Dropbox

1. What is Dropbox? &

Dropbox is a website www.dropbox.com g Dropbox
which enables you to store your files in '

a central location so that you can access them from any
computer. You have control over which files you store and
they are only accessed by means of a password so there is no
question of others having access to them without your
permission. The files online are automatically updated if you
change them, so they are synced to your computer.
Essentially these files are an online backup and
this allows you to dispense with emailing files or
transferring them by means of USB sticks yand
the like.

©wikipedia ©turnbull-solutions.com

1.1 How Dropbox works

1. Dropbox is like a big backup store held in a central
location where you can put files you wish to remotely
access, or allow others to have access without giving them
access to your whole computer. Each computer involved
needs to have Dropbox installed.

1.2 Installing Dropbox s Dropbox
1. This is done by first downloading Dropbox
from www.dropbox.com by left-clicking on
Download Dropbox and then following the

instructions to install it.

Watch a Video

PTO
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http://www.dropbox.com/

2. You will be asked whether you EsEiitatian E
wish to Run or Save the file. i st

Mame Deepbar 07110 &=

Left-click on Save and choose a [ o aicizan

. I f I . . Frome  cdn.dropbos. com
suitable folder to save it in. T T

- Swhile Hles from Ehe Inlemel can be usehul, Ihe hls bype can
ﬁl patantialy haim your compuber [Fpou do ral biust the sounce, da rot
“- i ar save this sofbware. What's the ngk?

3. Once it has been saved you can ez
then Run it by right-clicking on oo esmanttorun tis fie2

File -

the file and left-clicking on C i e
Open and then left clicking on i e U
Run.

¥ baays sxk bedors operirg this e

witele fl=s from the Internal can be useful, the fils ype can
palentialle harm poun compuben. Dnly iwn soflwae fom publishers
ou st bhat's the gk

4. This brings up a D Db Set Sl
Welcome screen to install |
Dropbox. gl
Left-click on Install and |t[/
proceeds to do this. ‘

Welcome to Dropbox Setup

This wizard wil instell Drepbax an your computer,

Click Instal bo continwe,
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1.3 Setting up Dropbox

1. Open Dropbox by left-clicking on the Dropbox icon

ri Cir u biox

either in Programs

=% r_L ...

k¥ Diopbox

PO - ORI S

or on your Desktop if you've put the icon .:-there.

2. When you first use Dropbox you will
be asked to open an account. Follow

the instructions on the Welcome
screen. You have to fill in your
details, choose a Password and
agree the Terms of Service before
continuing.

3. Then you are offered a selection of
box storage sizes with the default

being the Free version at 2GB which |

we will assume you want! Left-click
on Next and you will be presented
with the Dropbox Set Up screen.

4. The Dropbox Set Up screen shows
a folder called My Dropbox under
My Documents. This is where you
put any files that you wish to make

available on any other computer and

on the web. On the Set Up screen
left-click on Next again and you will
be taken on a tour of what Dropbox
is all about.

‘Welcome to Dropbox, Yolunteer!
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irctantly ba wedishis o ane af wour at

her camputers, snd tha b,

8 g Dicuments EIEE
Fie EM view Foviales  Took  Hep i
L Btk Search Pobder
3 | L] My Conurents « ] e
g\:::" Vi Cangbae h.- Vi P

& Ll
_."' Vi Pchires
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e
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5. The second screen shows what you
might see if you login to Dropbox
from another computer and view
your My Dropbox.

6. The third screen shows by means
of a large blue moving arrow where
the Dropbox Tray icon “uis found on
the taskbar. Left-clicking on this
icon gives access to your Dropbox.

7. You can then set up folders to
give access to individuals or
generally.

Access your files from anywhere using dropbox com

¥ s nesad To 50 0ess wour fles feom sameane sBe's COMEuTer, Siply kgin 10

ka7 R 00010, VIO 2 A WA, foeamlon 30 usload pour Al securedy Tram iy
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!{n:i - - i@: "2' T T —
¥ My Dropbox
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The Dropbox Tray lcon

A blus srraw ani paue reraen cheaar tha lzestizn of E2a Drepbas trepdeen. Che b the
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Share folders with people you know
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8. The final screen completes the

That’s it

Setup so that you can then access | iz et i

falderwil 1yne ko ather canputere with Draphes irctallad Sinp b drag and drap
morn filar inko tha Dropbax feidar snd thay wil one inmedisk by and gak oofaky
Dro P box. [
L]

If yoald ea 122 laam reara, taka n taur of Draphce an aurwabckn

[#] A u sheorteut ta Dropbas on mo Dezktap
By dafuult, yaur Drephex: feidar ir icestad inzid e waur Wiy Dacurarnks Falder.

