbox.comyreferrats N TEIMJUOMDY S |

Droplbox is 3 double rainbow all the way. hiteofdb tt ' goERQ=E

-

79 characters remaining

Share on Facebook E Tweet on Twitter

SHARE THROUGH EMAIL
Enter individual email addresses.

2. Invite by email

Invite your contacts (Gmail, ACL, Hotmail, Yahoo, etc)

Your Email | |

Emzil Passwaord | |

Retrieve your contacts

or invite email addresses:

-

===
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VIEW ACCOUNT

In order to view your account - click on the ‘Account’ link at the top right side of the page.

yvourermailighwhateveroom l“’ G [ Upgrade  logout

-

This is what your account page looks like. There are 4 tabs at the top:

1. Account Info

2. Account Settings

My Computers 4. Referral Status

8| Page

‘fi Dropbox

[l Account Info L,": Account Settings

Account Overview

Dropbox Pro 50 (8ilzd monthiy)

yourerzil @whateverom # Account [ Upgrade  logout

9 Back to home

- My Computers &8 Referral Status

17.3% wsed (8.8GE of 51 25GE)

[l Reguisr files (LaGE)  [I] Shared files (7.4GB) [ | Unused space (424GE)

3‘2 Change Account Type

Account Extras

B “Packrat” unfimited undo history (what's this?)

| Change Billing Information ] Show Transaction History

£33 Remove

http://RhondasVirtualOffice.com
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ACCOUNT INFO
Account info shows you how much space you have used, how much space you are sharing, and how much unused space you

have.

»

youremailigwhatevercom J"I Account

9| Page

&+ Dropbox

"’"‘ [l Account Info u"—l Account Settings = My Computers a Referral Status

Account Overview

Dropbaox Pro 50 (2izd monthy) \

. Regular files (1.4GE) I:‘ Shared files (7 4GE) |:| Unused space (42 45E)

173% used (B.BGE of S1.25GE)

53 Change Account Type Change Eilling Information _ Show Transaction History

Account Extras

ﬁ “Packrat” unfimited undo history (what's thiz?) $3.59

[ Upgrade  logout

9 Back to home

Remove

http://RhondasVirtualOffice.com
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ACCOUNT SETTINGS
Account settings are where you can choose your personal settings. These are the settings that | am using.

ok rmailgw hateve room | & Account I Upgrade  Llogout

%+ Dropbox

) Back to home

il Account Info .)" Account Settings - My Computers a Referral Status

User Info Password Reset
First name | | |
Last name | | | |
Email rholscher@rhondasvirtualoffice com (change) Confirm password | |
Forgot password
Account Preferences Email Preferences

[ inchude me on eary (buggier) release: Email me:

Show the Getting 51 [ When Dropbox maintenance is scheduled
D Enable file browser keyboard shortouts Comments in share

Enzble R55 feeds When my Dropbao iz slmaost out of space

Dropbox newsletters

Timezone
Dropbaox tips

Automatically

Wy date format

detect timezone (~4.0)

Delete my sccount Change settings Cancel changes
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MY COMPUTERS

On this page you can see which computers you have installed Dropbox on and you can also install other computers to your

Dropbox Account from here.

%+ Dropbox

11| Page

5 nec orade -
yourermail@whatevercom l & Account fUpgrade  logout

A Back to home

s Account Info & Account Settings = My Computers &8 Referral Status
My Computers
These are the computers 2nd devices currently finked to your Dropbox.
‘Computer Last activity Actions
& rvo @ shes B Renzme B8 Uniink
B Calebrc @ 032 B Renzme o Uriink
‘You have 2 Windows computers finked to Dropbox.  Add 3 computer.

http://RhondasVirtualOffice.com
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REFERRAL STATUS
This page shows you who you have referred to Dropbox and who has decided to use it.

youremail@whatever.com " gl e oo

%+ Dropbox

) Back to home

i Account Info &' Account Settings B My Computers 8 Refetral Status
Referrals
Step 1 Step 2 Step 3
Invited - Ivnyton teet o Joleed . Your Wand repatened o Completed . Thay setales Droctos
:. Emai) Staten
8 o derd baed . - This shows you
s OL Cn. - e their status, If
confidentidity | hm R e — they have
5 blocked out this info. rited . accepted you
3 a"; this is where you g will completed
will see the emails of next to their
5 the pecple you have retec N email.
s invited to Dropbox. oAted

56 you vw sarred 168 of e 16 6B mas o 5000 S0ACH DOTE D e reteras

o POre DOCOW 10 O DRaDee

HOME (Back to Home)

Now click on and this brings you to a page with 5 tabs:

Getting Started Files Events Sharing Help

12| Page http://RhondasVirtualOffice.com
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GETTING STARTED
This page walks you through the steps to using Dropbox. You can do these 6 things on this page.

oA wWwh S

Take the Dropbox tour

Install Dropbox on your computer

Put files in your Dropbox folder

Install Dropbox on other computers you use
Share a folder with friends or colleagues
Invite some friends to join Dropbox

%+ Drophbox

L Get Started

Wel to Dropt

youremall@whatever.com & Account Upgrade  Logout

Files © Events & Sharing @ Help

P

(Gasoms |

Complete these steps to become a Dropbox guru!

