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Overview

Box is a cloud-based secure file storage solution that provides a central repository to collaborate on
project related documents. Box provides an easy mechanism to upload, archive, encrypt, sync, secure,
share, propagate change notifications and collaborate on documents. Box also provides document
management workflow tools including task assignments and tracking, and a robust third-party
application ecosystem to extend base functionality. With granular role-based security, social
communication and tagging of documents, document versioning and rollback and support for multiple
platforms and mobile devices, Box is ideal to support JCESR’s diverse on-going collaborative partner
dialog.

Box provides the following services:

Online file storage

Sync files on your desktop

Data encryption

Share files and folders

e Send link to file/folder

e Receive real-time change notifications

e Collaborate: sharing (view/edit/manage — privileges), edit, comment, assign & manage tasks,
real-time updates

e Share large files (5GB)

Native support for Windows, Mac, iOS and Android

Audit trail

Versioning and file rollback

Robust third-party application ecosystem

Account Request
File sharing services are provided when a collaborator requests a JCESR Collaborator Account.

Installation
Installation is not required for basic access to Box.com at http://anl.box.com

However, it is recommended that you install a few additional Box Applications including:

e Box Sync (Mac or Windows) - provides easy desktop to Box synching
e Box Edit - easily edit documents within Box using native applications on your desktop

Both applications can be installed from Box.com’s rich application ecosystem by following the
instructions below.
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Installing Box Sync
Box Sync provides downloading of online Box.com files and folders simply by flagging the desired files or

folders as available for offline access.

N

Log into http://anl.box.com
Click on the Cloud icon at the top of the screen
Enter “Box Sync” in the Search Applications search field at the top of the page and click Search

A O ~
Argonne. = Box Sync

NATIGNAL LARORATaRY

Select Box Sync for your platform (Windows or Mac) and click on the “+ Add” button to install

Box Sync for Windows

Description =
Box S s files in sync between your desktt

Adding Box Sync for Windows

Select Box Sync button and complete the installation

Box Sync

® [E

& Box Sync

1. Get Box Sync for Windows
Down n of Box

Upon completion of the installation you will be prompted to enter your Box.com credentials
(user name (anl.gov email address) / password) to use Box Sync.

After logging into Box Sync, a My Box Files (for Windows) or Box Documents (for Mac) folder
will be located under “My Documents” or under the Mac user profile folder, respectively.

OPTIONAL: The default location of this folder can be changed
a. Windows

i. Launch Box Sync
ii. Open the Box Sync Preferences by double clicking the Sync icon in your System
Tray
iii. Under the Settings tab, click “Change ‘My Box Files’ location”
iv. Designate a new location for “My Box Files” and click “OK” to confirm
v. Allow Box Sync to complete the move
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JEES

@ Sync

55 settings (&) Help & GotoBox

Account Information

Email supportdemo @box com [¥] Sync automaticaly
e

Password I 4 Change My Bax Files’ location

g Wiew My Hax Hies

Use my camony's single sign-on credentiala
logout |
Upload/Download Speed

| Limit download rate to: | 100 Ki/s Limit upload rate to: | 100 KB/s

b. Mac

i. Launch Sync
i. Click on the Box Syncicon in the top navigation bar
iii. Select “Open Box Sync Preferences...”

iv. Click “Settings”

v. Click “Move” next to the “Box Documents” icon

vi. Designate a new location for “Box Documents” e.g.
vii. Allow Sync to complete the move

Box Sync

J[Lshowau ]|

Sync Location

‘I il o =]
OO BPK DD(UmEﬂtS- . e -
BB Lo s rbox Documents [
Application
S (¥ Sync automatically
BOX S| & gnable Grow notifications

| Setting Use black and white menu icon

(¥ Automatically check for updates | daily

Troublesheoting

1f files are not syncing, try Force Uploads or Force
Downloads. This may take some time to complete.

Save logs for Box Support

Check Now po

Force Uploads.

Force Downloads

2

Installing Box Edit

Box Edit provides an easy mechanism to edit documents within Box using native applications on your
desktop and also to enforce collaborative rules including file locking to reduce simultaneous multi-
author file editing conflicts.

1. Loginto http://anl.box.com

2. Click on the Cloud icon at the top of the screen

3. Enter “Box Edit” in the Search Applications search field at the top of the page and click Search
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&kgﬂﬂga box edit

4. Select Box Edit and complete the installation

box edit

Jr'-!trgt:)nne6

maTsamAL LABESSTGEY

Return to Apps tab

J2 Search results for "box edit"

o Edit Box Edit
B Edit content directly on Box using native
X applications installed on your computer

Creating Files or Folders in Box
Box provides 4 easy ways to create documents including using Box.com, uploading files into Box.com,

drag and drop into Box.com or using Box Sync.