Dlwlnl ko zhacze whara ta put mrw Deep ks foidar

9. You will find that the My
Dropbox folders now appear | = "~ =
in My Documents. g o

|3 My Draphias 18
& e [

) Py By
(Y Py P

# ) My Virleen

WO Wy Coanger

& S5 1y Pastrvee k. Flacas
! Rasds B

10. Any time you want to access this, just left- Criche o o ke N
. . rras aunch Dropbos: Website
click on the icon %in the taskbar and then ecently Changed Fies >

left-click on "Open Dropbox Folder”.

Help »
et More Space
Preferences., ., i

Exit o : 553 a
11. You will see that there is a document
Getting Started.pdf in the Dropbox Folder &
which describes in detail what Dropbox is @ ™=
all about. Open this and have a read of it
before going further in this document.

PTO
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1.4 Other Dropbox facilities B g
1. If, when you left-click on the icon&in the Recentl ChangeMEles >
taskbar, instead of opening Dropbox you left-  © o208 wed

click on “Launch Dropbox Website” your web "= #ee

browser will open it and if you left-click on LA ’
the Get Started tab [
¢ Dropbox

Gc!l-.ffll:arml:i Filas ) Eventz || a8 Sharing & Help

you will be given options of

e Taking the Dropbox tour,

e Installing Dropbox on your computer,

e Putting files in your Dropbox Folder,

e Installing Dropbox on other computers you use,

e Sharing a folder with friends or colleagues, and
e Inviting some friends to join Dropbox.

2. Taking the Dropbox tour allows you to see how Dropbox
works in more detail. It covers File syncing, File sharing,
Online backup, Undo and Undelete, and What Dropbox
replaces. Try it and see!

3. Installing Dropbox on your computer is what is described in
para 1.2 above.

4. Putting files in your Dropbox Folder means that others can
have access to them. Just drag the files into the Dropbox
Folder. You may wish to have specific folders within the
Dropbox Folder for specific people or specific projects where
you can let the right people know the appropriate links.
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5. Installing Dropbox on other computers you use allows you
to share files between all your and your friends' computers
(and mobile phone if it is capable).

6. Sharing a folder with friends or colleagues allows all of
them access to all the files within that folder.

7. Inviting some friends to join Dropbox means that they can
have access to files of yours which you would like to share
with them.

When you have completed each of these the website shows
this by scoring through the headings and adding complete!
against them.

8. Instead of Opening the B e
Dropbox Folder or Launching Recentl Changed Fies _»
the Dropbox Website you e 0/17% of 21068 used
can look at Recently o ele e || T o
Changed Files. Lo ;
Recently Changecl FlIeS are |_[ Preferences...

— E xit

accessed by left-clicking on
that option and then on the required file from the list shown.
The folder in My Dropbox with the file in it will be displayed
in an Explorer window from where you can open it.

PTO
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2. Using Dropbox

1. Open the Dropbox website by left-clicking on _ een bropbox Fader

the Dropbox icon %in the taskbar and then SRR
on Launch Dropbox Website. [01% of 2,068 used

Allfiles up todate

Help
Get More Space
Freferences...

E wit

2.1 Sharing files

1. If you want to share a file to let other people have access

to it left-click on Files

%= Dropbox

= Get Started Files i) Events ¢ Sharing

%2 My Dropbox

and then on Upload.

& J},:I- o Hew Telder Share & fokder # Mere actions W
!

