NEOA Box Drive Tutorial
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The NEOA board of directors uses Box Drive to store board reports, planning documents, and other documents relevant to the work of the board. This short tutorial describes how to access and use NEOA's shared Box Drive. Most of the instructions here describe how to use the Box website in a web browser on your computer. If you are using the Box app on your device, most of the tasks should be similar. Please note that on Microsoft Windows or Apple MacOS, installing the Box app will tie it into your computer's file manager program, so you can create, edit, copy, and move files around in Box the same way you do with other files on your computer. Feel free to contact the Technology Chair if you have any questions about using Box on your device. 

Accessing Box Drive

To access our shared Box Drive folder, visit www.box.com and log in with your Box account. If you do not have a Box account, you can sign up for a free account at this URL (choose Sign Up under the free option): https://www.box.com/pricing/individual

Once you are signed up, contact the NEOA Technology Chair and let them know what email address you used to sign up, and the tech chair will add you to the shared drive. 

Once you're signed up and logged in, you should see the "NEOA Box Drive" folder on the first screen that appears when you log into Box ("All Files").

You can also download the Box app onto your device and sign in, and a Box folder will be created on your device, and you can use the app to access files and folders stored in Box Drive.

Viewing Existing Files

To view a file in Box Drive, simply click on the file in your web browser, and it should open in your web browser or in the app. This will work for most file types such as images, PDF files, and Microsoft Office files.

Editing Box Drive Files

If you click on a Box file in your web browser, the file will open in a preview mode. To edit the file using the built-in Box file editor programs, click Open at the top of the screen. This will open the file in an online version of Word or Excel, which allows you to make changes to the file. 

If you want to edit a copy of the file instead of the original, you may want to download the file to your computer and then edit the local version. Download instructions are provided later in this tutorial. Editing the original file in Box is useful if you are collaborating on a document with other people.

Uploading New Files

To add new files to Box Drive, first navigate to the Box Drive folder that will store the file. Then click the "New +" button in the upper right corner of the Box website, and choose File Upload. If you're using the app on a tablet or phone, there should be a similar button somewhere in the app. Another window appears, and you can select the file to upload. The file you select will be uploaded to the folder you are currently viewing in Box.

Note: The "New +" button also lets you create folders in Box, and it also allows you to upload an entire folder full of files from your computer.

Copying or Moving Box Drive Files and Folders

You can copy or move files and folders in Box Drive. To do this, locate the file or folder that you want to move or copy. Hover your mouse over the file or folder, and you should see an icon that looks like three dots. Click that icon, and choose Move or Copy. A new window appears. Navigate to the new location for the file or folder, and then click the Move button to move the item, or the Copy the button to copy the item.

Downloading Files to Your Device

You can download a file (or a folder full of files) from Box to your computer. To do this, locate the file you want to download. Place your mouse cursor over the file or folder, and click the icon of the three dots. Choose Download. A window will appear, asking you to locate the folder on your computer where you want to store the download. Locate the folder that will store the downloaded file or folder, and click the Save button to download the file or folder. If you are downloading a folder, the download will be a zip file containing all the files in the folder. After the download is complete, double-click on the zip file on your computer to unzip the files.

Sharing a Box Drive File or Folder

You can share a Box Drive file or folder with someone else. To do this, hover your mouse over the file or folder to share, and click the Share icon (it looks like an arrow). In the next window, type the email address of the person with whom you are sharing the file or folder. Select the "Create shared link" option to create a link that you can email to the person.

With the free Box Drive plan (which is what we are using), you can share the item with Editor or Viewer permissions. Viewer permission allows the person you're sharing with to view and download the item. Editor permission allows the person to edit the item. 

The person you are sharing the file or folder with may need a Box account in order to access the shared file or folder.


Questions or Feedback?

Feel free to contact the NEOA Technology Chair if you have any questions or difficulty using Box.
