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End User Instructions for Uploading a File in BOX

1. Permit applicant receives an invitation via email to upload the file
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Figure 1 - Applicant receives invite via email

2. Permit applicant clicks the Accept Invite Button
If already registered with the Building Request BOX account, the user will see
instead of “Accept Invite” (see Figure 2). In this case, the user logs in with the email and the
password previously created.
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Building Request has invited you to collaborate on Box Yaho

Building Request <noreply@box.com> = Wed, Mar. 25 at 3:18 pm
To: marchaila@yahoo.ca

box

Building Request has invited you to collaborate on a folder:

"I'd like to share my files with you on Box." — Building Request

TestFolderForMarc
Collaborated Folder

Get to view this on mobile

Figure 2 - Content of the email invitation



Town of Oakville

€

OAKVILLE

3. If not already registered, permit applicant must create an account using their email

» Upon registration and login, the user gains access to the dedicated folder

bdx & English (US) ¥, +1650329 1210

Create Your Account

Building Request has invited you to collaborate on "TestFolderForMarc"

Signup for a Box account to accept invite You're invited to collaborate on:
Eull Name
Full Name ? TestFolderForMarc
an Shared by Building Request

Email Address

marcbaila@yahoo.ca

Password

Password

Confirm Password

Confirm Password

Phone NMumber (optional)
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Terms of Service and consent to the storing and processing of your
personal data as described in our Privacy Policy.

Figure 3 - First time users must register with the respective BOX account

“TestFolderForMarc” where the file must be uploaded
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Marc Baila
Editor

Share this Folder

There are no items in this folder.

Drag files and folders here to upload, or click here to browse
files from your computer.

Figure 4 - Upload file in BOX

4. Upload the file
» Click the “Upload” button and select “File” (see Figure 4 above).
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> Select the file from disk, and click “Open”.
@ Open
« v P « (C:) Local Disk » Projects » Training » v O Search Training L
Organize « New folder =~ [H o
[ This PC " Name Type Size
_J 3D Objects Pics File folder
I Desktop %] Accessing AIMS — Route 1.pdf PDF 5,225 KB
< Documents
‘ Downloads
J’ Music
One_Drive_MB
(=] Pictures
B Videos
‘2 (C:) Local Disk
File name: | Accessing AIMS - Route 1.pdf ~ | All Files (*.%) ~
=

Figure 5 - Select file to upload from disk

> After upload completes successfully the BOX folder looks like below:
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Figure 6 - BOX folder viewv after uploading the file

When finished with BOX log out
> Select username from the upper right hand corner
> Select “Log Out”
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Figure 7 - Log Out
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