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Collaborate 
without email

Share files 
more easily

Upload and sync 
across all devices

In-person

Hard drives

Size

Internal-only

Bound by tools Work as you want

Why Dropbox?



Agenda
Set up your account

Use Dropbox

Tips and Tricks



Set up your account



Making payment and getting your invitation

1. Visit selfservice.uis.cam.ac.uk/dropbox 2. Authenticate via Raven



3. Make payment 4. Invitation to join the University team

Credit card

Approved PO
• Individual or multiple users
• Addressed to University Information 

Services [dropbox@uis.cam.ac.uk]
• Include list of CRSids

Making payment and getting your invitation



Setting up your account
Email Invitation

1. Existing User

2. New User



Setting up your account
Existing User

“I already use Dropbox with my @cam.ac.uk email address”

John.Smith@ecolab.comzy123@cam.ac.uk

Cambridge
University



Setting up your account
Existing User

“I already use Dropbox with my @cam.ac.uk email address”

Cambridge Uni.



Setting up your account
Existing User

“I already use Dropbox with my @cam.ac.uk email address”



Setting up your account
New User

“I don’t have a Dropbox account”

John.Smith@ecolab.com

Cambridge University’s

zy123@cam.ac.uk

Cambridge University will



Install the Desktop App and connect 
your personal Dropbox



1. Open the App 2. Enter your email
(do not enter password)
3. Click ‘Sign in’ 

4. Click ’Get your link 
code’

5. A web page will open, Click ‘Copy link code’

6. Click ‘Paste’ 
7. Click ‘Submit’ 

8. Click ‘Open my 
Dropbox folder’

Dropbox is now installed and ready for you to use.  
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Connecting a Personal Dropbox



Use Dropbox



Upload and Sync Core functionality Additional features

Upload on Desktop

Upload on Website

Store only in cloud
• Selective Sync



Sharing Core functionality Additional features

Share folders

Share files
• Authenticated sharing
• Shared links

Request files

Share with groups



Authenticated sharing
Sharing a file with someone without access



Collaboration Core functionality Additional features

Recover deleted files

Recover previous versions 
of files

Comment on files

Co-author Office files 



Tips and tricks



Recommended folder structures

Share the top folder…

Surveys Results Reports

…or share the subfolders

Colleges

Girton Trinity Peterhouse

…not both!

Stakeholders

Management Alumni Lecturers

Maria
John
Sarah

Tony
John

Julia
John

Liz
Julia

Maria
John
Sarah

Maria
John
Sarah

Maria
John
Sarah

Research



Sample folder structure

Supervisions

Other projectsThesis Research group

Presentations Findings CoursesPublishing



Folder Naming

Research

Presentations Raw data Findings

Field Sales

Decks Reference Customers

September October

Food Inc. Whole Earth

Maria

John – Owner



Folder Naming

Research

Presentations Raw data Findings

September October

John – Owner

Research

Presentations Raw data Findings

September October

Maria – Recipient



2016 Projects

Folder Naming

Research

Presentations Raw data Findings

September October

John – Owner

Presentations Raw data Findings

September October

Maria – Recipient



2016 Projects

Folder Naming

Research

John – Owner

Sept 2016 Oct 2016

Maria – Recipient

Change to sub-folder name by owner 
reflected for recipient

Presentations Raw data Findings

Sept 2016 Oct 2016

Presentations Raw data Findings



Where can I learn 
more?

Admin / User guides available here:

www.dropbox.com/guide

FAQs and answers:

www.dropbox.com/help

UIS website:

www.uis.cam.ac.uk/initiatives/storage-
strategy/dropbox-business