Creating Files Using Box.com

1. Loginto Box and select New Folder from the New button

# Upload ~ | & New.. - n William Fisher
SontyMama-  « 1 b Mew Foicer
O New Wab Documant
£ Mew Bookmark Bguas

£ Merw Google Doc ro——

& Mew Google Soreatsho

Note: If you do not create a folder to store your documents, Box will place files in the Default

Sync Folder

2. Enter a name for the folder and choose to “Keep private for now”
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Create New Folder

Folder Name:
1 - Example Folder

Collaboration:

(@ Keep private for now
O Invite people to upload or download files

Okay Cancel

3. Open the folder you just created by clicking on the folder name

== 1 - Example Folder
| | Created Today by William Fisher B0

4. Create a new Word document by selecting New from the toolbar and choosing new Word

document
° o ! .
Argonne =3 = witl
Al Files » 1- Example Folder
1= Examp|e Folder 4+ Upload - =k New.. - Folder Options.
Files and Folders | Discussions {55 New Folder

'] New Web Document
L] New Bookmark .
@ New Google Doc I
£ New Google Spreadsheet r
| New Word Document

New PowerPoint Document

Drag and drop files from your desktop or use the file browser | New Excel Spreadsheet .
<Fiare fil

5. Enter a name for the document.

Create A Word Document

Create a new Word Document.

Name

Example Word Document|

Examples: Project Document, Personal Tasks, Class Essay, sic.
Add description

Okay Cancel

6. Begin entering content in the document.

ann Gample W Dl

R M= IR o ST CRITNR B A Y G
T R T T T — =
= = T
Timira ot ]
ALaHL | A A A .':‘!.J- —i A
I R TR A L ety 2 i T | !
& =

Dt ergarting e exper st ndhud

7. Save and close the document. (Important: Do not choose Save as ... or change the default
location where the file is being saved)
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Do you want to save the changes you made to
w Example Word Document.docx?

| Don't Save | | cCancel | @

document

Argonneo y

All Files » 1 - Example Folder

1 1 - Example Folder

Files and Folders Discussions

Add a folder de

\ Example Word Document.docx
_| Created Today by William Fisher - 20.8 KB

Ela'nple Wor\:l Duu.lmenl d..

e

Return to Box.com to preview your recently created document by clicking on the title of the

Wi Fither

Example Word Bocumest

Dt eoparding the mpacizetiaclace

Creating Files or Folders via Uploading using Box.com

1. When logged into Box.com, navigate to the desired folder you would like to upload a file to and
select Upload Files or Upload Folders from the Upload button.

Afg?.'.lf.‘}?..e e

All Files » 1 - Example Folder

7 1 - Example Folder

Files and Folders Discussions

Add a folder description

\ Example Word Document.docx
_| v2 Updated Jul 25, 2013 by William Fisher - 24.9 KB

Box.com - File Sharing

Search Files

4 Upload ~ 9 New..~
| | |

Upload Files e @l

Upload Folders
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2. Select the desired file or folder from your computer

(<> ][z Bl m| mi |[ & v | [ & Desktop i@
FAVORITES Name | Date Modified ]
[ Box Documents Example Word Document 2.docx Today 8:51 AM
[ box accounts cleanedup.xlsx Yesterday 5:14 PM
[ Docurments . Screen Shot 2013-07-30 at 11.37.49 AM Yesterday 11:37 AM
# Applications —/ Screen Shot 2013-07-30 at 10.46.24 AM Yesterday 10:46 AM
: Desktop’ __| Screen Shot 2013-07-30 at 10.43.33 AM Yesterday 10:43 AM
T — Screen Shot 2013-07-29 at 5.21.33 PM Jul 29, 2013 5:21 PM
0 Downloads
_ Screen Shot 2013-07-29 at 5.09.24 PM Jul 29, 2013 5:09 PM
SHARED » [L1 Box Screenshots Jul 29, 2013 2:57 PM
= €si342217 :l Box Description for JC...eport - June 2013.docx Jul 24, 2013 2:47 PM
51344855 ~= requst for vm admin account.rtf Jul 24, 2013 12:59 PM

51345531
51345949
[5) csi346000
=) 1346005
2] si346009

[ Cancel |

3. Inthis example, the desired file is uploaded

AVEQIJ!J.‘?..Q P &

‘E All Files » 1- Example Folder

1 1 - Example Folder fetivpioaas, | ok Now. o
Files and Folders Discussions 8 Sort by Name ~ (]
| Example Word Document 2.docx [+]

Created Today by William Fisher - 33.4 KB
Comment - Assign Task * Like

Enter a comment or assign a task

“| Example Word Document.docx
[__| w2 Updated Jul 25,2013 by William Fisher - 249 KB

