Instructions for Financial Institutions
Transferring Files to DFI using Box
Summary:

1. Create a Box Account (if you don’t already have one).
2. Access the DFI Secure Folder
3. Upload your file to the DFI Folder.

1. Create a Box Account:

Your financial institution’s representative receives an email invitation to a folder from DFI’s Box account. He or
she must click the Accept Invite button. It’s circled in the diagram below. In this example, Mike Stout sent the
invitation and Sample-Financial-Staff@OQOutlook.com is the financial institution’s representative creating the new
Box account (arrow).
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Accept Invite

After clicking the Accept Invite button, a web browser opens the Box Sign Up page. Your Box username will be
your email address. In the Name field, enter a name or nickname you’d like to use for your Box account, a
complex password and then click Continue. A complex password contains at least 8 characters, and includes a
special character, a number, and uppercase and/or lowercase letters.
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Mike Stout has invited you to share files

Email address

Mike Stout has invited you to share files in the ' Exam_1 " folder. To access your files, sign up for free to the Sign Up
right.
’ Name: | Your Nick-Name
- — Email. Sample-Financial-Stafi@
l ! | : B . Password: | esseessssesse
[ Please seo the fles ['ve shared with you by creating a free : A
\ / eeout o L Complex Password Contains at least 8
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—— p N Characters, including:
- At least one Number
More about your Free Box account: Have an account? - At least one SpeCiaI Character

Log in to an existing account to link the email

above to your account
o Access files from anywhere with online storage - even from the iPhone or Blackberry CERL I E L

- Upper and / or Lowercase Letters

i Replace FTP software for seamless online fle sharing with teams, partners, and clients

{55 Share ideas, create content and collaborate in an online workspace
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A brief tutorial is available after creating an account. You can bypass the tutorial by pressing ESC on your key
board.

Getting Started with Box

Thanks for joining Box, Your Nick-Name. Since you're
new here, let us quickly show you around

Let's get started

The Financial Institution representative now has a free personal Box account.

2. Access the DFI Secure Folder:

In order to access DFI’s Secure Folder, click Accept (circled below) in the collaboration invitation box.
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Welcome to Box, Nick-Name.

Your place to store, access, and collaborate on all of your files.

Drag and drop files from your desktop or use the
file browser.

Then to enter the secure DFI folder, click Go to folder, or click the blue folder icon (circled).
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3. Upload Your Files:

Please ensure that you see the purple DFI Logo indicating that you are uploading to DFI’s secure folder (circled).

Note: If this is your first time using Box, please upload a test file and call your DFI representative to verify the
upload.

Complete your upload to the DFI folder on Box by clicking the blue Upload button and select Upload Files. Then
browse to the exam file(s) to be uploaded and press Open.
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Drag and drop fles from your desktop or use the file browser

Link to Folder

= Share this Folder

When the upload is complete, you will see your file(s) listed in the secure DFI folder. These file(s) can only be
accessed by an authorized DFI employee. Employees of the financial institution cannot access the files as shown
by the screen below.
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After uploading your files, phone your DFI Representative to let them know the upload is complete.
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To navigate back to your personal folder click All Files (arrow).
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The following information is provided to assist you with using your Box.com account. If you have other
questions, please contact your DFI representative or the DFI helpdesk at 360-725-9692.

Help
Box.com Video Library
Box.com Help Documents

Password Requirements

Please create a complex password which contains at least 8 characters, including at least one of the following:
- A Number (012345...)

- A Special Character (!@#5%)

- An Uppercase or Lowercase Letter (ABCD ... | abcd...)

The password reset interval is 90 Days.
A few password examples are: 14daMoney!, (2fodaSho), &Tree2GetReady — do not use these examples!
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