Very Basic dropbox.com tutorial

Step 1: Register at www.dropbox.com:

Step 2: Fill out the info to register. Please use the same email address you use for Region 15 correspondence:

Step 3: Select the free basic plan:

Step 4: Download and install Dropbox onto your computer. It is also available on tablets and smartphones, both
Apple iOS and Android platforms:

Step 5: You will see this installer screen when Dropbox is finished downloading. Click “Save File”:

Step 6: Depending on your operating system, you may see a screen indicating the Dropbox installer has been
installed. This screen is from a PC running Windows 7:

Step 7: Select “Run” to install the program on your computer:

Step 8a: Dropbox will download:

Step 8b: Dropbox will install:

Step 9: Your start screen. From here you can explore to learn more about the program:

IMPORTANT!!!
Step 10: Once you have set up your Dropbox account, you must send an e-mail to region15choir@gmail.com to
let me know you’re ready to accept a shared file. Once I receive your e-mail, I will send you an invitation which
will look something like this:

The name of our shared file is “REGION 15 FILES”. Once you accept the invitation, you will be able to access
any files which are placed in this folder.

DO NOT remove any files from Dropbox by dragging them out of the folder and onto your desktop!! Doing this
will remove the file from the shared folder and no one will have access to it. Use the following steps to prevent
this from happening:

1.
2.

Go to your online Dropbox account
Access the “REGION 15 FILES” shared folder:

3. Audio files I have added to the shared folder will appear (in our case, the files will be the district
treble files). Right-click on the audio file you want - in this case I have chosen “Rockin’ Around the
Christmas Tree” - and select “Copy” (these are examples Arianna and I used as a test last year but
you get the picture):

4. The “Copy file to” screen will appear. Here I have selected “Audio” as the folder in which I want
the audio file to go, but you can create your own file with its own name. Once you have selected the
file where you want the audio tracks to go, click “Copy”.

5.

After you click “Copy”, go to the folder where you sent the audio file:

6. When you open your folder, the audio track(s) will be there:

7.

From here, you will need to download the file(s) onto your desktop. Click “Download”:

8.

Select “Save File”:

9.
Once you click “Save File”, the file will go wherever you have selected downloaded files to go.
For example, my computer is set up to send downloaded files to my “Downloads” folder:

Yours may be different. Regardless, once you have saved the file you can do whatever you want with it
in order to make practice CDs for your students.
This looks like a lot of steps, but it will get easier the more you do it. This seems to be the best (and
cheapest) way to get audio files to everyone who needs them rather than spending hours trying to send
mp3 files. This is only an experiment! Please try it, and if it doesn’t work out as we planned we’ll try
something else.

REMEMBER….
Do NOT drag and drop the files from the
shared folder onto your desktop, because that
will REMOVE the file and no one will have
access to it! Download ONLY!!

