DROP BOX DIRECTIONS
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TO GET A FILE

1. Go to Provost’s Web page http://www2.semo.edu/provost/
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2. click on link to computer project in OTHER LINKS list
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click on click here for drop box
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4. use provost project for user ID and team for password     click on login 
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5. click on the document category 


6. Click on “add file” 
7. In the top blank either type in the location of the file to be uploaded or locate it using the browse button. In the bottom blank type the name of the file as it will appear in the dropbox. We might think of adding initials and dates to all the files to have a record of changes 
8. Click on upload button on bottom


9. You will get the following message if you are successful
10. You can upload Access,  Word pdf   Excel but not .cvs files

