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What i1s Box?
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What i1s Box?

Box is an online file storage and
collaboration service that allows you
to securely access and share your files
qguickly and from any device.

Features and Benefits:
« 5TB of storage.

» Access from anywhere you have an
internet connection.

« Large maximum file size of 50 GB.

« Ability to store any file type (docx,
mp4, xiIsx, etc.).

« Sharing and collaboration options.

» Ability to work offline with selected
folders (Box Drive required).
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Navigating the Box Website
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Signing Into Box

To sign into Box, visit https://box.miami.edu using your CanelD and password.

l_j @ English (US) v

Part of University of Miami?

University of Miami uses your network credentials If you are not a part of University of Miami,
to login to Box. Continue to login to Box through continue to log in with your Box.com account.
your network.

Continue Mot a part of University of Miami
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https://box.miami.edu/

Box Home Screen

When you've signed into Box you will see the Box Home screen.

All Files

-
© Recents
-

Feed
=7 Notes (1]
852 Apps
W Trash
My Collections (1]
& Favorites (]

Drag items here for

& quick access

Q  Search Files and Folders

All Files ~

Recent Files

Test File.docx Test File.pdf

Name

All Files

ey

Test Folder

download.jpg

Updated v

Today by Test Office 365 ...

Feb 24, 2021 by Test Offi...

Size

4 Files

0 Files

@ 8 a2 Q@

New -+

Collections

Organize shared and personal
content into your own spaces.

Take a Tour



Sort Folders

Click a column heading to sort Box folders by Name, Updated Date or Size.

Test File.docx Test File.pdf download.jpg
@ All Files Today by Test Office 365 ... 4 Files
‘or
s Test Folder Feb 24, 2021 by Test Offi... O Files

L J INFORMATION
—— TECHNOLOGY




Search For ltems

Search for files or folders using the Search field at the top of the screen.

mx Q test

B AllFiles Q  Search folders for 'test’'
© Recents
Q Search files for 'test'
B Feed
Test File.docx _
-_—' Notes 9 i All Files e Today by Test Office 365 Account
sse Test File.pdf ¥
HH Apps & All Files e Today by Test Office 365 Account I
W Trash Test Folder
All Files e Feb 24, 2021 by Test Office 365 Account
. - (1]
My Collections (4] Test Spreadsheet.xlsx Size = )
@ All Files e Today by Test Office 365 Account
Bl Favorites @ 4 Files
= = Test Folder
as & All Files and Folders e Feb 24, 2021 by Test Office 365 Account
Drag items here for
L

quick access O Files

See all results
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Create New Files or Folders

Click New + to create new files or folders.
© 8B a2 Q

New -+

¢+  File Upload Create a Word Document

4 Folder Upload

Name

Folder

{ |

= Box Note

7  Box Note From Template
mm »  Bookmark Cancel

(]

Word Document
PowerPoint Presentation
Excel Spreadsheet

a Google Docs
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Download Files or Folders

Downloading items will break the connection between the items and the
Box website. You can download a single item or multiple items at once.

% Test Spreadsheet.xlsx is selected - % T 4 & &£ m
Name Updated Size > Details
Test Folder Feb 24, 2021 by Test Offi... 1 File
Test Spreadsheet.xlsx Today by Test Office 365 ... 10 KB
-
x 3 items are selected - R
Name Updated + Size H
Test Folder Feb 24, 2021 by Test Offi... 1 File
Test Spreadsheet.xlsx Today by Test Office 365 ... 10 KB
3 Selected
Test File.docx Today by Test Office 365 ... 19.2 KB
L J INFORMATION ﬁ Test File.pdf Today by Test Office 365... 6.1 KB
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Upload Files or Folders

To upload a file or folder, click New + and select File Upload or Folder Upload.

Q. Search Files and Folders

All Files > All Files

Name

Test Folder

Test Spreadsheet.xlsx

Test File.docx

& Test File.pdf
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Edit Files or Folders

You can open and edit files in Box if you own the file or have edit permission to
the file.

