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1.1 Welcome to Secure File Sharing

You have been in contact with an RBC representative that wishes to share files with you. You may

already have received an e-mail from your representative and Box (Secure File Sharing provider)
inviting you to collaborate on a file or folder.

If you have not received this e-mail, please reach out to your RBC representative to confirm the
collaboration invitation.

1.2 Receiving the Sharing Invite Email
o Click ‘Accept Invite’ link from the email

From: S Smithnoreply@box.com-

Sent: August 21, 2021 2:19 PM

To: mrsjessicajones2021@gmail.com

Subject: S Smith has invited you to collaborate on Box

mx Sign Up

Stephen Wong invited you to collaborate on:

Client A

I'd like to share my files with you on Box." — Stephen Wong

-

® 2022 Box + 900 Jefferson Avenue, Redwood City, CA 94063, USA
About Box + Privacy Paolicy
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1.3 Accepting the Sharing Invite: As a new user

o Register for a free Box account by providing your name, e-mail, and password. Click ‘Submit’
Create Your Account

Stephen Wong has invited you to collaborate on "Client A"

Signup for a Box account to accept invite You're invited to collaborate on:

Full Name

jessica jones o MR Client A

.
an Shared by Stephen Wong
Email Address

Password Good

Confirm Password

SESEEBEEEE

Phone Number

Phone Mumber

D | live in the European Economic Area or UK.

By checking this box, you agree to Box's
Terms of Service and confirm you have read Box's
Privacy Policy. You also agree to receive emails from

service updates, special
offers, events and webi . and other marketing

materials. You may unsubscribe at any time.

Royal Bank of Canada
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¢ Navigate through the confirmation steps within the Box email and review the information screens
We've Sent You a Confirmation Email

' Verify your email to start using Box

our email to get started

e do this as a security precaution to

f you did not sign up for Box, or believe an unauthorized person has sign

d up using your

email address, please contact Box Support.

box

Hi jessica jones

..l8'
1=

Create and edit files

€U

° Share and collaborate in real time

Explore Box Apps for additional integrations
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1.4 Accepting the Sharing Invite: When you have a pre-existing Box account
e Sign into your Box account with your email as you normally would
@ English (US) v

Sign In to Your Account

Email Address.

mrsjessicajones2021@gmail.com

Next

Reset Password

Secure File Sharing

e Enter your password and click ‘Log In’

Sign In to Your Account
Not you?

Password

eescecsessl

Log|

Reset Password

Secure File Sharing
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1.5 Accepting the Terms and Conditions

After logging into your Box account you will be prompted to accept the Terms and Conditions
e Review the terms and conditions

e Click ‘Accept’

1.6 Setting up Multifactor Authentication
e This configuration is setup between yourself and Box and is an additional security measure that is required
before you can access the shared information

e Once you choose either a supported Authenticator application (e.g. Google Authenticator, Microsoft
Authenticator) or use Short Message Service (SMS) you will proceed through a series of setup screens

Set Up 2-Step Verification

Select a sign in option:

) Authenticator App RECOMMENDED
You will receive a code from an authenticator app to sign
in. View suggested authenticator apps

® SMS Text Message

You will receive a SMS text mesMge on your phone with a

code to sign in.

e Once completed, you will also need to review and agree to the terms and conditions before accessing
shared folders and files

Search Files and Folders - Q @ L] @
& All Files All Files ~ = New ~ Upload ~
Recents
Recent Files

Synced

Trash

Notes

Relay

Admin Console

Dev Console
ACTION REQUIRED

Favorites Please complete the following actions to access the folders and files that have been shared with you. . e or folder t
ew detai
‘@ feceptTerms of service i
Name Updated Size F
Jan 12, 2021 by Step 51 Files

v1.1—August 27, 2021



1.7 Navigating the Home Page

e You are now on the Box home page. Click into the gray folder that has been shared with you

box o a2 O

All Files All Files - Upload = New =
Recents
MName Updated . Size HH
Synced
essica Jones Today by Stepher 0 F

=/ Notes

Trash a Get Started with Box.pdf Today by Jessica Jones 8 MB

My Collections

Favorites
!] AVOrites Hello, Jessica Jones!

ems here for

Welcome to Box

Let's get started by completing a few

e Confirm you are inside the shared folder by checking the folder path at the top before uploading. You

should see All Files > [Folder Name] at the top. Inside the folder your will see the RBC logo at the top
right.

