Getting started with storing and sharing files using Box
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1. What is Box and what can | use it for?

Box enables you to upload, store and share files with other people without having to be connected
to the Carnival UK network.

It is intended to be temporary storage only and shouldn’t replace the file storage available via VPN
as a long term measure.

You should use Box instead of saving files to your desktop/PC or sharing via email as it is more
secure.
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2. Using your Box account for the First time

»
‘ TiP! Using Google Chrome as your web browser works well with Box. Open Chrome ‘.
LS

Enter this URL in the address bar (or copy and paste this link)

https://carnivalukgroup.okta.com/

This will take you to the Okta portal where you can log in using your normal windows username

(eg.roachm) and password

-
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SignIn

Username

roachm

Password

.......

Need help signing in?

Its handy to tick the remember me button!

Welcome to Carnival Group UK, Gemmal
Create your Camival Group UK account

Click a picture to choose a securiy image

Create My Account

Choose a picture and remember it and then click create my account
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3. Logging into Box
Open Chrome and enter this URL in the address bar (or copy and paste this link)

https://carnivalukgroup.okta.com/

Work #

200Mm box

Click on Box and once logged in you'll be taken to your Box home directory which will look
something like this.

© Carnival Group UK - My Applicat X All files | Powered by Box x4+

& Cc @ https://carnivalukgroup.app.box.com/folder/0 b o e

Search files and folders

& Allfiles All files = = New » Upload ~

Recents

Name Updated Size =y
Synced
Bin My Box Notes 16 Mar 2020 by Meg 1 File
Notes

Megan.Roach@carnivalukgroup.com 16 Mar 2020 by Matt... 2 Files
Favourites

B cesti2sx @@ 17 Mar 2020 by Meg 104 KB

4. Uploading files

To upload files to Box follow these steps:

Click the upload button on the top right-hand side.
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You will get an option to either upload a file or a folder.
~

e

L}
L L}
v

Don’t upload whole folders from Carnival Network! Remember Box is meant to be used for
temporary storage and sharing of files!

Click on File

This opens the usual windows explorer box for you to select the file or files you wish to upload.

Click Open

€ Open
« vt

Organise =

IOMA Transition ™ MName

Zoom
@ OneDrive

[ This PC
J 3D Objects
I Desktop
%] Documents
4 Downloads
B Music
=] Pictures

B videos

“am 0SDisk (C)

» ThisPC » Desktop » Local Docs » Training Stuff » Zoom

MNew folder

M%) Getting started with Zoom branded
M) Getting started with Zoom V1.1

M) Getting started with Zoom V1.2
Getting started with Zoom V1.2

[ Getting started with Zoom

¥ Getting sterted with Zeom

M=) Zoom Quick Guide for attendees
Zoom Quick Guide for attendees

= RoachM (\cuk-

¥ Metwerk

v

Date medified

Type

Microsoft Word D...
Microsoft Word D...

Microsoft Word D...

Adobe Acrobat D...

Microsoft Word D...
Microsoft PowerP...

Microsoft Word D...

Adobe Acrobat D...

v O Search Zoom

1.827KB
1,988 KB
62 KB
1331KB
409 KB
T23KB

File name: | Zoom Quick Guide for attendees

v‘ Al Files

»r

The file you select will now be loaded into Box
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© Camival Group UK - My Applicat X [ Al files | Powered by Box x 4+

<« C @ nttps//carnivalukgroup.app.box.com/folder/0 * @6 :

B Allfiles Al files EANIEEE | Upload - |

Recents

Name Updated size n >
Synced
Bin | h Zoom Quick Guide for attendees.pdf Today by Megan Roact 7225 KB |
Notes

My Box Notes 16 Mar 2020 by Me; 1 File
Favourites

Megan Roach@carnivalukgroup.com 16 Mar 2020 by Matt... 2 Files

[ test s @&® 17 Mar 2020 by Me 10.4 k8

To upload a folder repeat this step but instead of clicking on a file, click on the folder you want to
upload.

Remember, don't upload a lot of files/folders from the Carnival Network as Box should be used
for temporary storage only!

5. Opening and editing files

Several people can open and edit files in Box at the same time depending on the file type.

To open the file click on the file

@ test il].xl:'[%

The file will open for you to view

O ComnelGroupUt-Tsks % (@ testlilais | Fonersdiy B X
¢ C & hips/camivalukgroupaps baxcom

ys testitlxiex ©E

To edit the file click on open and you will be given opening options based on the file type selected.
For Microsoft office files use the ‘normal’ file type for them and not the online or google docs
option.
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Tip!

