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2. Scope of this Guide

WorkSafe Box is used for sharing sensitive and large files securely with both internal and external
stakeholders. When you are invited to share or collaborate on a file or folder in WorkSafe Box,

you will receive an automated email with a link inviting you to collaborate.

Note: The first time you connect with WorkSafe Box you will need to set up an account and

password.

3. Getting Set up for WorkSafe Box

When you are invited to share information with WorkSafe you will receive an automated email:

Gayle Stokes has invited you to collaborate on a file:

"I'd like to share my files with you on Box." — Gayle Stokes

Template - 2 Stakeholder As...
Collaborated File

T D

Get to view this on mobile

3.1. Accepting the invitation

If you are connecting with WorkSafe Box service for the first time, follow the steps below to set up

your account. Otherwise, you can go to Section 4. Sharing Folders and Files

1. Click on Accept Invite. You will be asked to sign up for a Box account to be able to accept

Signup for a Box account to accept invite You're invited to collaborate on:
Full Name
George Worksafe 01 < e Template - 2 Stakeholder
.o
an Assessment and Map (1).xls
i Shared by Gayle Stokes
Email Address
george.worksafe0l@gmail.eom
Password C i
Confirm Password
Phone Number (optional)
0271234567
By submitting thle to our WORKSAFE WorkSafe
Terms of Service and consent TOMEEIENNG and processing of your Mahi Haumary Actearca
personal data as deseribed in our Privacy Policy.

USER GUIDE FOR WORKSAFE BOX | 1.0

Page 3 of 10



WORKSAIFE

Mahi Haumaru Aotearoa

2. To create your account, enter your name and password (must be 8 characters, and include
at least 2 numeric and 1 symbol)

3. Type your password in again to confirm and click Submit
Note: The email address field will already be populated

4. You will receive a message from Box advising a confirmation email has been sent:

We've Sent You a Confirmation Email

Time to Check Your Email

box

5. Check your email in box and you will see a new email in your list asking you to complete
your Box signup

Box Please complete your Box signup - Verify your email to start using Box Welcome to Bo... 11:40 AM

6. Open the email and click on the Verify Email button:

box

Verify your email to start using Box

Welcome to Box! Just verify your email to get started. We do this as a security precaution to

verify your credentials.

=D

If you did not sign up for Box, or believe an unauthorized person has signed up using your

email address, please contact Box Support.

You will be presented with a Welcome to Box screen:
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box

a
Hi George Worksafe 01,
Welcome to Box. AllFiles -
Box Is a centrallzed place to work with all your fles, "

securely. Easily access, share, and collaborate from
anywhere and on any device.
[ Customer Presentations

B DesignDocs

&

Annual Committee Planning

Graphics

Location Scouting

B0 Product OKRs

Sales Contracts

7. Click the Continue button to work your way through the learning screens

Note: For further assistance go to The Basics of Box — Box Support. This is where you will
find the latest information from Box.

On completion you will be presented with an Action required notice on the All Files screen:

All Files All Files -

Recents

-

o e
Get started by clicking on Upload to add a file or drag and drop existing

@© Synced files into Box

=

v

Notes Upload ~ ¥ Box Note B Word Document B Excel Spreadsheet

Trash

My Collections ACTION REQ

Please complete the following actions to access the folders and files that have been shared with you

Template - 2 Stak... Accept Terms of Service @

Updated « Size I

B Favorites

8. Click on the View Terms button, the WorkSafe Terms of Service will be displayed:

WorkSafe, means WorkSafe New Zealand.

The following Terms of Service are in addition to the Standard Box Terms of
Service.

ee that all information shared with you will only be used for the
e that it was shared.

h or otherwise circumvent any security or authentication measures;

d any files infec ith a virus malware;

or indecent, or that contain
acts of violence or terrorist activity, includir or propaganda;

- advocate bigotry or hatred against any person or group of people, including

on the basis of race, religion, ethnicity, sex, gender identity, sexual orientation,
disability, or impairment;

violate the law in any way, including storing, publishing or sharing material hd
Reject Agree )
—

9. Review the Terms and click the Agree button to proceed. You are now ready to collaborate
with WorkSafe.
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4. Collaborating with WorkSafe Box

There are two ways in which you may be sharing information with WorkSafe:

1. You may have received a request from WorkSafe to provide certain information or
documents, or

2. You may have requested WorkSafe to share certain information or documents with you.

4.1. Sharing Information with WorkSafe

In this scenario you will have received an invitation from WorkSafe Box to provide certain
information to WorkSafe.

