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

Emai | | Passwora Login
™ Rememberme

%r Dropbox

Watch a Video

© Download Dropbox

Dropbox is FREE to use. If you find you are using more space than the free application
allows, it is inexpensive to upgrade your account. | recommend clients use this application
because it helps us stay organized. You can access your files from any computer simply by

logging into the Dropbox website.

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

This is the Dropbox icon on my desktop.

This next screen shot is of how to drag and drop folders.

My Dropbox folder on my
PEESNES  omputer —

B « MyDocuments » My Dropbox »

Dropb

| » Libraries » Documents »

: File Edit View Tools Help

Organize » (5 Open  Sharewith v  E-mal  Bum » 8 ~

i Favorites Docu... B
P Desktop

Download
% Downlaads || 2010-03-28 Matt Maupin for SB College

ii Dropb i
ii Dropbox | Corel DVD MovieFactory

% Recent Places
|| Creative Memories

g archive
9 Libraries

|| Documents
& Music

] Pictures

8 videos

| Digsby Logs
|| Decuments
DOCUMENTS to BACKUP |
. Downloads
. EndNote

e-Sword
18 Computer

Fax
&L, Tno3426WoD (C:)

. index_files
1 Intuit
€ Network
Ji imcWire
| microsoft
25 My Data Sources
i My Dropbex
< i
DOCUMENTS to BACKUP Date modified: 9/3/2010 3:23 AM
File folder

available.

Edit View Tools
~| @v  Highight

Organize *  Includein library +

1 Favorites
P Deskiop
18 Downloads
J¢ Dropbox

Recent Places

= Libraries
|% Documents
&' Music
i) Pictures

% Computer
&, Tno3426woD (C)

€l Network

}@ 11 items

Share with v »

Name

[

ok ForVa

o Label Templates
o My Documents
&/ My RoboForm Dats
¥ Photos

¥ Public

b

(4 VBA Team Folder
&y DropBox 0.7x
T Getting Started

DROP
once youve dropped
the folder it will
instantly appear here

I ) @

2:08 PM
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SIGN IN
Sign in at http://www.dropbox.com or click on link in new member email.

m
3
w

[T Remember me

Once you have signed in you will be taken to this page:

p < yourerRilgwhateverom Account Upgrsde  Logout P
+¢ Dropbox

1 Back to home

m

Invite your friends to Dropbox!

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

1. Share this link on Facebook or Twitter 2. Invite by email

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

Retrisve your contacts

or invite email addresses:

£
J

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.

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

it fwwew dropbos ooy referrsls NTRIMUOMDY S

79 characters remaining

'i Share on Facebook Tweet on Twitter

(or)
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SHARE THROUGH EMAIL
Enter individual email addresses.

2. Invite by email

Invite your contacts (Gmail, AOL, Hotmail, Yahoo, etc.)

Your Emiail | |

Email Pezzword | |

Retrieve your contacts

or invite email addresses:

,
!
==

VIEW ACCOUNT
To view your account, click on the ‘Account’ link at the top right side of the page.

yvourermailgwhatevercom I“‘r - [ Upgrace  logout

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

1. Account Info 2. Account Settings 3. My Computers 4. Referral Status

youremall@whatevercom I &

Upgrade  Logout it

%+ Dropbox

) Back to home

il Account Info & Account Settings & My Computers & Referral Status

Account Overview

i

Dropbox Pro 50 @ied mertry)

. 17.3% used (8868 of 51 25G8)

Wl reguzrfies (1468) [ shereafies 7468 [ unusea space 4246

Silinglnformation ] Show Transaction History

Account Extras

T “pacirst” wrimited unds history (wharts= this?) 2 Remove
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ACCOUNT INFO

Account info shows you how much space you have used, how much space

how much unused space you have.

is sharing, and

% Dropbox

‘-" ills Account Info #" Account Settings ) My Computers & Referral Status

Account Overview

Dropbox Pro 50 (zied monthy)

17.3% used (8,868 of 51.25G8)

Account Extras

T4 “pacirat” urimited unde history (et this?) as

ACCOUNT SETTINGS

yourermail@whatever.com I # bezou

3 Back to home

I

Account settings are where you can choose your personal settings. These are the settings that

| am using.

%+ Dropbox

il Account Info ¥ Account Settings 5 My Computers 84 Referral Status

User Info Password Reset

Emai tholscher@rhondzsvinusioffice.com ichinge)

Account Preferences Email Preferences

Email me:

[ we

yourerail@whatevercom ' & secoun

1 Back to home

Forgat password?

m




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.

vouremsil@whatevercom ' Ao Vprde: togout i
<
%+ Dropbox

¥ Back to home

il Account Info # Account Settings ®3 My Computers & Referral Status

My Computers

‘These are the computers and device: curenty finked 1o your Drogoo::

i

Camputer
& mo
& camrc

Adtions

8 urir

REFERRAL STATUS
This page shows you who you have referred to Dropbox and who has decided to use it.

youremail@whatever.com " .