1 Take the Dropbox tour

2 ) IrstatBrophrocoryotrcomprter complete!
3@ R Bropboxfotd complete!
You've earned 250MB!
You Can now store up to 51 25G8 of stuff in 40 Instalt-Bropbox-onothercomputers youuse complete!
your Dropbox.
Earn even more free space by inviting your y .
. 5 g Shareafotderwith-friendsorcotteaguoes complete!

friends to Dropbox! (] P

6 ) frvitesome-friemdstojoimBrophox complete!

Fallow ws on Twitter

Become 2 fan on Facebook

13| Page
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FILES
From this page you will see 5 more tabs:

Upload New Folder Share a Folder

Show deleted folders  More Actions

yourermailigwhatevercom

& Account [ Upgrade  logout

This btings you to the Files' tab l

3¢ Dropbox ~5

£ My Dropbox

Name
&
.‘:‘ For'VA
Label Templates
|55l My Documents
My RoboForm Data
™ Dhotos

2 pubiic

= ,
A |

A | DropBox 0.7 xzip

/= Getting Started pdf

ﬂ (et Extra Space Free

o Install Dropbox

17%inuse

14| Page http:

& Get Started Files || [ Events

2 Sharing @ Help

- - -~
our Lropoox Ties | ¢ Upload | |°g Mewfolder | [*% Share a folder | [ Show deleted files # Mareactions ¥

Size Modified

| have blocked out some folders for client
confidentiality, but this is where your folders
ate that you have uploaded to Dropbox.

43245K8 0B/28/10 3:43PM

1247568 08/03/10 235PM

//RhondasVirtualOffice.com
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EVENTS
This page is just a history page of what’s been done and by whom.

youremail@whatever.com & Account [ Upgrade  logout

& Get Started Files o) Events &* Sharing & Help

For dient

;onfu::nh:h;y I t Show Events For Recent Events in '"My Dropbox’ Jump to Oictober 04, v

ave blocked ou

some files, but this ¥ My Dropbex - . )

is where you willl - - & 1y 5added 2010-10-04 Sage _ns Faxpaf 24 mins 20

see a history of &=, _' " .

' - L You became 3 Dropbox Guru and esrmed 250MB of bonus space! 56 mins ago

what's been dene = )

and by whern. If - . .

you add, delete = | =9 ‘Your guots was increased to 51 25GE! 56 mins ago

. . =
o4 file it % For VA -

or edit a file it is . L & w fou edted o Lhrago

shown here and if & )

R e s &) R b

B -

deletes, or edits E _' 1 file added and 2 files edited (by you) 2Zhrs ago

feldersffiles it is e |

shol\l.»vn here as B e e 12 files added and 6 files deleted (by you) 2hrz2go

weell. S o
o) You moved RVO Propos: = 4 hrz ago
= You moved RVO NDA.dot: 4hrs ago
s You moved RVO W-9.pdf 4hrs ago
|__._\| Subscribe to this feed. Events perpage: 10

15| Page http://RhondasVirtualOffice.com
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SHARING
This page is where | recommend you share your files from. Just click the options link to the right of the folder you wish to share
and enter the persons email and a personal message and they will be invited to share this folder once you click ok.

NOTE: if you only wish to share a sub-folder of this folder then click on the folder to open it then check the sub-folders
you wish to share and follow the procedures as listed above.

“r Drophox

¥ Get Started Files U Events /% Sharing & Help

2 Shared Folders

& a folc 5 W Allfolders v
For dient confidentiality
Name Modified
‘Fg;‘;ib;:;k::m?:t Click on 'Options' to
) 3 e share this folder.

This Is where the

file/folder name would If you want to share a

sub-folder then click on
q & actual felder and
RAULEIIEIE then click on the

folder with is listed. - sub-folder for sharing.
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HELP
You will FAQ’s here and other helpful items for you to use.

youremail@whatever.com @ Accourt O Upgrade  Logout
5 Get Started "| Files ) Events gi Sharing 4 Help
-1
- _

Bl T | ='_.H Start typing here

™ or head to one of these Dropbox help destinations.

Categories #
Tour Forums
2 Getting Started A brief tour of the features Dropbox offers ‘Comverse with the Dropbox team and other
£ Windows =S
G Mac
D “4 Votebox Dropbox Wiki
D ‘ Suggest and vote on new ideas for Dropbox A rezource for more advanced Dropbox users
' iPhongz
. iPad . -
Demo Video >\/< Submit a Ticket

o A i H A video tour of Dropbox Contact Dropbox support for questions or
252 Blackberry problems
l@ Connectivity
“} Syncing
R Sharing -
(S’ Sharing Top Frequently Asked Questions

Photos

How do I share folders with other people?

]
ﬂ Security and Privacy
b+
-
&

Payments and Eilling 2. How do I link to files in my Dropbox?
Referrals 3. How do I zdd files to my Dropbox?
= Other 4. How secure is Dropbos?
o ‘otebox 5. How do I sync files between computers?

6 How do I undelete files or recover old versions of files?
7. Canlaccess Dropbox on my mobile device?

B How much space does my Dropboix have?

9. What festures are you guys working on?

100 = there any way to get maore space?
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