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How to guide: Uploading and sharing files on Dropbox

1) Create a Dropbox account for free at www.dropbox.com. A Dropbox guide is available
here

2) Login to Dropbox
3) Click on ‘My files’ on the left-hand side of the page.

Browse, preview,

Click 'My files' on the

Files left hand side X

My files

Sharing

Name

1. CCPU
File requests

Deleted files
2.0DU

4) Click on ‘New folder’ on the right-hand side of the page.

Click 'Mew folder' on
left side Create new file

+2] Upload files

+] Upload folder

[z] New shared folder

[ New folder

<& Show deleted files
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http://www.dropbox.com/
https://www.dropbox.com/help/account/create-account

5) Name folder using prescribed naming convention

Create new folder

1. Name folder using naming convention
Name this folder

20190103 JONES EMERGENCY DVT

Who can access

2. Select 'Only you'

o Only you
Only you can access this folder

Specific people
Choose who to share this folder with

3. Click ‘Create’

6) You have now created your folder

Dropbox > 20190301 JONES EMER...CY DVT

This folder is empty
Drag and drop files onto this window to upload.

7) Click ‘Upload files’ on left-hand side of page

Q Search At

Share folder

Only you have access

+2] Upload files

+1 Upload folder

Click 'Upload files'

[ New folder
|'_'|" Create new file

<& Show deleted files
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8) Select your files. Click open.

-

Mame Date modified Type Size

20190301 JONES EMERGENCY DVT 21-Feb-193:42PM  Adobe Acrobat D... 242 KB
[3°] 20190201 JONES EMERGENCY DVT 25-Feb-1911:08 AM  Microsoft PowerP... - 1) Select files

2. Click "Open’

w

20190301 JOMES EMERGENCY DVT - | iles “
Open Cancel
9) Your files have now uploaded.
Dropbox » 20190301 JONES EMER..CY DVT
Name ¢ Modified «
20190301 JONES EMERGENCY DV T.pdf 23 secs ago
. 20190301 JONES EMERGENCY DVT.pptx 22 secs ago

10) Click ‘Share folder’ from left-hand side.

Click 'Share folder'

I Share folder

Only you have access

47 Upload files
£+ Upload folder
[0 New folder
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11) Click ‘create link’

20190301 JONES EMERGENCY DVT & X

| L Can edit =

Click "Create a link'

& No link created yet Create a link

12) Click ‘Copy link’ and paste into email.

20190301 JONES EMERGENCY DVT o X

To: Can edit ~

1. Click copy Link
2. Paste into email to
education@asum.com.au

& Anyone with the link can view this folder Link settings

Page 4 of 4

Australasian Society for Ultrasound in Medicine
P (61 2) 9438 2078 F (61 2) 9438 3686 E asum@asum.com.au W www.asum.com.au
ACN 001 679 161 ABN 64 001 679 161