Test Spreadsheet.xlsx Today by Test Office 365 ... 10 KB Shared Link
Create Link
. 3 ] File Request
Vz LR ’j
Test File.docx Today by Test Office 365 ... 19 4 Share @ Create Link
Open with... » E Microsoft Word
a Test File.pdf
2) Share 5 Word Online
£t Upload New Version B Google Docs
i Download
T Trash
[ Collections »

Bl Move or Copy

G’ Classify
Lock
Y Start a workflow
= Properties »
l J INFORMATIC s++  More Actions >
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Sharing Files and Folders

Select or hover of the desired items and click Share to view Box's sharing

options.
All Files > All Files v @ @] New +
Name Updated « Size am > Sharing Details
Test Folder Feb 24, 2021 by Test Offi... 1 File e Collaborators
Invite People
Test Spreadsheet.xlsx Today by Test Office 365 ... 10 F | vee & Share d IL_'inII:
e Lin
. . File Request
Test File.docx Today by Test Office 365 ... 19.2 KB @ Create Link
@ Test File.pdf Today by Test Office 365 ... 6.1 KB
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Sharing Files and Folders

Box offers two methods for sharing folders:
1. Invite each person individually
2. Create a shared link that can be shared with multiple people at once

Share ‘Test Spreadsheet.xlsx’

Invite People

|

Invite as Editor «

Share Link

O Create shared link
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Sharing Files and Folders — Invite An Individual

Share ‘Test Spreadsheet.xlsx’

Invite People

@ Derek Cespedes X -

Invite as Editor «

Message (optional)
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Sharing Files and Folders — Modifying Access

To view and modify access to shared items, select the desired item to launch
the Sharing pane.

x Test Folder is selected 08O ¥ @2

Recent Files

Sharing Details
Test Office 365 Account
Owner
Derek Cespedes
- Editor
Test File.docx Test File.pdf download.jpg
Shared Link
Create Link
Name Updated + Size am 2 il Request
Create Link
All Files Today by Test Office 365 ... 4 Files
e, o =
:: Test Folder £ Feb 24, 2021 by Test Offi... ~ OFii «.« (2  Share
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Deleting and Restoring Files or Folders

To delete items, select the desired item(s) and select Trash.

Q. Search Files and Folders

x download.jpg is selected

MIAMI L AUULLIN U LN L

@ O

=

=

= ad

Updated + Size

Feb 24, 2021 by Test Offi... 5.2

Open with Preview
Share

Upload New Version

Download
Collections >

. g g
-

2

Share

@ 8 a2 Q@

G D

Details

Access Stats

® Previews 1



Deleting and Restoring Files or Folders

You can manually restore or permanently delete any file or folder in your trash.

f

B AllFiles
© Recents
B Feed
=/ Notes
i Apps
W Trash

My Collections

B Favorites

J

MIAMI
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Q. Search Files and Folders

Trash

Itemns | Deleted ~

Name

E download.jpg

COneDrive_1_5-3-2022

Book.xlsx

My Signed Documents

Updated « Details

Deleted today by Test Office 365 Account  Will be permanently deleted Jun 2, 2022...

Deleted today by Test Office Trash

Deleted today by Test Office Itemns | Deleted ~

Name

E download.jpg

OneDrive_1_5-3-2022

Book.xlIsx

My Signed Documents

Deleted today by Test Office

Updated «

Deleted todav by Test Office 365...

Restore

Delete

Deleted today by Test Office 365...

Deleted today by Test Office 365...

@ B a2 Q

Restore All Delete All

Details

Will be permanently deleted Ju
Will be permanently deleted Ju
Will be permanently deleted Ju

Will be permanently deleted Ju
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Installing Box Drive

Installing Box Drive is simple.
1. Simply click your initials in the upper right corner and click App Center.
2. Search for Box Drive.
3. Click Add and download the correct version for your computer.

9 a ..ﬁ @ mx [Q drive| ] Q) dive @ H a
Stivraanys

) - Box Dri
View Profile B AllFiles rive

Bcee Drive gives you full access to all of your files on Box, streaming t...