Creating Files via Drag and Drop into Box.com

1. With both Box.com open and visible, open a Folder on your computer and have it visible beside
Box.com

2. Simply drag-n-drop file (s) and/or folder (s) to the desired destination folder in Box.com (notice
the blue dashed-line silhouette in Box.com when you have placed the file over the appropriate
target area)
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JCES

-~ 1-Example Folder
Fies and Foiders. Dcusyions

[ Documents
¥y Applicatians
(2 Deskiop
D) Downloads
SHARED
i aid42217
) esidsanss
[ cs1345305
W cuindss
& csia45049
¥ wsizes000
B cid46003
B AL

Willlam Fishar

A Upload - % Hiw... - Fulder Cptions b J

Sharing
s Link: Gal o link 1o this okder

L O Cailnborme

B Examale File 3.xlsx

DiCES
- ) Remate Disc

& imiia Cotaborans

Rescurces

Creating Files or Folders using Box Sync
Files and folders are easily synchronized from your desktop to Box.com using the Box Sync application
by simply adding them to your “My Box Documents” (Windows) or “Box Documents” (Mac) Folder on

your computer.

[E1 Bow Description for ICESR Quarterly Report - June 2013.4
* 0 Bow Screenshots

T Exampie Word Decument 2.000x

» requst for vm admin account.rtf

- Sereen Shot 2013-07-29 at 5.00.26 PM
— Sereen Shot 2013-07-29 at 521,35 PM
— Sereen Shot 20120730 at 10,4353 AM
— Sereen Shot 2013-07-30 at 10,4824 AM
= Sereen Shot 2013-07-30 at 11.57.69 AM

1. Drag an existing file and/or folder to your “My Box Documents”/”Box Documents” folder.

20 m

Window  Help =
u 'E[l"! | | ““ Q

Name
1% box accounts ceanedup xlsx |
) 8ox Description for JCESR Quartely Report = June 2013.docx
* [ Box Screenshots
% Exampie Collaborator Profile idrafi
™ Example File 3xlsx
) Example Word Document 2.doex

Computer Desktop

Box Folder on Computer

Date Modified 4 (0
7i30/13 5:14 PM
TI24713 247 PM
7[25/131 257 PM
Yesterday 554 AM
Yesterday 5:10 AM

_"iln
* B3 Argonne Giarding
= Box Sync ReadMe. pdf
» Bacs
* (5l Coliaboration Tools

FAVORITES

[ Documents

oy Applications

Yesterdzy :31 AM Bl Desking » Bl Default Sync Falder
FI24713 12:59 PM -
et | Bne e . Example Word Document 4.docx
el ormation
ps
AP, Files added to ‘Box Documents” were aurces
i: - maved ta the 'Default Sync Folder’
To help you better organize your files, individual files Ines
S added 1o 'Box Documents' Foider will be

autcenatically peganieed in & Delault Sy Falder, ST MURRQ MmN

You can move these files to anather folder. O, to C Seminars
#yme new files into specific folders. just place them in
the falder you want 18 upload 16, ings

[oak

Date Modified

Jul 15,2013 816 PM
Jul 15, 2013 5:36 PM
Today 9:37 AM

Jul 23,2013 6:21 PM
Jul 22, 2013 12:08 PM
Today 11:28 AM

Jul 30, 2013 4:57 PM
Yesterday 9:21 AM

Jul 15, 2013 10:15 PM
Jul 25,2013 2:39 PM
Yesterday 54 PM

Jul 29, 2013 6:34 AM
Yesterday 12:30 PM
Jul 22, 2013 119 PM
Jul 14, 2013 6:31 AM
Jul 15, 2013 10:18 FM
Jul 29,2013 $:31 PM

2. The file is moved to this directory on your computer, automatically uploaded to Box.com and
placed in a folder labeled “Default Sync Folder”

(7] Default Sync Folder

5 - EiL

(&

Name
5. CIS Extended Leadership

4| Date Modified

Jul 15, 2013 5:18 PM

B Example Word Document 4.docx Today 11:28 AM

51_ JCESR Onboarding Process - web flow.docx
M JCESR Program Picture sm.jpeg
M JCESR Program Picture.jpeg

Box.com - File Sharing

Jul 14, 2013 6:30 AM
Jul 22,2013 12:08 PM
Jul 22,2013 12:08 PM
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Jrlfggﬂnea ¥

» Default Sync Folder
Fias ana Folders Discussions
£} CIS Extended Leadership.docx

[ | Example Word Document 4.docx
Cm Villiam Fisnel L]

Note: If you wish to have files/folders from your computer placed in a particular directory on
Box.com (and not Default Sync Folder) either drag to the desired folder within “My Box
Documents”/”Box Documents” folder or create a new folder within this Folder.

Downloading Files or Folders in Box.com

Downloading Files or Folders using Box.com

1. Loginto Box.com, navigate to the desired file or folder and select Download from the small
down arrow next to the file/folder name.