1. Login in to WorkSafe Box https://worksafe.app.box.com/ and navigate to All Files>Your folder

list (see Section 3, Steps 1 —9 above). The All Files screen will be displayed:

tnx Q, Search Files and Folders - o A

Al Files All Files - New +

Upload» N Box Note B Word Document t [ Excel Spreadsheet
S/ Notes
Trash ) ﬁi
o Recent Files &
I

My Collections
Select a file or folder to
8 Favorites view details

Get Started with... «««

LE

N

h Get Started with Box.pdf Today by George Worksaf 8 MB

2. To start uploading your file for sharing Click on the Upload button and select File:

mx Q. Search Files and Folders
B AllFiles All Files -
Recents
— Upload ~ 7 Box Note
" Notes
Trash Folder

My Collections

3. Navigate to your desktop to select and upload your file. A banner across the bottom of the
screen will advise the upload process has started and the on completion the file will be
listed in the All Files screen:
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mx Q. Search Files and Folders 5 -

All Files All Files -

Recents
Recent Files

Synced

Simplify how

=/ Notes

Trash

Get Started with... «--

My Collections

B Favorites —— Lndated i
User Guide for Worksafe Bo... Today by George Worksaf... 3.1 MB
& Get Started with Box.pdf Today by George Worksaf... 1.8 MB

4. Hover over the file and select the Share button. A pop up screen will appear:

Share ‘Test 1’ X

Invite People Shared with @@@ +1

Invite as Viewer =

Share Link

(:) Create shared link

5. Enter the email address of the sharing recipient in the Invite People field and then click on
the Invite as Viewer option to set their permissions level from the drop down list:

Share ‘User Guide for Worksafe Box.docx’

Invite People

% georgeworksafe10@gmail.com X

Invite as Editor «
ige
v Editor g

Upload, download, preview, share, and edit

Viewer
Download, preview, and share

& This content will be shared with external collaborators.
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Note: You can enter multiple email addresses at once by simply pushing return as you
enter them.

6. Click the Send button:

Share ‘Test 1’ X

Invite People Shared with @@@ +1

% George Worksafe (gmail.com) x

% George Worksafe (gmail.com) x

Invite as Viewer =

Message (optional)

& This content will be shared with external collaborators.

=< — b

An email will be sent notifying the recipient a file has been sent to them. You will be

returned to the All Files screen and a confirmation pop up message will briefly be
displayed. The file will be marked in your folder list with the collaborator symbol.

Name Updated + Size H- s
User Guide for Worksaf... @ Today by George Worksaf... 3.1 MB
b Get Started with Box.pdf Today by George Worksaf... 1.8 MB

7. Click your initials in the top right hand corner to log out of Box.

4.2. Retrieving Shared Files
In this scenario WorkSafe will have provided you information.
1. Logininto WorkSafe Box https://worksafe.app.box.com/ and navigate to All Files>Your

folder list (see Section 3, Steps 1 — 9 above). The All Files screen will be displayed with the
file or folder which has been shared with you appearing in the list:
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mx Q. Search Files and Folders == -
All Files All Files -
Recents
Upload ~ # Box Note ‘Weord Document Excel Spreadsheet
Synced ? 8 o "
* Notes
= Recent Files

My Collections

B Favorites

Get Started with... «««

Upgrade Plan

O H a

)

New +

a Get Started with Box.pdf Today by George Worksaf amB

2. Depending on the level of access you have been given you can either click on the file to open it
for review or you can download it for further action. To download the file, click on the Download

button in the top right hand corner of your screen.
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