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Sharing information via WeTransfer
and Dropbox

To apply for a position at WDV, you may like to submit all, or some files via the
cloud, particularly if they are a video or voice recording. This includes:

e Cover letter
e Resume / CV
e Response to the Key selection criteria

The below instructions show how to share files via WeTransfer and Dropbox.
Both programs are free. If you choose to send files via WeTransfer, Dropbox,
or another cloud storage site, you will need to inform Recruitment at WDV that
you have done this.

These instructions were created for users using a web browser. You may like to
use the phone or computer apps. The below instructions will be similar but not
the same if you choose to use an app.

Instructions were up to date as of December 2020. Sometimes sites change
their layouts, have different advertisements as backgrounds, or are a bit
different depending on the type of computer / phone you are using.

Unless stated otherwise, each image is solely a screenshot displaying the same
key information given in text form

If you are having issues uploading and sending files across, you may like to
ask someone that you know to assist you, or you can contact Recruitment. You
will not be penalised for this.

Phone: 03 9286 7800

Email: recruitment@wdv.org.au
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WeTransfer - Computer

1. Go to https://wetransfer.com

2. Create an account or login

e Choose either Sign up or Login (both
found in the top right corner),
depending on whether you already
have an account

e WeTransfer does not require people to
have an account to send files, but we
recommend setting up a free account

BURBERRY

r

3a. Sigh up

e Scroll down to the bottom of the page,
and click on Sign up for free

e Complete the required information,
including the Terms of Service and
Privacy and Cookie Statement

e You can choose to opt in or not to opt
in, to ‘receive WeTransfer news and
product options’

e Click on Let’s go

wiIth vvelransrer Fro

WeTransfer Account WeTransfer Pro

Free forever $13 $130
permonth | peryear, save 17%.

No storage v 1 THstorage
Sendupto 2GB v Send and receive up to 20 GB
Email transfers to up to 10 people v Email transfers to up to 50 people
Link tronsfers to unlimited people

Transfers expire after 7 days

Resend, forward and delete transfers

v Customize your page and emails

v Same-day chot and email support

Get WeTransfer Pro

Sign up for a WeTransfer account

OP TIONAL
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e You will be asked to verify your email
address

e Go to your email, and open the email
from WeTransfer and click on Verify
email

)

account.

Verify your email

Just one quick check to make
sure you're really you

‘We've sent a verification link to

iotmail.com

Tyou ind it, check your
Spam)

Didn't receive an email?

Almost there

Hit the link below to finish setting up your WeTransfer

Verify email — '

e

ere’s your link

tit, just request a new one

e You will be redirected back to
WeTransfer with a message saying
‘Your account has been verified’

e Click on Send Files
e Go to Step 4

Your account has
been verified!

Now people can trust that your
transfers have really been sent by
you.

()

3b. Login
e Enter your email address and

password, then click on Submit
e Go to Step 4

_

Help Products Aboutus Signup  Login

D)

Get more out of

O

4. Add files

e Click on Add your files or select a
folder

Add your files

r select a folder

Emgil to

Your

pridget jolley@wdv.org.au

Message

©

O]
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e From your library, choose the files or = -
folder you would like to upload. You g — m—
can choose multiple files at a time

New fokder 2. 3 @

% Videos library

e Please note, there is a 2GB maximum
per transfer

e Click on Open Hom

File name “Sample - Wildife 3" “Sample - Wildife 1° “Sample - Wildide 2°

e Your chosen files have been added to CE
the transfer

e If you would like to add further things,

click on ‘Add more files’ and choose Sompie- Wi 1wy
either ‘files’ or ‘folders’ Samol - Widife 2wy
Sample - Wildlife 3.wmv

|  25MB-wmv

e Repeat the previous step

dd more files ‘
3 files added - 1.9 GB remaining i

b s G5
Wy Folders

bridget.jolley@wdv.org.au

Messane

O}

5. Complete message details

Add more files
3 files added - 1.9 GB remaining

e For ‘email to’ field, enter
Recruitment@wdv.org.au
° CheCk ‘your emall, IS COrreCt s\;e”c?s;mdottochedthelo\lowmg

files relating to the [insert position

title here] positich:

- Cover letter

- Resume

- Response to the key selection
criteria

X —

e Enter your message, please include:

o What is the job position your files 7f| “"é
bridget.jolley@wdv.org.au
relate to a ...
Hello
o What files you are transferring, e.g. Plecse find attached the following

files relating to the [insert position

response to the key selection [ Coverietier
- Resume
criteria only, or a cover letter, - Response to the key selection !
|
response to the key selection I will also email -

Recruitment@wdv.org.au so you
know to look out for an email from
WeTransfer

criteria and your resume, etc.

o How you will be advising WDV that Kind regards

[Your name]|

you've shared files (e.g. by phone
or email)

> QEETD
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o Your full name, particularly if it is
not in your email address

6. Check details and Transfer

Check that all your required
files/folders are ready to be
transferred

Check email addresses are correct

Check your message has all key
information

Click on Transfer

Do not leave the page until you get a
message saying ‘You're done’

I bridget.jolley@wdv.org.au e

Hello,

Please find attached the following
files relating to the [insert position
title here] position:

- Cover letter

- Resume

- Response to the key selection
criteria

I will also email

Recruitment@wdy.org.au so you
know to look out for an email from
WeTransfer

Kind regards
[Your name]

.
@ Transfer
X

v o/ ll
—

You're done!

