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Step: 01

Welcomel!

Search Files and Folders Get More Storage
Welcome!

In this Guide, we will learn how to

| @ All Files All Files ~ enable notifications for each login New v
activity from a new device on Box
© Recents
Name Size H. 4
@ Synced e
W Trash demo .. OFiles
=/ Notes
Demo Files 3 Files A
1l Admin Console 7
-
) a CaAmple DotUmentd et 0.8 KB
W Favorites v
a demo.docx h... 10.8 KB
Plan Projects Together
=/ Meeting Agenda.boxnote 1.9 KB s | | Share Use Box Notes to organize

project notes, action items, and

a Job Profile Doc - .docx 60.5 KB deadlines.

Box for Android Intro.mp4 29.7 MB
Try Box Notes
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Step: 02

Click on "profile icon"

Search Files and Folders . . i - o
Click on "profile icon

[ B All Files 77 demo.docx is selected ) Tags & Email & Download B™M E—— ’ m

P Recents
Name Updated Size = Details
@ Synced
{ Trash a demo.docx 10.8 KB vee | Share
" Notes
demo 0 Files
I Admin Console
Demo Files 3 Files
Favorites
=/ Meeting Agenda.boxnote 1.9 KB aee Share
File Properties
a Job Profile Doc - .docx 60.5 KB
2 Saved Versions
Box for Android Intro.mp4 29.7 MB Description

Enter a description
Owner
ashvinirawal 1995@gmail.com

Created
Feb 6, 2020, 4:29 PM

Modified
Feb 6, 2020, 4:29 PM

Size
10.8 KB
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Step: 03

Click on "Account Settings"

Search Files and Folders } Get More Storage
[ B All Files 77 demo.docx is selected ) Tags & Email & D _ . ) .
- Click on "Account Settings' I

View Profile

© Recents
= Collaborators

Name Updated Si;
@ Synced
Y1 e Updates
W Trash a demo.docx 10.8 KB vee || Share
Apps
" Notes Help
demo 0 Files
I Admin Console Terms
Demo Files 3 Files Privacy Policy
W Favorites
Acknowledgements
= Meeting Agenda.boxnote 1.9 KB
File Prop  Log Out
a Job Profile Doc - .docx 60.5 KB -
2 Saved Versions
Box for Android Intro.mp4 29.7 MB Description

Enter a description
Owner
ashvinirawal1995@gmail.com

Created
Feb 6, 2020, 4:29 PM

Modified
Feb 6, 2020, 4:29 PM

Size
10.8 KB
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Step: 04

Click on "Sharing"

Get More Storage (2] -] Aa AA -

Search File

Click on "Sharing"

All Files Accou 9 Save Changes
© Recents

Account Sharing ecurity Profile Diagnosti
B Synced

W Trash

([

Integrations

Py

Ready for an upgrade?

" Notes
.@ Join the 64% of customers on your plan who upgrade for more storage, bigger max file sizes, and advanced security features like 2-step verification and the admin console's reporting

Admin Gonsole capabilities where you can extract insights about your account and collaborator activity.

Upgrade Your Account
W Favorites v

General Options Home Page

All Files -

Files and Folders Per Page

20 -

Time Zone

GMT-08:00 America/Los Angeles PST M

Language

English (US) -
[#] Display Item Tags
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Step: 05

Select this check box to enable "Login Activity"

Search Files and Folders } Get More Storage

B All Files Account Settings Save Changes

D Recents
Account Sharing Security Profile Diagnostics Integrations
@ Synced
Trash [#] Automatically accept incoming collaberation invitations
j Tras
" Notes

! Admin Console Email Notifications Notification Email

Favorites = Select for which actions and on what

type of content you would like to be

emailed. Select Notifications to Recieve
In Items 1 Own  In Items I've Joined
Downloads O O
Uploads O O
Comments [« [}
Previews O O
Deletes = O
General Emails and Notifications Keep me updated with

Select this check box to enable
|| Login Activity: Get notified when your account is accessed from a new device. | Login Activity

@
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Step: 06

Click on "Save Changes"

Search Files and Folders ] Get More Storage (2] [~ ] a

Click on "Save Changes' 5

All Files Account Settings Save Changes
© Recents @
Account Sharing Security Profile Diagnos Integrations

@ Synced
S Trash [#] Automatically accept incoming collaberation invitations
W Tras

" Notes
slRdminGonsole Email Notifications Notification Email

+ Favorites = Select for which actions and on what
type of content you would like to be

emailed. Select Notifications to Recieve

In Items 1 Own  In Items I've Joined

Downloads L]

Uploads ] (]
Comments [#] O
Previews O O
Deletes = O
General Emails and Notifications Keep me updated with

[ Login Activity: Get notified when your account is accessed from a new device.
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Step: 07

From now, you will be notified whenever your account will be
accessed from a new device

Search Files and Folders Get More Storage (2] a ‘_‘ AA ~

From now, you will be notified
whenever your account will be

. accessed from a new device
All Files Account Settings Save Changes

=]
© Recents e
Account Sharing Security _ . tions
@ Synced
[#] Automatically accept incoming collaboration invitations
W Trash
=/ Notes
(L] SRl Sl Email Notifications Notification Email
X Fvontes < Select for which actions and on what
type of content you weuld like to be
Al Select Notifications to Recieve
In [tems 1 Own  In Items I've Joined
Downloads O O
Uploads OJ ]
Comments [#] O
Previews O ol
Deletes O
General Emails and Notifications Keep me updated with
[#] Login Activity: Get notified when your account is accessed from a new device.
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Thank You!
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