" i Recents
Account Settings 9 * ExpanDrive
Access Bax J ¥
Collaborators & Synced
a HybridiMount {Cof8ect to Cloud Drive)
Updates = Feed HybridMount will use a user drive data to help users manage their da...
App Center =/ Motes [+ CData Software - Drivers for Box.com
exicin
Standards-based drivers for connecting to live Box.com data. a
Help 51 Apps
eXo Cloud Drive
Terms i Trash eXo Cloud Drive is an extension for eXo Platform that zllows to sync

b1
Privacy Policy

M"I collectons '
Acknowledgements

I_n Favorites ﬁ Boost productivity and team collaboration via ﬁ B OX DOW n I o a d S

streamlined access to Box content

@ loeOut Apps for secure file sharing and
collaboration from anywhere
l_j INFORMATION & Download Box Drive for Mac
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Installing Box Drive

Once installed, sign in using your UM email and log in with SSO.

a Login to Box Drive - X a Login to Box Drive - x

UNIVERSITY
OF MTAMI

Sign In to Your Account

Sign in with your University of Miami credentials (either

primary email address or CanelD):
Email Address

Password
Reset Password

Next

Forgot your CanelD or password?

Visit the CanelD Self-Service webpage to manage and/or
recover your CanelD or password: caneidhelp.miami.edu

For technical support, contact the UMIT Service Desk at (305)
284-6565 or help@miami.edu.

L J INFORMATION
on. TECHNOLOGY




Search and Box Drive

The tour will explain most functions when using Box Drive. Clicking on the Box

icon in the system tray will bring up the ability to search through your files in the
cloud.

aWElmmetn Box Drive! = Q Search Box - Ctrl+5h|ft—A|t—B
Welcome to Box Drive! o

Box keeps all your files and folders in the cloud so you can access and
share them with ease, on any device

B= Breaking news -~ 71 4w 111‘:1;]; Eﬁ
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Box Drive and Windows Explorer

8 !B
Home Share
« v A a » Box

v o Quick access
B Desktop
& Downloads
% Documents ’
w Pictures
D Music
B Videos

@ OneDrive - Personal
% University of Miami
Bl This PC

g Network
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View

ame

Box Reports
My Box Notes
test

7 test

Box Drive will allow you to work
natively in windows explorer like the
files existed locally on your desktop.

Managing detailed sharing will still
have to be done in the cloud at
box.miami.edu.



Best Practices
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Best Practices

Use a clear and easy-
to-identify naming
convention when

creating folders

Review sharing
permissions periodically
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Only give access to the
folders a person needs

Avoid downloading files
or setting files for offline
use

Grant the lowest
permissions necessary

Consider using a
Departmental Box
Account for Department
or Team files




Any Questions?

@) INFORMATION

i~ TECHNOLOGY



Support Resources

UM Box Login
https://box.miami.edu

UMIT’s Box Service Page
https://www.it.miami.edu/a-z-listing/box/

Box FAQS

https://www.it. miami.edu/wda/itt FAQ Box.pdf o
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https://box.miami.edu/
https://www.it.miami.edu/a-z-listing/box/
https://https/www.it.miami.edu/wda/it/FAQ_Box.pdf
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Next Steps

-
Visit Our Tech Talk Page
TEEH THAT WURKS FDR U You can see today’s presentation and past Tech Talks at

A TECH TALK SERIES HIGHLIGHTING
PRODUCTIVITY TOOLS AVAILABLE AT UM it miami.edu/techtalk

Our Next Tech Talk

eeeeee — Introduction to Microsoft Bookings
S ‘ o Thursday, June 23, 2022

=l Microsoft Teams Live Event
g 2PM-3PM
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it.miami.edu/techtalk

Feedback Survey

Give Us Feedback

Fill out our survey and let us know
how we're doing

Scan the QR code to the right
using your phone’s camera

https://bit.ly/3Md9h3S

J INFORMATION
TECHNOLOGY



mailto:https://bit.ly/3Md9h3S

Get In Touch With Us

Get In Touch With Us

it. miami.edu/techtalk

>4 techtalk@miami.edu
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