Afgr:tnnr:a n

. Default Sync Folder ®Upkac s | & hwe. v | | FoiderColens

[ JCESR Onbourding Process - wek Aow doca
M JCESR Program Pioturs sm.jpeg

ﬂ JCESR Program Picture jpeg

Downloading Files or Folders using Box Sync

Box Sync provides downloading of online Box.com files and folders simply by flagging the desired files or
folders as available for offline access

1. Loginto Box.com, navigate to the desired file or folder and select “Sync Folder to Computer”
from the small down arrow next to the file/folder name.

Box.com - File Sharing Page 11 of 23
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JCES

Arg?.ﬂ.nso =

Search Files

Jump to folder

All Files and Folders

Files and Folders Sort by Name

4 Upload ~ 9 New... ~ m

10f2

William Fisher

William Fisher
Help - Log out

O

=== 1-Example Folder share i@ O Company Colleagues
il
Updated Yesterday by William Fisher &3 & Open ¥
Argonne Onboarding < Upload to this Folder f folder
® | Updated Jul 22, 2013 by William Fisher &21 ¥ Download Folder wiey
& folder
cis [ Share
&/ Updated Today by William Fisher &3 (> Add Tags 3 folder
Collaboration Tools ® Sync Folder to Computer Holleagues
&/ Updated Today by William Fisher E63 Folder Properties
z=— Communication Plan - coowser Move or Copy
\&8 Updated Jul 22,2013 by Ben Schiltz &1 20 42 Delete

Default Sync Folder

3 More Actions MB of 350.0GB

2. The Folder (or file) appears in your local “My Box Documents”/”Box Documents” folder

8 00 Box Documents

E = [

Name & |
» W 1 - Example Folder
> [G Argonne Onboarding
w Box Sync ReadMe.pdf
> Gl Cs

>[5 Collaboration Taols

FAVORITES

ﬁ Box Documents

@ Documents
# Applications
Desktop

Editing Files in Box.com

Editing Files within Box.com

Date Modified
Today 2:29 PM
Jul 15, 2013 8:16 PM
Jul 15, 2013 5:36 PM
Today 9:37 AM
Jul 23, 2013 6:21 PM

1. Loginto Box.com, navigate to the desired file and select Edit from the small down arrow next to
the file name (Note: It will open in the default application used to create the document, if

available.)

= Example File 3.xlsx
Created Yestarday by Wiliam Fisher - 27.1 KB

= Example Word Document 2.docx
Creatad Yestarday by Willam Fisher - 33.4 KB

s (5] B O

=] Example Word Document.docx ® Preview
V2 Updated Jul 25, 2013 by Wiliam Fisher - 24.9 KB & Downioad

ugpsare

0 Callabaral

2 Edit with Microsoft Word

Launching Application

4 Upload New Version r

& Lock File

% Share
Add Tags
File Properties
Move or Copy
Delets

B More Actions.

3
r Q Example Word Docurant 2 0se it

oponing In Miomsaf Word Saving your fin
Launching  wil save changes deectly back i Box

Lack fila tor prawont cthans from modifying it

Confirue

2. Make changes to the file as desired. Choose Save and close the file.
3. In Box.com, notice the updated file has been uploaded. This can be seen by previewing the file

in Box.com by simply clicking on the title of the file.

Box.com - File Sharing
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Argon neo a William Fisher
% Al Filas Exampte Foicer
Example Word Document 2.... L€t | 4 Upions | & Downioad Fil Opsona
w2 Lipdaind Today by WATllam Fisher « Previous fie 2 of 3 Noxifle
Sharing
Link: Gota link o this Sie
A 0 Collaboraons

Example Word Document 2
Fies in this Folder

Cheenist Christopher Johason (5], Deputy Director of Developrsent and

Demarstration |eff Chansberlain (JORSR] and Argonie Distinguiched Fellow Michael & Example File 3.xisx

M. Thiackeeay [CSE) discucs the future of ssergy storage with CRS News in this Upcaing by William Feshor
vides...

Additional Changes made 1o this document [} Example Word Docu...

Uipciarted by Wifliam Fisher

Example Word Dacus...
Upaaied by Willlam Fashar

P information

Editing Files using Box Sync (online & offline)
Box Sync enables direct editing of files located on your machine and synchronizes changes with
Box.com.

1.

Navigate to the desired file within your “My Box Documents” (Windows) or “Box Documents”
(Mac) Folder on your computer.

800 [ 1 - Example Folder
FAVORITES Name 4| Date Modified
E (o B S IQ‘_' Example File 3.x/sx Aug 1, 2013 2:29 PM
@ Documents 5| Example Word Document.docx Aug 1, 2013 2:29 PM

Simply open the file on your computer, make the desired changes, save and close the file.