LS

You may be prompted to download some information the first time you try this, please click yes to this
and let it install. The file (in this case an excel file) will open as it does normally for you to work on.

When opening the file you will get this notification which gives you an option to lock the file if you
don’t want other people editing it at the same time.

Launching application

"test (1).xlsx" is opening in Excel (desktop). Saving your file will
save changes directly back to Box.

Lock file to prevent othe :%:m editing it

Edit the file, and when you save it you will see this box appear in the bottom right hand corner,
showing that the edits you've made is being save to the uploaded file in Box.

Saving
I
Saving test (1).xlsx to Box.

box EDIT
L —

You will also see this pop-up giving you the option to refresh the page to see the changes if you

wish.

The edit you made now appears in the online view.
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Vé

Sheetl

changestotest2 |

=dding more data

more detailed added|

[ladding even more detail |

Remember that edits will be uploaded to Box when you save, so save frequently!

6. Sharing files

To share files hover over the end of the line where the file is, and a share button will appear.

E test (1).xlsx :l .' ’,-u Today by Megan Roach 10.5 KB

hare

Start typing the person’s name and if they have a Box account their email address will appear. Click

on the email address and then click send.

Share "test (1).xlsx"

Collaboration invitations can only be sent to people within
Carnival UK

Invite people Shared with Q

sarah

Sarah McCallum h

Box refers to people who you have shared a file with as Collaborators.

To see who you have shared a file (or folder) with and change access. Click on this icon

test (1).xlsx @

From this screen you can see and edit individual access.
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© Carnival Group UK - Tasks x [ Collaborators for test (1), X NewTab x| +

lab

&« C & httpsy//carnivalukgroup.app.box.com/fi

All files Collaborators in test (1).xlsx Filter collaborators Email al

Recents
Name Email address s Date Added Added to

Synced

Bin @ Megan Roach Megan.Roach@carnivalukg Owner 20 Mar 2020 test (1).xlsx

17 Mar 2020 test (1).xlsx

Notes
@ Maurice Lee Maurice.Lee@carnivalukgrou...

Favourites

Sarah McCallum Sarah.McCallum@carnivaluk... Editor « 20 Mar 2020 test (1).xlsx

7. Deleting files (Move to the Bin)

To delete a file or folder from Box click on the three dots and then select more actions = bin

test (1).xlsx is selected Qclassify | | O Tags © Email o Download [ Move or copy O Bin m
Name Updated Size FY Details
My Box Notes 16 Mar 2020 by Megan Roach 1File
Classification
Megan.Roach@carnivalukgroup.com £ 16 Mar 2020 by Matthew Dahl 2Files Not classified
test (1)xlsx @@  Today by Megan Roach 105K8 woo| | share Access stats
h Zoom Quick Guide for attendees.pdf Today by Megan Roach 722.5 KB Open with © Previews

Share 7 Edits

2 Upload new version B Comments

& Download
= * Downloads

T¢ Add to favourites
View details
B Move or copy

Q Classify File praperties

& Lock

6 saved versions
© Start aworkflow

Description
= Properties This is a test file

+ More actions

@ Bin h

@ Set Expiry

Integrations

£ Rename
/> Embed Widget

# Watermarking

& Add or edit tags P
@ Manage collaborators
0(

If you need to get the file back it will be in the bin folder on the left hand pane.

a VB https:/7esHaivalukdF8lip.app.box.com/folder/0

© Carmival Grotip UK - My Applic.. [ Al files | Powered by Box oyl

i [E] Neptune Incident Manage... £ Error € System dashboard - Jira 3% Camival House Powerdo... 3% |

Search files and folders

& Allfiles test (1).xlsx is selected
Recents
Name
Synced

My Box Notes

Notes
Megan.Roach@carnivalukgroup.com

Favourites

test (1).xlsx

Zoom Quick Guide for attendees.pdf
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8. Troubleshooting, information and tips

If you have problems logging in to OKTA or Box you can try using the full email address. Please that
this email address is different from you usual Carnival UK address.

Enter your Box specific email address in the correct format.

Note: This email address is different from your normal Carnival UK address.

Username - Surname & first letter of your forename @Carnivaluk.com
Password - Your normal network password

Example

Username - DahIM®@carnivaluk.com

Password- (normal windows password)

If you need any help, please phone the Carnival UK IT Service Desk.
+44 (0)23 8065 6000

It.support@carnivalukgroup.com
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