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Bound by tools

In-person

Hard drives

The Old Way The New Way

Size

Internal-only

• Anytime, anywhere access to 
your files

• As much space as you need
• Unlimited version history and 

deletion recovery 
• Easily collaborate on files and 

folders - both internally and 
externally

• https://www.dropbox.com/help/3

https://www.dropbox.com/help/3
https://www.dropbox.com/help/3


Account 
Set Up

2 Main User Onboarding Flows 

• New User

• Existing Personal User

Steps to Join the Account

• Accept the invitation to join

• Log in with SSO

• (Existing Basic / Pro Users only) - choose what to do with the 
data in your account

• Download Dropbox Desktop client



Account Set Up 

Email Invitation – All Users

1. New User

2. Existing User



New Users



New User

IT Administrator

Invites user to 
become a 

member of the 
Dropbox account

1 2 3



Account Set Up

New User



Existing Personal Users



Existing Personal User

IT Administrator

Invites user to 
become a 

member of the 
Dropbox account

1 2 3 4



Account Set Up

Existing Basic / Pro User
Work Personal



Dropbox account 

with [company 
name] email for 

work files

New [company name] 

Enterprise account 
with all your work files 

“I was using Dropbox for work stuff” Work



Dropbox account 

with [company 
name] email for 

personal use

New [company 

name] Enterprise 
account 

New personal 

account with all 
your files

“I was using Dropbox for my personal files”Personal



Account 
Setup

(Desktop 
Client)

Existing
Personal 

User

Success!



Installing Desktop Application with SSO

3.

4.

5.1.

2.



Connecting a Personal Dropbox

1.
2.

3.

Web
Web

Desktop client



Upload & 
Sync

• Features overview

• Desktop application upload and sync

• Website upload and sync

• Saving to Dropbox

• Selective sync



Sharing

• Shared Folders

• Shared Links

• Authenticated Sharing 

• File Requests

• Permissions



Basic Sharing and Collaboration on Dropbox

Shared Links Shared Folders
Authenticated 

Sharing
File Requests

• One Directional 
Communication – 
Recipients can ‘view’ and 
download

• Link updates with latest 
version, however local 
download will be static

• Don’t need a Dropbox 
account to view! 

• 2 Directional 
Collaboration and 
Communication – share, 
review, and edit files 
with others

• Files always in sync 
across members of 
shared folder

• Need a Dropbox Account 
to collaborate 

• One Directional 
Communication – 
Recipients can ‘view’ and 
download

• Authenticated sharing at 
the file level, only 
viewers named by the 
owner have access

• Need a Dropbox account 
to view or request 
access! 

• Use case: Replace FTP 
and request files from 
anyone, even if they 
don’t have a Dropbox 
account

• Don’t need a Dropbox 
Account to upload!



One-Way Internal Collaboration

Leverage Dropbox to securely share content unidirectional  

Create  F ile
Save in Shared 
Dropbox Folder

Files Sync via 
Desktop Client

File is available as view-
only  in  Team Members’ 

Dropbox Folder

Download and 
View File

Internal 
User

Internal 
User

Create 
PowerPoint

Create Shared 
Link

Paste Shared 
Link in Email 

and Send

Open Email Download 
PowerPoint

Open 
Shared Link

Read-only Shared Folders Shared Links

Both users have a Dropbox Account Only the sender needs a Dropbox Account



One-Way External Collaboration

Leverage Dropbox to securely share content unidirectional  

External 
User

Create Quote
Create Shared 

Link

Paste Shared 
Link in Email 

and Send

Open Email Create Bid
Open 

Shared Link

Shared Links File Requests

Create File 
Request for Bids

File Request 
Generates 

Link

Paste File 
Request Link 

in  Email and 
Send

Open Email Open 
Shared Link

Upload Bid

Open designated 
File Request Folder

Review Bid

Review 
Quote

Only the sender needs a Dropbox Account Only the requester needs  a Dropbox Account

Internal 
User



Multi-directional Collaboration

Leverage Dropbox as a Shared Collaboration Space to add, edit, and delete documents

Create Excel 
Document

Save in Shared 
Sales Team 

Dropbox Folder

Files Sync via 
Desktop Client

Sales Forecast is 
available as Sales Team 

Dropbox Folder

Open Sales 
Forecast

Shared Folders

Files Sync via 
Desktop Client

Update and Save 
Sales Forecast

Updated Sales Forecast 
is available as Sales 

Team Dropbox Folder

Open Updated 
Sales Forecast

Files Sync via 
Desktop Client

Sales Forecast is 
available as Sales Team 

Dropbox Folder

Review Updates, 
Make Changes and 

Save Sales Forecast

Both users have a Dropbox Account

Internal 
User

Internal 
User

External 
User



Collaboration

• Commenting 

• Badge – Live Collaboration with Microsoft 

Office Files 

• Version History

• Deletion Recovery



Advanced Sharing and Collaboration on Dropbox

Dropbox Badge Online Commenting

• Know when other people are viewing 
and editing your Microsoft Office files 
stored in Dropbox

• Easily update to the latest version of 
your file whenever someone else makes 
a change

• Write comments on files directly in the 
Dropbox website

• Tag people to bring them into the 
conversation, even if they don’t have a 
Dropbox account

• Resolve comments to indicate the review 
is complete 

https://www.dropbox.com/help/7672
https://www.dropbox.com/help/9016


Protecting your Data

Unlimited Deletion Recovery Unlimited Version History

• Recover any deleted file with a few 
clicks

• Undo mass deletion events via 
‘Deleted files’

• Recover specific files or folders 
via the ’Trashcan’ icon

• View version history from the website, 
the desktop folder, or the badge

• View all version of a file and select the 
one that you wish to restore

• Restore the desired version with a few 
mouse clicks

https://www.dropbox.com/help/296
https://www.dropbox.com/help/11


Common 
Scenarios

• Renaming Shared Folders

• Folder Structure Best Practices



Folder Naming

Sales

Decks Reference Customers

Field Sales

Decks Reference Customers

Travelers AIG Food Inc. Whole Earth

John – “Owner” Maria



Folder Naming

Sales

Decks Reference Customers

Sales

Decks Reference Customers

Food Inc. Whole Earth Travelers AIG

Maria – “Recipient”John – “Owner”



Folder Naming

Sales

Sub folder names stay the same

Maria – “Recipient”John – “Owner”

Decks Reference Customers Decks Reference Customers

Travelers AIG Travelers AIG

Sales



Recommended Folder Structures

Share the top folder…

Sales

Decks Reference Customers

…or share the subfolders

Sales

Decks Reference Customers

…not both!

Sales

Decks Reference Customers



Additional 
Resources

Dropbox Links

• Dropbox Help Center

• Dropbox Business Guide

Customer Links

• FAQ

• Help Center

http://www.dropbox.com/help
http://www.dropbox.com/help
http://www.dropbox.com/guide/business
http://www.dropbox.com/guide/business


Q&A

32



Thank you!
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