When network access is available, all changes are synchronized with Box.com (Notice the
orange swirling arrows on the file icon indicating the file is being synchronized with Box.com.
The document will have a blue check on the file once it has been synchronized with Box.com)

57 Example File 3.xlsx Aug 1, 2013 2:29 PM & Example File 3.xIsx Aug 1, 2013 2:29 PM
& Example Word Document 2.docx Today 10:47 AM S Example Word Document 2.docx Today 10:47 AM
5 Example Word Document.docx Aug 1, 2013 2:29 PM 5 Example Word Document.docx Aug 1, 2013 2:29 PM

In Box.com, notice the updated file has been uploaded. This can be seen by previewing the file
in Box.com by simply clicking on the title of the file.
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Argonnea A= William Fist
All Files » 1 - Example Folder »
Example word Document 2"" £ Edit 4 Upload & Download File Options

v3 Updated Today by William Fisher Previous file 2 of 3 Nextfile

Sharing

@ Link: Geta link to this

0 Collaborators.
Example Word Document 2

Files in this Folder
Chemist Christopher Johnson (CSE), Deputy Director of Development and

Demonstration Jeff Chamberlain (JCESR) and Argonne Distinguished Fellow Michael @ '~ Example File !
M. Thackeray (CSE) discuss the future of energy storage with CBS News in this Updated by Will
video... =
Additional Changes made to this document '~ Example Worc
Updated by Will
Changes made using Box Sync and the local folder on this computer (e.g. Box =
Documents)
= Example Worc

Updated by Will

File Information

Size: 4T BKB
Updated: Today Versien3

IMPORTANT TIP: Box Sync is ideal for traveling staff. Simply make a file/folder available for
offline access by selecting “Sync Folder to Computer”. Access the files on your computer -
even when you are offline. Make desired file changes and save. When you return to the
office, the files will be automatically synchronized with Box.com

Sharing Files/Folders and Collaborating

Sharing a File or Folder

1. Loginto Box.com and select the “All Files” page
£ 20

Jum;;afalder ’ rﬁ
All Files and Folde

2. Click on the little down arrow to the right of the folder (can also be performed on a file) you wish
to share, select “Share” and choose “Invite Collaborators”

1 - Example Folder

— e share @ O Company Colleagues

@ Updated Today by William Fisher B3 & Open

. Argonne Onboarding 4 Upload to this Folder plder

® | Updated Jul 22, 2013 by William Fisher §21 ¥ Download Folder L

s CIS . t& share Invite Collaborators
@/ Updated Aug 1, 2013 by William Fisher B3 = Add Tags GetLink to Folder
= Collaboration Tools © Disable Sync for this Folder Send Link to Folder
@/ Updated Today by William Fisher E6&4 Folder Properties Embed Eolder in Your Site
.. Communication Plan - coowier Move ar Copy Disable Shared Link
8 Updated Jul 22, 2013 by Ben Schilz B1 B0 L2 Delete T

= Default Sync Folder @ More Actons -

Box.com - File Sharing Page 14 of 23
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3. Enter email address (s) of the individuals you would like to share this folder with, set the desired
“Access Type” and choose Invite.

Invite Collaborators

Email Invite Share Invite Link

Invite collaborators to 1 - Exampie Folder

| Kristen Swiftx | | Devin S. Hodgex | 23

I'd like to share my files with you on Box

Select access type: Editor -

Learn about access types

Invite Cancel
L I L J

Important Note: Access privileges can be set when sharing files and folders. Refer to the table
below when deciding what level of permission you would like to grant a colleague.

Access Type ~Upload Download  Preview  Get Link Edit Delete Owner
Co-owner \' Vv Vv Vv \'} Vv Vv
Editor \ v \ v Vv Vv

Viewer Uploader \) ' \) v

Previewer Uploader \ \

Viewer Vv Vv Vv

Previewer \'

Uploader v

4. Colleagues will receive confirmation of the accepted invitation.

Devin 5. Hodge has accepted the invitation to your 'l - Example Folder' folder on Box
Devin 5. Hodge
Sent: Monday, August 5, 2013 12:46 PM
To: Fisher, William

dhodge@anl.gov accepted the invitation to your "1 - Example Folder' folder
Folder name: 1 - Example Folder

Userwho accepted :  dhodge@anl.gov
Userwho invited:  William Fisher

To access the folder click here:
https:/anl.app.box.comffilesiemailwfisher@anl.qov/0/11 035502781

Sent from the Argonne National Laboratory Box.Net Instance

You can change email p by visiting https://anl app box.comsettings/notification

5. Notice that shared folders will be blue with silhouettes of people
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z=e 1 - Example Folder - owner