mx Q. Search Files and Folders - 0 a . g ‘D

&  All Files Jessica Jones G pusi e | [ Upload = New = I
© Recents
[

Start a new... Sharing Details

Synced
) @ Stephen '
=/ Notes [+] 4+ Upload Folder = Box Note E Word Docum... )

W Trash o Jcs_si_cc]oncs

-\ Shared Link
My Collections [+] )

/Create Link

Favorites 5
e ! @ Hello, Jessica Jones! v
Drag items here for
o
Welcome to Box
— Let's get started by completing a few
o setup activities.

quick access
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1.8 Downloading Folders and Files

e To download the entire contents of a folder:
Hover over the ellipsis (“...") in the upper right hand corner and select ‘Download’ from the drop

box

All Files

Recents

Synced
=/ Notes

Trash

My Collections

B Favorites

O

down options or

Select ‘Download’ at the top to download all the contents within the folder

Drag items here for
quick access

« More Actions

3 Integrations

EXZEZ3 o 4 + O

2) (s .

Hello, Jessica Jones! v

Q. Search Files and Folders = -

All Files -

Name Updated Size
& Jessica Jones Today by Jessica Jones 1F
h Get Started with Box.pdf TodaybyJe @ Share

< Download
[ Collections
@€ Settings

Upload ~ New ~

>

o

Welcome to Box

Let's get started by completing a few
setup activities

e To download a single file or item in a folder, select the file, hover over the ellipsis (‘..."), and select
‘Download’ from the drop down options.

box

B AllFiles
© Recents
® Synced
=/ Notes

W Trash

My Collections

B Favorites

Q Search Files and Folders _—

All Files > Jessica Jones 'O pusuc
Updated v g

E BoxScreenshots.docx Today by @
©

R e b A

Settings

+ More Actions

~ Drag items here for

Integrations

>

i
o

- Upload ~ New~ (2
-:: > Sharing etai
@ Stephen
Q Jessica Jones

() Shared Link

\¥) Create Link

Hello, Jessica Jones! v
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1.9 Uploading Folders and Files
e Click into the folder level where you would like to upload
e Click ‘Upload’ and select either ‘Files’ or ‘Folders’ to search your desktop for your documents.

Q Search Files and Folders = Unlack More Storage o E A ﬂ o

All Files > Jessica Jones (0 eusuc e B Upload ~ New =

MName Updated ~ Size File Shar ing

a BoxScreenshots.docx Today by Jessica Jones 1.1 MB A Stephen

Owner

Jessica Jones
Editor

(" Shared Link
&) Create Link

o Navigate to your desired folders or file and click ‘Open’.

€ Open X
4 Bl > ThisPC > Desktop » v O Search Desktop

Organize v New folder Bz~ [ °

" ~
@ OneDrive O Name Date modified Type

FA) BoxScreenshotsupdated 2021-02-0412:20...  Microsoft Word C
& This PC

2B 3D Objects
Il Desktop

|Z) Documents
& Downloads
b Music

&=/ Pictures

B Vvideos

i Local Disk (C:)

s Local Disk (E:) v
v < >

File name: | BoxScreenshotsupdated V] All files

o) 4

¢ A confirmation notification will appear at the top of your screen when the file or folder has uploaded.

@ "BoxScreenshotsupdated.docx” was uploaded Morage

successfully.

* |f you are experiencing technical difficulties, please reach out to your contact
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1.10 Troubleshooting

= | see an ‘Invalid Credentials’ error at the log in screen.
a) On the sign in page, you must select ‘Not a part of RBC?’
b) Do not select ‘Continue’

= | am getting prompted to pay when signing up for an account.

a) Invited clients and vendors do not have to pay for their Box accounts.

b) If your email address was previously associated with a Box enterprise license, contact
billing@box.com for support.

= My contact cannot see the file | uploaded.

a) Ensure you uploaded the folder/file inside the gray folder shared with you. You can confirm by
checking the top folder path and seeing ‘All Files > [Folder Name]'. If you uploaded to the home
page and not the folder, simply drag and drop the file into the correct folder.

= | do not see the folder shared with me on my home screen.

a) Click ‘Notifications’ on the left side of your Box screen. Under your pending invites, click

‘Accept’.
= | cannot view a PDF shared with me.

a) Ensure Adobe Reader is installed

b) Switch to another browser (Google Chrome/Microsoft Edge) OR

c¢) Download the PDF to your desktop

= | cannot invite anyone to the folder or delete afile.

a) Your contact has determined what permissions you have inside the folder. In most cases, for
privacy and security reasons, you will not be given permission to invite others or delete
content.

If any of these errors persist, please reach out to your contact.
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