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1 Click "My Files"

Once you have logged in, hover over or click the "Members" option on the main menu. This brings up the relevant
members' options for your level of access.

Click "My Files"
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2 Select the relevant folder

You will see the message, "No files / Folders here" (circled in red). However, under "Shared with me" there are
several folders that you can access. These will be different depending on your level of access.

Click the relevant one. This example has selected "All Files."
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3 Select the relevant folder

Click the relevant folder to open it to see the files.
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4 Select the relevant file to open it

This opens the file in the window. You may either:

1. download the file to your computer by clicking the download link which appears where the red square is,
or

2. comment on the file in the box which appears where the green square is.
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