& Updated Today by William Fisher &3 B0 L3

== Argonne Onboarding
& | Updated Jul 22, 2013 by William Fisher B21

6. To determine who you are sharing a folder with, simply select the down arrow next to the
Folder, select Folder Properties and then Collaborators

== 1-Example Folder - owucr @ share 4 O Company Colleagues
@ Updated Today by William Fisher &3 20 L3 & Open

Argonne Onboarding <4 Upload to this Folder pidar

| . y

® | Updated Jul 22,2013 by William Fisher 521 ¥ Download Folder Lo

cIs 4 Share
& | Updated Aug 1, 2013 by William Fisher &3 (= Add Tags dder

Collaboration Tools @ Disable Sync for this Folder leaques
& | Updated Today by Willlam Fisher B64

F ey R R General Folder Info
== Communication Plan - co-owner Mave or Copy Email Options
iy Updated Jul 22,2013 by Ben Schillz &1 20 L2 Delete Collaborators
More Acti
== Default Sync Folder @ More Actions Security
® ./ Updated Aug 1,2013 by William Fisher &5 Resources Set Expiration
Folder Properties

General | EmalOptions  Seourity  Folder Collaborators

Users and groups collaborating on this folder

g William Fishar wnar

F_ Kristan Swirt
4

lﬂ O 5, Hodge

Collaborating - Accessing a Shared File

1. Loginto Box.com, navigate to the desired file you wish to collaborate on and select “Lock” from
the small down arrow. (This is not required but highly recommended to avoid potential multi-
author edit conflicts)
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[i] | Example File 3.xisx 3 Collaborat
| Updated Today by William Fisher - 27.1 KB
B William Fishe:

‘| Example Word Document 2.docx share =) @ O L

3 Updated Today by Will Fisher - 478 KB » N
=1 W e R # Editwith Microsoft Word
" Example Word Document.docx ® Preview L
—_| v2 Updated Jul 25, 2013 by William Fisher - 24.9 KB

¥ Download

4+ Upload New Version

& Lock File

G& share

[ Add Tags
File Properties ty
Move or Copy
Delete

@ More Actions

2. Select to “Prevent other users from downloading the file while it is locked”

. Optionally, choose a
lock expiration time.

Lock File

You are about to lock 'Example Word Document 2.docx’

Locking this file lets you indicate to collaborators that you are
actively editing this document and prevents other users from
uploading a new version.

# Prevent other users from downloading this file while
it is locked

LI Set an expiration time for the lock

Continue Cancel

3. The file is now locked and can be edited without concern for unintentional collaborator edit
conflicts.

& ' Example Word Document 2.docx
| w3 Updated Today by William Fisher - 47.8 KB

Note: Collaborators granted the Access Type “Editor” can choose to unlock your file.

‘\w:_w'.é 2 -
e i Unlock File
e
T e William Fisher
) R i m Locked this file
S S = ; Aug 5 1:29:19 FM

G Exmpl e Securamsoc Are you sure you want to unlock this file?

Unlock Cancel

4. Upon selecting to edit the file, Box.com notifies the owner that the file is Locked to prevent
others from modifying the document until unlocked.

Box.com - File Sharing
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Launching Application

o

Launching

"Example Word Document 2.docx” is
opening in Microsoft Word. Saving your file
will save changes directly back to Box.

™ Lock file to prevent others from medifying it

Continue

To review collaboration activity, note the “v” number in blue below the file name. In this

example the file is on version 6. Additionally, detailed information including copies of prior
document versions can be viewed by selecting the down arrow next to the file name, choosing

File Properties and Version History.

a a

Argo
All Files » 1 - Example Folder

g4 1 - Example Folder

Files and Folders Discussions

You uploaded Example Word Document 2.docx. Show

B | Example File 3.xIsx
[ Updated Today by William Fisher - 27.1 KB
| Example Word Document 2.docx
= | wve Updated Today by William Fisher - 13.5 KB
"/ Example Word Document.docx

‘ &

vz Updated Jul 25, 2013 by William Fisher - 24.8 KB

Version History

“ V& Example Word Document 2.doex
—| [ current |

Uploaded Aug 5, 2013 2:23:28 PM CDT by
Willam Fisher

“ vs Example Word Document 2.docx

—  Uploaded Aug 5, 2013 2:22:39 PM CDT by
Kristen Swift

Download - Make current

w4 Example Word Document 2.docx
——  Uploaded Aug 5, 2013 2:20:46 PM CDT by
William Fisher

Upload Mew Version

Close

Box.com - File Sharing

William Fisher

4+ Upload ~ 9 New.. Folder Options

Sort by Name O

Sharing

Link: https:/anl.box.com/s/bj3
3 Collaborators - Mall all

[} Wiliam Fisher  owner
"R Devin S. Hodge
P Kristen Swift

#* Editwith Microsoft Word

pmail addresses

© Preview # Collaborators

¥ Download
4 Upload New Version
& Lock File

£4 share
ty
[E Add Tags
File Properties General File Info

Move or Copy Access Stats

Delete Version History

(B More Actions File Collaborators

Set Expiration
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TIP: From the Version History dialog, prior file versions can be used to replace the current
version; view prior versions or upload entirely new versions to replace the current version.

