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1 From the Dropbox home page,
click on “All files” to go to the files
area.
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2 Click on the blue “Create” button.
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A drop-down list will appear.
From this list choose the line that
reads “Folder”.
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. The create folder window will

open. Enter the name of new
folder, click on the radio button
for “Only you” access and then
click on the “Create” button. The
window will close, and the new
folder will be created.
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- From the Dropbox home page, - A “create folder” window will

click on the “New folder” link open. Enter the name of the new
which is displayed on the right- folder in the name field, choose
hand side of the screen. which folder the new folder will be

in by clicking on the folder field
(or leave it alone if you want the
new folder to be in your Dropbox
home page) and then click on the
“Create” button. The window will
close and the new folder will be
created.
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1 From the Dropbox home page,
click on “All files” to go to the files
area.
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Overview
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2 Click on the blue “Create” button.
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A drop-down list will appear.
From this list choose the file type
that you want to create. A new
browser tab or window will open
so you can then create the new
file. When you have finished
creating the file, close the
browser tab or window and the
new file will be displayed in
Dropbox.
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1 From the Dropbox home page, 2 A drop-down list will appear. From 3 A window will open where you
click on the “Create new file” this list choose the file type that choose which folder you want the
button which is visible on the you want to create. file to be saved to and then click
right-hand side of the page. the “Create” button. The window

will close, and a new browser tab
or window will open so you can
then create the new file. When
you have finished creating the
file, close the browser tab or
window and the new file will be
displayed in Dropbox.

BN _ made with JeChSmith Snagit”
'Qﬁ:v__.‘.;ﬁreen Eye LT Services