2. To choose where to put the file left-click on the
box next to the required folder to put a tick in
the box.

3. Then you have to choose . upiaa o myoropsox
the files to put into the _
Dropbox Folder. Left-click
on “Choose files”. S -/

Having problems? Try the basic uploader

i Help

£ My Dropbox

1 .
i -] O EN Tekser

Choose= fiies bo upload, then click “Sart upload
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4. A Window appears which allows
you to choose the folder and then| > ...
the file and left-click on Open. i
Here we have chosen the file g
DB1.odt for this document. i

5. Then left-click on “Start 3 Uphond 1o ‘My Dropbox’
upload”. This will put the

chosen file DB1.odt on to
Dropbox and into the |
folder you have selected.  ° ™
Having problems? Try the basic upivader Pm— =
;
6. A screen SNOWS g 1o oo o rkomes =

the progress and
a message is shown when the file has finished uploading.

7. To check that the file is in the correct place left- = oropbox

click on the folder
o —
and it will open to show the file @ oosoxs i PassiTon
(DB1.odt).
b=

8. When you have finished you log out by left- ~ ™" " “&
clicking on Log out. This means that Dropbox
now has your latest file held in its secure store.

PTO
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9. So all you have to do is to make sure Ry m
that the latest file you want to make L~
available is in the Dropbox Folder and
then it can be accessed from any
computer once you have uploaded it.

L.
e

@ Drophbox
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2.2 Accessing files

1. If you are on another computer and want to access your
Dropbox files or if your friend needs to access them then
provided Dropbox is installed on that computer you or they
can.
Left-click on Sharing

% Dropbox

. Get Started Files () Events o F@;ring & Help
' “Sh folder”
2. Left-click on “Share a folder
A Dropbec: shared Tolders let you share or collaborate on @ et of fies. When someone joins & shared foider, the Toider
Shared Folders appears ingide their Dropbox, and synca to thedr computers automatizally. Leamn more

: & Share a folder

3. Then select from the options as required by left-clicking.
Here we assume the folder that you wish to share already
exists so we've chosen "I'd like to share an existing folder”
Then left-click on Next.

- b4
“+ Share a Folder
Dropba ders bed y r col = h m j
red il t il agp Ehe b | Yy Bl
aulomabcaly.
C ordi t [
ﬁkl: ke fo &) |
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4. Expand the folder and choose the file. Then left-click on
Next. |

- K
= Choose Folder to Share

&4 My Dropbox

— ¥ Pasa (T On
= F"l-"r.'-

= [ Pubic

m :xl.:=

5. You can then enter the email address of the person and, if
you want, enter a message as well. Then left-click on “Share
folder”.

4 Share "Pass IT On" with others

Invite collabarators 1o this folder

Ente=r recipien email addressss hers I d
- |

{Optional) $end a personal message with your invitation
Enter a message :J
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2.3 Updating files

1. If you want to update a file in your Dropbox Folder all you
have to do is copy the updated file into your Dropbox Folder
to replace the existing version. Then on the Dropbox website
left-click on Files

%r Dropbox

14 Get Started Files (& Events & Sharing @ Help
b

How's Drophox? %< My Dropbox
J;..-?t_:ﬁ: &3 Needs wiork & Upload | [Zg New folder £ Share a folder i Show dellad files A More actions ¥

Name Size Modified

& TQO
= Protos
=T
#=| Gedting Slarted.pd1 124 TSKB ZTI0EM0 41l

2. Select the folder in which the new version isto  wm
be stored. T

3. Then left-click on Upload =™

4. Then left-click on . x
“Choose files”

PTO
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Select filefs] to upload by www. diopbox. com

5. This opens the window to browse |
Look e | 3 JmnP26_11_10 |

your folders and to choose which n W
one you want to upload. Then left- T Ao

click on Open to upload it.

6. You can Add more files | .oy oropsos x
but once you have
selected all the files you
wish to upload left-click
on “Start upload”. b ot

Choose fies to upload, then cick “Start upload

7. A dialogue appears showing the time remaining to upload.

'&} Uploading fie 1 of 1 (30,3 KBJseac) &% Time Left: 43 sécs

which then shows when it is complete. The new file is now
available for sharing.
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2.4 Syncing files

1. If you want to ensure a file is synced when you have
changed it then
either install the Dropbox desktop application using the
same login on each computer you want to sync with if you
have more then one computer

or if you want to share files with friends all you have to do
is to create a shared folder instead.

2. SO0 now you have it. You can be

synced with your computers and your | g
friends and everyone can see the up to @
date files you want to share. g

B SugarSync
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