Collaborating - Providing Document Comments

1. Navigate to the desired file or folder you wish to comment on within Box.com and click on
the quote bubble next to the file name to add a comment.

[ | Example File 3.xls_x_ ) R e e
| Updated Today by William Fisher - 27.1 KB
| Example Word D t 2.docx share G ] O
— | w6 Updated Today by William Fisher - 13.5 KB

Example Word Document.docx

| =]

vz Updated Jul 25, 2013 by William Fisher - 249 KB

2. Enter the desired comment and choose Add Comment to associate the comment with the
document.

(4" Example Word D t 2.docx share 3 ] O
vé Updated Today by William Fisher - 13.5 KB

Comment - Assign Task - Like

This document looks good. Please be sure to add a section on quality control.|

Tip: type @ to mention a collaborator, or assign this as a task Add Comment

Collaborating - Assigning Colleague Tasks

1. Navigate to the desired file or folder you wish to assign a Task within Box.com, click on the
guote bubble next to the file name and click the link “Assign Task” just below the file name.
2. Enter your task information, select Reviewers, choose a Due Date and click Add.

1 Example Word Document 2.docx [+]
vé Updated Today by William Fisher - 13.5 KB 2

Comment - Assign Task - Like

‘William Fisher Aug 5, 2013 at 02:41 PM
This document looks good. Please be sure to add a section on guality control.

ﬂ Please complete the review of this document prior to our next extended team meeting. | would like to review
your comments on Monday evening. Thanks.

|#) To Review: Devin S. Hodgex & Due Aug 12, 2013 Add

3. The person assigned a Task receives an email with a link to the file, where they can directly
review the document and provide comments back to the assigner. Additionally, they can
see Assigned Tasks at Box.com by clicking on the Messages area at the top of the page.

Box.com - File Sharing Page 19 of 23
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Argonne National Laboratory Goto Box

™ Example Word Document 2.docx
All Files / 1 - Example Folder

William Fisher has assigned you a task to review

“Please complete the review of this document prior to our next extended team meeting. I would like to
review your comments on Monday evening. Thanks."

Due Date: Aug 12, 2013 Argon neo “n m

@ WAiORAL LAbORATORY
Jump to folder

.
o e s 5 o S st All Files and Folders

Upon completion of the task, the assignee can leave a comment for other collaborators that
will live with the document.

-‘l Example Word Document 2.docx (¥]
Vvé Updated Today by William Fisher - 13.5 KB i 4

Comment - Assign Task - Like

@ View 1 more comment

William Fisher Aug 5, 2013 at 03:20 PM
Please complete the review of this document prior to our next extended team meeting. | would like to review your
comments on Monday evening. Thanks.

To Review: Task Complate. [*JDue Aug 12,2013 | v 10i1 |

| Kristen Swift Aug 5,2013 at 03:32 PM | + Completed |
= Complated
@ View 1 more comment

Enter a comment or assign a task

Searching

Searching for content within a Document

1. Enter desired search term (s) in the Search Files field at the top middle of the Box.com page

Argonneo NP F G B D [semrm

NATIGRAL LABORATIRY

2. Box.com provides both type-ahead search and locate as well a complete result set file index
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o i = J example
Argonne — ’
All Folders i All Types il |
example 57 results for "example” Sort by Relevance 10f3 a
[# °| Example Word Document.docx
_| in 1 - Example Folder Example Word Document.docx
vz Updated Jul 25, 2013 by William Fisher - 24.8 KB .Ii 1
—. Example Word Document Details regarding the experimentinclude ..
= | Example Word Document 4.docx
| in Default Sync Folder
Example Collaborator Profile (draft).pptx
— Created Jul 31, 2013 by William Fisher - 95.8 KB
| Example Collaborator Profile (draf...
| in JCESR Scientific Seminars
- Example Word Document 4.docx shae (=] & O
-\l Example Word Document 2.docx Created Aug 1, 2013 by William Fisher - 23.8 KB
| in1-Example Folder | Example Document 4 Test demonstrating Box Syncc
All Files » Default Sync Folder
— 1 -
| Example File 3.xisx |]§_T Example File 3.xlsx
| in1-Example Folder | Updated Today by William Fisher - 27.1 KB s 2
Sheet1 Example File 3
m=— 1 - Example Folder
I In Allflles and folders Example Word Document 2.docx (3]

Example Collaborator Profile (draf...
in 31_Jul_2013_sandia_appblett_chris

i

See additional results.

