OFFIC-E OF THE. )
University Registrar

Sharing Documents

Box for Vanderbilt User Guide

A step by step guide to Box for Vanderbilt navigation.

September 22, 2016 version V

VANDERBILT




Box for Vanderbilt User Guide - Sharing Documents E’

VANDERBILT

Contents
(oY= =410 7= 21 | o RO PPPPPPPPPPPRPPPRE

B To Yol U s V=T o1 Y o F= LT V=SSP

Office of the University Registrar 2|Page



Box for Vanderbilt User Guide - Sharing Documents

VANDERBILT

Logging In

1. Navigate to Box for Vanderbilt vanderbilt.box.com/.

2. Select Continue.

Y/ VANDERBILT

Part of Vanderbilt University?

CONTINUE

Not a part of Vanderbilt University?

Box for Vanderbilt University
Your Vanderbilt Box account enables you to store, share and
access your files securely online.

If you have any questions, please visit Box Support.

3. Login with your VUnetID.

Vanderbilt University Login

Enter VUnetID and ePassword

VUnetID:

ePassword

Login
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Document Sharing

1. Select Upload and attach the document to be emailed.

'V VANDERBILT N ® A

1 Upload + New = - L Favorites

Upload Files

Selected files:
% VA1_Form_Chapter_33 2016_08_15.pdf

=1 Add description

+ Add more files

Upload to:
All Files

Upload

2. Select Share to the right of the document.

'V VANDERBILT @

All Files -

1 Upload + New =4 1

% VA1_Form_Chapter_33_2016_08_15.pdf
| Uploaded today by Kristin Marie Stone 224 5 KB
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3. Change the blue drop down from People in this folder to People with the link.
Shared Link for VA1_Form_Chapter_33... Shared Link for VA1_Form_Chapter_33...
Shared Link Shared Link
https:/fvanderbilt box com/s/yeozvIk2dfrjdBo54p6t7gTuolrtozi https://vanderbilt. box.com/s/yeozvak2dfrj43054p6t 7TgTuclrtozi1
People in this folder - _
Email Shared Link Email Shared Link

Email Address Email Address
Message Message

\

Cancel Send Cancel Send
4. Enter the recipient’s email address, add a message, and click Send.

Shared Link for VA1_Form_Chapter_33...

Shared Link

https:/ivanderbilt. box.com/s/yeozvIk2dfrjd8o54p6t7g7uolrtozi1

People with the link -

Email Shared Link

Email Address

University. Registrar@Vanderbilt.edu

Message

I'd like to share my Chapter 33 paperwork with you on Box. |

- Ms. Vandy Vanderbilt

Cancel Send
All Files ~
1T Upload | =+ New 4 = LI | Favorites
% VA1_Form_Chapter_33_2016_08_15.pdf Favorite files and folders
1 Uploaded today by Kristig Ston 12 kB from the [==] menu
The link to VA1 _Form_Chapter 33 2016 08 _15.pdf was sent to
university.registrar@vanderbilt.edu. [] Get Box for Mobile
Install Box Sync
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