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Introduction 

• What is Dropbox?

• How to install Dropbox

• How to upload a file

• How to share a file

• How to send a link to an individual member

• How to make comment in a document

PWG Training Presentation 2017 - Dropbox - Jennie Rook
2



Overview 

• Collaboration is key

• Working together, fitting all the pieces to 

create the novel

Edit

Time

Proof

Links

Comment

Upskill

Writing

Share

PWG Training Presentation 2017 - Dropbox - Jennie Rook 3



What is Dropbox?

• A place to store all your things in one safe place

• A website and an app for your computer, phone or 

tablet

• Can store your stuff on all your devices, so you can 

access you files wherever you go

• Send files to anyone even if they don’t have a 

Dropbox account

• Easy way for many people to work on files together 

and at the same time
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How to install

• https://www.dropbox.com/install

• Follow the prompts

• You can install on all your devices: 

android, iphone, tablet, Mac, PC 

• Dropbox will sync all your files across 

all your devices, automatically
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https://www.dropbox.com/install


How to upload a file
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There are 3 methods depending on which version you have 

installed:

1. On the Dropbox desktop app, add files by dragging-and-

dropping.

2. On a phone or tablet, open the Dropbox app and click 

the + icon to upload files.

3. On dropbox.com, add files with the Upload button.

https://www.dropbox.com/help/4455


How to upload a file

• Sign in to www.dropbox.com

• Click the upload button at the top right 

of the window (see image 1)

• Choose the file you’d like to add 

(Image 2)

• Select the folder you want to add the 

file to (Image 3) and click ‘open’.
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http://www.dropbox.com/


How to upload a file

PWG Training Presentation 2017 - Dropbox - Jennie Rook 8

Image 1



How to upload a file
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Image 2



How to upload a file
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There are currently 3 folders to upload a file into:

1. Character Profiles

2. Introductions of Characters

3. Scenario for novel

Image 3



How to share a file

• Go to the file you want to share

• Click on the share button (Image 4)

• Begin to type in the name of the person 

and Dropbox will find the email if they 

have an account. If not, type the email 

in.

• Click ‘share’
PWG Training Presentation 2017 - Dropbox - Jennie Rook

11



How to share a file
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The Share button is here.

Select the file or the folder you wish to share.

Here we can see all 37 members are sharing the 2 files 

in this folder.

Image 4



How to send a link

• Very similar to sharing a file but it is to an 

individual 

• Once you click on “Share”, there will be a 

pop-up window, that will ask you whether 

you’d like to share the folder or a link

• There, you can “Create a link” and copy-

paste it anywhere, so that you grant other 

users access to your files (Image 5) 
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How to send a link
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Click here to get the link

Image 5



How to make a comment

• Go to the line/word in the document you want to 

make a comment on and highlight it

• A bubble will appear, click on it to write your 

comment in.

• Then select the icon of the person with the + 

symbol, on the right, to type in an email

• Click on the email you want, click ‘Post’

• Your comment will be sent by email to that person 

immediately for their response. (Image 6)
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How to make a comment
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Image 6



Congratulations!

Now you can: 

• install Dropbox 

• upload a file 

• share a file

• send a link

• make a comment
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More Information

• Other training sessions with links:

How to upload and share a file video -

https://www.youtube.com/watch?v=f27A-RT6lEg&t=18s

Dropbox help guide - https://www.dropbox.com/help

A basic instruction manual - http://tic-

recherche.crifpe.ca/docs/guides/en/Dropbox_guide.pdf

For general help:

www.google.com
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https://www.dropbox.com/help
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http://www.google.com/dropbox


Questions:
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Notes:


