
Go to your web browser and type ‘Dropbox’ into the search bar.  Click on one of the links and it should bring 
up a screen that looks like this - but minus my yellow instruction box at the top! The next pages of this 
document will walk you through the screens to set up your account and then how to upload files to the 
folder I shared with you, as well as how to share files with other people (mainly the module leader!).




When you get to the bottom portion of the screen, click on ‘Get Dropbox’ under the heading ‘For freelancers 
and solo workers.







This is the next 
screen you will 
see.  Ignore the 
top part o the 
screen and 
scroll down 
until you see  
the plans.  
Click on the 
one that says 
Basic, free.  


You will then 
be taken to a 
screen where 
you can put in 
your details 
and create a 
password.  
Once that’s 

done you’re all set to use Dropbox. You can either download the app to your computer or simply use the 
web browser (to do that save the page to your bookmarks and you can then go in easily forever after!




To upload files from your computer to Dropbox in the web browser, go into your account and click on 
‘Upload Files’ in the right hand side of the screen




That should take you to your computer’s file library.  Choose the file you want to upload and then click 
‘Open’ (or whatever your computer is offering!).  That will bring you into a screen that looks like this.  Choose 
the folder you want to upload your file to (if you only have the one I’ve shared with you then that’s all that will 

be showing).  Choose that shared folder with you name on it and click the blue ‘Upload’ button.  That’s it, 
you’re done!   To share the file with the module leader you need to one more step… 



Click on the filename and these two options will show up ‘Share’ and ‘Open’. Click on Share. This will bring 
up a box where you can type in the email address of the person you want to share the file with. Type in the 
module leader’s email address and press Send.  That’s it, file submitted!


