Drop-Box Instructions

External Users: https://dropbox.mtsac.edu/

1. Click on Drop-off. | fone e
MISAC Usemame: [ ] Pasoword: | ] |

If you are a MtSAC user, you should login above to aveid having to verify your email address,

and be able to drop-off files to non-MtSAC users.

Anyone may perform the following activities:

-mmmmm & e for a MISAG user(emaiverfcation requica)

Pick-up (download)  file dropped off for you.

© MISAC users: you may login with your usemame and password and send files to anyone, in or out of MISAC.
Non-MtSAC users: you cannot log in, but can still send files to MISAC users if you know their email address. €
button.
MISAC users who wish someone outside MESAC to send them files, can make it a lot easier for them by loggi
Drop-off. That saves the other person having to prove who they are. The request created will be valid for 7 da
dropbox.mtsac.edu is a service to make it easy for you to move files, including large files up to 10.0 B, in anc

@ How secure is dropbox.mtsac.edu?

O Files are deleted from dropbox.mt:

du 14 days after you upload them.

Version 6.0-1 | Copyright ® 2021 ZendTo | About dropbox.mtsac.edu
his service is powered by a copy of ZendTo

2. Complete "Information about the sender" and Cweme LB
click on Send Information. Once submitted, you
will need to check your email for confirmation. rremeten shoutne st

Have you been given a 'Request Code™? \.

[\ ]I'equ\'qm
\ |

\ -

I now need to send you a confirmation email
When you get it in a minute or two, click on the link in it.

Version 6.0-1 | Copyright ® 2021 ZendTo | About dropbox.mtsac.edu
This service is powered by a copy of ZendTo

3. You will receive an automated email from (DropBex] You are trying to drop off some files

Dropbox. Click (or copy and paste) the link on the @ i e
bottom to continue to drop-off files.

This is an automated message sent to you by the dropbox.mtsac.edu service.

Name: HRHire
Organization: Mt. San Antonio College
Email: hrhire@mtsac.edu

You have asked us to send you this message 5o that you can drop-off some files for someone.
IGNORE THIS MESSAGE IF YOU WERE NOT IMMEDIATELY EXPECTING IT!

Otherwise, continue the process by dlicking the following link (or copying and pasting it into your web browser):

4. Enter the name and email of the Mt. SAC email
(HRHire@mtsac.edu) you are sending your hire

PLEASE NOTE 1
documents and click Add and Close. You may add it s s Add Recipients e
a message to the recipient. Rty iow s i

] P —
information you enter below and instructid Add One ‘and sent to the recipient for identity.
confirmation purposes.

Click to add files or drag to the box, then send. From:
; : e IR Ry B e T () SS—
*File name: Last name, First name - Classification

. [ I
(Ex: Professional Expert, Hourly, Student lmm_w
Assistant, Substitute, Adjunct Faculty)  Serime et a5

1 Send email message to recipients
which includes Passcode as well as Claim ID.

100071000 feft E‘f’mﬂwlﬂ:ﬁu’;m-“mm

Click to Add Files or Drag Them Here
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