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How to Set-up your Box Account

Step 1: Access Box Online

Box link: https://ucdavis.app.box.com/

Select Continue and enter your UC Davis username and passphrase.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Part of UC Davis?

Passphrase:

Need Help?

CONTINUE

Not a part of UC Davis?

Welcome to Box at UC Davis

Box at UC Davis is a cloud-hosted data storage and
collaboration service and tool. Box enables you to store lots
of large files, collaborate with others around the world, and
access your data anywhere on any device

Step 2: Upload files or Create New Files

You can upload your own work files by clicking the upload button and selecting the file or folder to
upload. You can also create new files, notes, folders, etc. using the new button — see below. Box is a great
place to hold your work documents. It acts as a safeguard against potential mishaps, like computer
failures/crashes.

All Files -
+ New | @ |7 o2 4 Favorites

2015 Obesity Conference Poster _A_ Favorite files and folders
@ Updated Jun 23, 2015 by Consuelo Cid %25 L~{ fromthe [=:] menu.

Blogs 2015-2016
& Created Dec 7, 2015 by Consuelo Cid %50 Support

Any shared folders will appear on this dashboard. They are denoted and can be identified by their blue
file icon color.

rr FY17 School Educator Tracking  co-owner
e Updated today by Consuelo Cid 188
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Step 3: Download Box Sync

It is highly encouraged that you use Box Sync. You can continue to access your files online or you can
download all or select files to your computer using Box Sync. These files can be accessed from your
computer files (in File Explorer) directly and are auto-updated to the Box’s cloud.

To get started, locate your name in the upper right hand corner and use the drop down arrow to get Box
Sync.

i & A consueloCid-

Qllbiesh Consuelo Cid
View Profile
+Nw @ 1| tor2 R
£ AccountSettings
2015 Obesity Conference Poster
@ Updated Jun 23, 2015 by Consuelo Cid %25 1  Collaborators
Blogs 2015-2016 ) ) & Apps
@ Created Dec 7, 2015 by Consuelo Cid %50
-1_!—| CAND 2016 Resources  owner W Trash
Updated May 5, 2016 by Consuelo Cid &27
Help
Check-Ins
@ Updated Jun 28, 2016 by Consuelo Cid %38 I GetBox Sync I
FY17 School Educator Tracking  co-owner P Log Out

@it Updated yesterday by Consuelo Cid & 188

Select the Box Sync icon to download. Once downloaded, run the Box Sync Setup application.

Account  Profile  Security Content & Sharing ~ Mofifications  General Apps  Mobile & Sync
Box Sync
Ready to get started with Box Sync?
Download your version now:
)

Need access to the Box Sync M5I
installers?

Download your version now:

MSI Installer for Windows 32 bit

Download here == 5 Box Sync

1. Get Box Sync for Windows
Download the latest version of
Box Sync for Windows now to
start syncing content between
your deskiop and your Box
account

2. Drag and drop folders

Drag folders on your computer
into a folder called "My Box
Files" to sync them with your
Box account online.

Click to run application

12 BoxSyncSetup (2).exe

3. Mark folders to be synced

Log in to your Box account in

any web browser and right click

on a folder to sync it with your

desktop.

© Ablue icon means if's
synced

MS| Installer for Windows 84 bit

* Show all downloads.., X
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cal®fresh

#9 Box Sync Setup — b4

a Box Sync . Agree to the license terms and conditions and hit the
Install button.

CLICK-THROUGH AGREEMENT A

THIS CLICK-THROUGH AGREEMENT (THIS “AGREEMENT") IS BETWEEN BOX
((“BOX") AND YOU. IF YOU ARE ENTERING INTO THIS AGREEMENT ON BEHALF
(OF A COMPANY OR OTHER ENTITY, YOU REPRESENT THAT YOU ARE THE
EMPLOYEE OR AGENT OF SUCH COMPANY (OR OTHER ENTITY) AND YOU
HAVE THE AUTHORITY TO ENTER INTO THIS AGREEMENT ON BEHALF OF

QICU_COMDANY (ND ATUED EMTITVA OV C1ICKIME OM TUE SACCEDTY #8 Box Sync Setup e
[ agree to the license terms and conditions ;
ﬂ Box Sync
Setup Progress
Box wants to make changes to your PC; agree when s Bt
prompted. Setup process will take a few minutes to
complete.
"Cancel

9 Box Sync Sett
M Box Sync

Installation Successfully Completed

Once completed, hit the launch button.

Launch Close

B Box Sync Login

Sign in to Box using you UC Davis email addresg,_When bOX
promoted, sign in through the Central Authentication e
Service (CAS) — see below. » [ = somamoguctais

UCDAVIS |
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Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

pro ot login 1D 2na passphease. Use them only for eampus
wel

uc

tha

Be

wab
SUBMITLNg YOUT PASSPIESE O PErson: n e ]
Help Desk a1 530-754-HELP (4357)
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1\( H:j:‘.

l : :
= : ' Box Sync will scan and then sync to your computer. Set up is
complete once you see the Synced verification.

AN
"u@m

Synced m

i

Step 4: Open File Explorer

A Box Sync folder is now available. This is where all Box files are housed, both shared and your own
files.

"l = | File Explore - a =

Home Share View [2]

4 s » Quick access w | Search Quick access 2

] Box Sync »
i & OneDrive 4

S Frequent folders (10)

Box Sync Desktop OneDrive ~ Documents
ﬁ Consuelo Cid This PC h Desktop @ This PC
o * * * *

Click on either icon (above) to access files.
Don’t see your files?

To download files to your computer, you need to sync them from Box online first (link to Box is found on
page 1 of this document). Follow the steps below to download the shared FY17 Educator Tracking file, as
an example.

Step 5: Locate File to Sync

Once you locate the FY17 School Educator Tracking file, select the ellipsis icon and under Properties
select Sync to Computer.

E FY17 School Educator Tracking  co-owner Shared  [=]
Updated yesterday by Consuelo Cid 188
L Download
Group - Scheduling )
@ | Updated Jul 28, 2015 by Consuelo Cid %28 * Favorite
HLEC E3 Remove Folder
@ Created Jun 4, 2015 by Consuelo Cid 12
12 Sharing
Huron
@ Updated Jun 23, 2015 by Consuelo Cid ®114 1 Properties
:l Nutrition Corners
Updated Jun 8, 2016 by Angelica Perez &1 B More Actions
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Sync folder to computer

When prompted, select Sync Folder. If file is successfully synced
You are about to mark this folder so it will sync to your R R .
deskiop. Do you want to continue? you will see the sync icon in the lower left hand corner.

If you have notinstalled Box Sync, download it

Sync Folder Cancel

School Educator Tracking  co-owner @ A blue icon means it's
Updated yesterday by Consuelo Cid w188 synced

Return to File Explorer; you should now see the FY17 School Educator Tracking file with all contained
folders and files.

a  FY17 School Educator Tracking 6/30/2016 8:41 AM  File folder
o Alisha File folder
o Angelica File falder
& Araceli File folder
& Consuelo File folder
a  Emily File folder
a o Evelyn File folder
a  FY16 (for reference only) File folder
& Kristi File folder
o Maira File folder
a 1 Nancy File folder
@ Nelly File folder
o Nora File folder
& Sandra & Yolanda File folder
o Tacu File folder
o VACANT1 File folder
& VACANT 2 File folder
@ VACANT 3 File folder
a VACANT 4 File folder
& VACANTS f File folder
[ Getting Started with the New Educator Tr..,  6/30/. Microsoft Word D... 38 K8B

You are now ready to access all files directly from your desktop.
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