%+ Dropbox

1 Ea
i Accound Infe & Arcount Settings B My Computen OB Refemal Satus
Referrals
Step 1 Step 2 Step 3
E wvrtond - fertates pavs & Joised - Vi Prasd Complrtes . Trey ) L
Erail RLTU
-~ P This shews yeu
T Fordent Ihlirsd‘us. fr
= confidentisity | have e they have
5 bhecked oot this Info. . scoepted you
o But Ehis b whene you will compleied
B e the emaile of i . et b thaie
& the people you have ermals
5 Invited te Dropbos. . .
5 tar s v et 350 e 18 Gl s B S3H 1S 3 o et
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HOME (Back to Home)

Now click on

and this brings you to a page with 5 tabs:

| Getting Started | Files | Events | Sharing | Help
GETTING STARTED
This page walks you through the steps to using Dropbox. You can do these 6 things on this
page.
1. Take the Dropbox tour
2. Install Dropbox on your computer
3. Put files in your Dropbox folder
4. Install Dropbox on other computers you use
5. Share a folder with friends or colleagues
6. Invite some friends to join Dropbox
%« Dropbox
ﬂ:
FILES
From this page you will see 5 more tabs:
Upload
New Folder

Share a Folder
Show deleted folders
More actions

ik wh o=
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youremail@whateverzom & Hopmt W g logout =
‘ D pbox This brings you to the 'Files' b
& Get Started Files ) Events ;p Sharing i Help
%% My Dropbox
4 Ugioas | [ Newtoider | [ Sharestomer | [ Showdsireafies | Norezcors ¥
Name Size Modified
I‘; ' =
1A Forva
4] Label Temiates
il M Documeis | have blocked out sorre folders for client
S confidentiality, but this is whene your folders
|22l My Roboform Datz are that you have uploaded to Dropbox.
= Photos
433458 08/28/10 343PM
/- Getting Started pof 124.75K8 08/03/10 239PM
oo Logaut o
£ Get Started Files | (@ Events | g8 Sharing | & Help
For client
E“"“‘::”“E”;Y ! . Show Events For Recent Events in "My Dropbox lmot|  Ocwbert42010 ¥
ave blocked ou
sorme files, but this
is where you willl 2 e
see a history of . i
kb dene 2 Youbecame 2 Dropbox Guru and eamed 250ME of bonus space! 56 minsago. L
Sy o I 0 Yourouotswasineressed 1 51 25681 56 mins ago 1
you add, delete, i
or edit afile it is
shown here-and If A L L — T
afriend or . -
A & I i i 1
e e e, L I T e
deletes, or edits =, ] T
folders/files it is =
shown here as = —’ Zhrsago
well. [5 vBA Team Folder
4hrsage
% Youmoved RVO DA dotz 4hrzago
# You moved RVO W-S.pof 4hrzage
& to this feed. Events per page: -lﬂ v-
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SHARING

This page is where | recommend you share your files. 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.

%+ Dropbox

Get Started

3 Shared Folders

For dient confidentiality
| have blocked out
folders and narmes.

Name

This is where the
file/folder name would
be.

Who you are sharin
Folder with s lised.

A VBATeam Folder

==
=

)

)
_ N

i

—
—
o
—

|

youremail@whatever.com

Files || (& Events

4 Sharing

@ Help

' Anfoiders

Click on 'Options' to

e share this folden.

If you want to share a
sub-folder then dlick on
actual folder and
then click on the
sub-folder for sharing.

110 o
107011 o
it Options
it Ot
8/10 Options
8/10 Options
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HELP

You will find FAQ’s here and other helpful items for you to use.

%= Drophox

yeouremail@whatever.com

© Get Started Files ) Events

| start typing here
of head to one of these Dropbox help destinstions.
Categories
Tour

A lorief tour of the features Dropbox offers

Votebox

Sisggest and wote on new ideas for Dropbox

[: l - W'

Demo Video

A wideo tour of Dropbox

Top Frequently Asked Questions

with other people?

les in my Dropbo?

&° Sharing

a‘.’%

& Help

Forums
Converse with the Dropbox team and other

Dhropibon users

Dropbox Wiki

A resource for more advanced Dropbox users

Submit a Ticket
Contact Dropbox support for questions or

problems

Hess Business Professionals & Associates LLC provides each client with resourceful business
solutions to aid in streamlining day to day business activities. Dropbox is just one web based
business tool we recommend in the early stage of developing a business relationship with

you.
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