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What is Box?
Box allows us to securely 

store, organize and share files 
up to 2 GB. It also gives us 
the ability to allow others to 
share documents and larger 
files. If you don’t have a Box 
account, these instructions 

will walk you through how to 
set up an account. If you have 

an existing account, we’ve 
also included instructions on 
accepting and reviewing the 

files you’ve received.



LOGGING IN TO BOX

You will receive an email to 
collaborate on a file.

Click Accept Invite.

1

2



Creating an account

Fill out the necessary 
information on the page.

Click the necessary boxes.
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If you do NOT have an account, you will need to create one

You will receive a 
verification email.

Once you have verified your 
email, you will need to set 
up two-factor 
authentication and accept 
Terms of Service.
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Current Box Account

Enter your email address.

Enter your password.
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If you have an account, you will log in with your username 
and password
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Click on “Not a part of 
Pinnacle Financial Partners” 
if prompted.



Searching

Use the Search box at the 
top of the page. 

Enter a keyword(s).

The results will display any file 
or folder with the keyword(s) in 
the name or within the file.
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To learn more about Box 
features, click on the ? icon 
and choose Help Center.

To watch training videos or 
attend live, virtual sessions, 
click on the ? icon and 
choose Get Training.
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