
Box Basics 
Create and Upload Files with Box Online 
Create new documents with Box Edit 

1. Log into Box at https://montevallo.account.box.com/login.
2. Click New.
3. Choose document type.

4. Enter document title.
5. Click Create.
6. Microsoft Office Online will open.
7. Edit document as usual.

Upload Files to Box 
1. Log into Box at https://montevallo.account.box.com/login,
2. Navigate to the desired folder.
3. If using Chrome, drag and drop files and folders to your online Box account.
4. For other browsers, click Upload.
5. Choose Files or Folders.
6. Select the file(s) to upload.
7. Click Open or OK.

. 
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Collaborate with Box Online 
Share a File by URL Link 

1. Open the file or folder you wish to share. 
2. Click Share. 
3. Click Enabled shared link. A shared link to the file will be displayed in a pop-up window.  
4. Click People with a link and choose the appropriate access type. 
5. Click Can view and download and choose the desired choice. 
6. Click Link Settings to  

• Create a custom URL for the link. 
• Require a password for document access. 
• Set the link expiration date. The default link expiration date will be one year from the date you 

create the link. To change the date, click the calendar and choose a new date. Uncheck Dissable 
Shared Link to leave the link active until the file is deleted. 

• Restrict users from downloading the document or folder. The default setting is to allow downloads. 

 
7. Copy the provided link to share with others.  
8. Click Save. 

 
Share Files and Folders with Collaborators 

1. Box collaboration features work at the folder level. To collaborate on a single file, you must put it in 
a folder. 

2. Navigate to the folder you wish to share, click Share. 
3. Enter the name or email address of intended collaborators. 

 



 
 

 

4. Click Invite as Editor and select the desired permission level for collaborators. The chart below 
indicates the permissions for each level. Collaborators will have the same permission level for all 
documents in the folder. 

 
5. An e-mail invitation will be sent to the invitees. You can include a personal message from this 

screen.  
6. Click Send. 
7. All collaborators will be indicated on the Box sidebar. You can change an individual’s permission 

level at any time by clicking the ellipse button next to their name. 

  
 
 
Add Comments to a Document 

1. Click the document title to open in Preview mode. 
2. Enter a comment in the Comment Box on the sidebar. 
3. Collaborators that have notifications enabled will receive an email notification in their Box account indicating 

that a comment post has been made. 
4. To notify a specific collaborator, begin the comment with @ followed by their name (@Brown,Lisa). An e-mail 

will be sent to that person, and a message will appear in their Box account.  

 
5. Click Post. 

 

Assign Tasks to a Specific Individual 
1. Click Add Task and choose assignees responsibilities. 
2. Enter the message for the task and the responsible assignees name.  



 
 

 

3. Set a due date if desired. 
4. Click Create. 

    
 
Real-time Collaborative Editing of Documents with Box Edit 

1. Click Open With and choose the associated Office 365 program.  
2. An online version of Microsoft Office will open.  
3. Multiple collaborators with editing privileges can simultaneously edit documents by following the steps above 

from their respective Box accounts.  
4. As users edit the document, their cursor will display in a different color and indicate their name.   
5. Edits are automatically saved. Previous versions of documents can be accessed if needed. 
6. Files can be locked by the owner to disable this feature. 

a. To Lock a File 
i. Click the ellipses. 

ii. Click Lock. 
iii. Choose the duration of the lock. 
iv. A lock icon will appear next to the file name in your Box account. 

Box Sync 
Box Sync is an app that can be installed on your computer to archive and mirror files and folders saved on your desktop or 
laptop. Contact the Solution Center for assistance installing Box Sync on your computer. When installed, a Box Sync folder 
will appear on your desktop. Files and folders that you put into the Box Sync folder will automatically be uploaded to your 
Box.com account.  
 
Benefits of using Box Sync 

• The process of archiving files is automated. 
• The file folder structure in your Box Sync folder will be very similar to your Box.com account.  
• You can edit files in your Box Sync folder on your local computer or Box.com. The files will automatically sync. 
• Synced folders and files will be indicated with a blue checkmark. 

 
 
Additional Resources 
UM Box Resources - https://montevallo.box.com/s/lohzcv2xk2qcx5wj6mk23o1ub5nlbl95 
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