ve Updated Today by William Fisher - 13.5KB I 7
extraterrestrial  higgs boson [R5
Example Word Document 2 Chemist Christopher Johnson (CSE), Deputy Director of Development and D

Fwamnla Callaharatar Brafils (deaff) nnbe

Advanced Topics

Document Access History

1. Select the small arrow next to the desired document of interest, chose File Properties and

finally Access Stats

File Properties
General Access Stats File Collaborators
— S == sange Type Name or Location Access Date
#" Edit with Microsoft Word
® Steven Rupkey Aug 5,2013-5:10 PM

@ Preview

fey ® Steven Rupkey Aug 5,2013 - 5:08 PM
¥ Download
4 Upload New Version .amaul addresses & Steven Rupkey Aug 5, 2013 -5:07 PM
& Lock File ¢ Collaborators ® Kristen Swift Aug 5,2013 - 3:32 PM
% Share ® Kristen Swit Aug 5,2013-3:31 PM
[ Add Tags

@ Previews: 9 Excluding owner: 7

< Downloads: 9

File Properties General File Info

Excluding owner: 0

Move or Copy Access Stats
Delete Version History Time Zone: GMT-05:00 America/Chicago CDT
More Actions !
5] File Collaborators Close
Set Expiration

Tags
Tags provide an additional mechanism to group, categorize and relocate content. Tags are unique in
that they do not exist within the document but rather exist as externally linked meta data. Tag benefits
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including being able to categorize a document into multiple groups without affecting the original
content as well to create a group/department/organization wide set (s) of controlled vocabularies for
enhanced content taxonomy. This typically leads to better content management which lends itself to an
increased ability to locate content, curate data for multiple purposes, increase IP protection and reduce

risk exposure.

1. Select Add Tags from the small down arrow next to the desired file
2. Enter desired Tags separated by commas if more than one and choose Okay

# Editwith Microsoft Word
@ Preview
¥ Download
4 Upload New Version
£ Lock File
[ Share
Add Tags
File Properties
Maove or Copy
Delete

@ More Actions

Add Tags

You are adding tags for "Example Word Document 2.docx”
Collaborators will see these tags.

Tags (separate with commas):

extraterrestrial, higgs boson| |

Or, selectfrom: | Mytags Alltags

E le Word D 2.docx
vé Updated Today by William Fisher - 13.5 KB 7

extraterrestrial higgs boson [#5

Okay Cancel

1. Select Add/Edit Tags from the small down arrow next to the desired file
2. Click the “All tags” link below the search box, add the desired Tags and choose Okay

" Editwith Microsoft Word
@ Preview
¥ Download
4 Upload New Version
& Lock File
& Share
Add /Edit Tags
File Properties
Move or Copy
Delete

B) More Actions

Add / Edit Tags

You are editing tags for "Example Word Document 2.docx”
Collaborators will see these tags.

Tags (separate with commas):

extraterrestrial, higgs boson

Or, selectfrom: My tags Alltags

accident, atrium research, Awesome, Chemical Reactions,
complex document, Compressed Gas, Culture, Cylinders,
eln, ESH/QA, extraterrestrial, fatal incident, feature
evaluation matrix, Finance, HazCom, HazCom Updates,
higgs boson, Hydroflueric Acid, IT, JHA, Job Hazard
Analysis, Job Safety Analysis, JSA, lab notebook, Laboratory
Safety, Lithium Safety, Meeting Notes, Minutes, Nano,
nanofibers, nanotube, Overconfident, Presentation,
presentation template, Pressure, prudent practices,
recommendation, Safety, safety culiure, safety message,
Schedules, simple document, table of contents, template, toc,
UCLA, white paper, Work Plan

Okay Cancel

1. Select the Tags icon at the top of the screen and choose the Tags you would like to filter

your accessible documents on.

Box.com - File Sharing

Page 22 of 23



JC Eg JOINT CENTER FOR
o - ENERGY STORAGE RESEARCH

[ =R SortbyName~ 4 1of2 + [

Argol 085 Saarch Flle Alitags | My tags [
K ek e extraterrestrial I
All Files and Folders “ # upioad - | & taw... - ;

T = higgs boson ™
Filos and Foldors [ = W SoribyNeme- « 12 + O
s 1. Example Foldor © owser | Apply || Cancel |
G Updawed Togay by Swven Rupkey B3 B1 L4 === =

2. Documents containing the selected Tags are listed

S B 8-
Argonne % ll
T All Files » extraterrestrial, higgs boson

extraterrestrial, higgs boson

Files and Folders

B : Sort by Name - (m]
Fillerby | extraterrestrial higgs boson Remove all
Ej Example Word Document 2.docx [3]

vs Updated Today by Willam Fisher - 135KB i 7

extraterrestrial higgs boson [E5)
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