The download email has been sent—
your transfer is available for 7 days.

7. Advise WDV that you’ve sent files via
WeTransfer

Contact WDV by phone or email, and
advise which files you’ve sent via
WeTransfer, and which job position
they relate to

o Phone: 03 9286 7800

o Email: Recruitment@wdyv.org.au

Sharing information via WeTransfer and DropBox
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WeTransfer — Phone

1. On your phone’s web browser, go to
https://wetransfer.com

2. Create an account or login

e Click on Login in the top right hand
corner, whether or not you already
have an account

e WeTransfer does not require people to
have an account to send files, but we
recommend setting up a free account

wil Telstra #Sta... & 3:23 pm 7 68% 4

& wetransfer.com (¢

an

WeTransfer is the
simplest way to
send your files

. around the world

SN

3a. Sign Up

e Scroll down the login page until you
get to ‘WeTransfer Account’

e Click on Sign up for free

e Complete the required information,
including the Terms of Service and
Privacy and Cookie Statement

e You can choose to opt in or not, to
‘receive WeTransfer news and product
options.

il Telstra #Sta... & 3:23 pm 7 69% W 14
& wetransfer.com

= we Login

WeTransfer

Account
Free forever

X No storage
v Sendupto2GB

v Resend and delete
transfers

o Tolsira #5ta... T 4507 pm o TR
& wetranster.com

= we Legin
Sign up for a
WeTransfer account
&y Fuilnome
oy
y Fossword ')

OPTIONAL
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e C(Click on Let's go

o lelstra#sta. = 3:34pm v 697 W
& wetransfer.com

= we Login

Password

000000000000000 v

Confirm password

v
000000000000000

| agree to the Terms of Service and |
V4 have read the Privacy & Cookie
Statement

I would like to receive WeTransfer news
and product updates

e At this point, you need to verify your
email address

e Go to your email account and open
the email from WeTransfer asking you
to verify your email address.

e Click on Verify email

e You may need to re-enter your login
details

¢ You will see a message saying ‘Your
account has been verified’

e Goto Step 4

Your account has
been verified!

Now people can trust that your
transfers have really been sent by
you.

3b. Login

e Enter your email address and
password, then click on ‘Submit’

e Go to the menu in the top left, and
then click on Home
e Go to Step 4

il Telstra #5t.. 4G 12:08 pm 7 19% 0

& wetransfer.com ¢

= nwe Login

Remember me

Forgot password?

@ wetransfer.com (]

S) we @
Send A File?

Help

Products

About Us

Pro

December 2020
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4. Add files

Click on Send a file

e Click on Add your files

e Add the required files stored on your
phone.

e Please note, there is a 2GB maximum
per transfer

e If you would like to add further things,
click on ‘Add more files’

e Add further files stored on your phone

WeTransfer is the
simplest way to
send your files

around the world

ﬁ
NN

= we
Add your files
Add up to 2 GB
- weuansier.euln |
= we &

Add more files
2 files added - 2.9/GB

EOB64C2E-4A1F-4C51-909...
6MB - mov

91C9DC3B-78BF-43B9-BE..

5MB - mov

Message

Add a message to your transfer

Sharing information via WeTransfer and DropBox




5. Complete message details

Enter your message, please include:

o What is the job position your files
relate to

o What files you are transferring, e.g.

response to the key selection
criteria only, or a cover letter,
response to the key selection
criteria and your resume, etc.

o How you will be advising WDV that
you've shared files (e.g. by phone
or email)

o Your full name, particularly if it is
not in your email address

we W

Add more files
2 files added - 2.0 GB
remaining

EOB64C2E-4A1F-4C51-909...
6 MB * mov

91C9DC3B-78BF-43B9-BE...
5MB - mov

Message
dd a message to your transfer

Message

Add a message to your transfer

Hello

Please find attached the following
files relating to the [insert position
title here] position:

- Cover Letter

- Resume

- Response to the Key selection
criteria

I will also email
Recruitment@wdv.org.au so you will
know to look out for an email from
WeTransfer

Kind regards
[Your name]

6. Check details

Check the right files are attached
Check you've included everything in
your message

Click on Next

I will also email
Recruitment@wdv.org.au so you will
know to look out for an email from
WeTransfer

Kind regards
[Your name]

Start over “
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6. Choose between ‘Send an email’ or ‘Get a
link”
e Click on either Send an email

(recommended), or Get a link
e Click on Next

= we $0

Send an email
end your transfer with a
simple email and we'll let

you know when it's been
downloaded.

Get alink

Turn your files into a link
and share it however you
like.

i “

7. Enter email details

e For ‘email to’ field, enter

Recruitment@wdv.org.au
e Click on Transfer

we (2]

Add email addresses

recruitment@wdv.org.au
Groitte

bridget jolley@wdv.org.au

e

8. Wait for files to be transferred

e A display will show as your files are
being transferred

e A message will say ‘You're done’ when
your files have successfully been
transferred

Il

0

Transferring...

Sending 4 files to 1 person
0 Bytes of 12.8 MB uploaded

[\ Cancel

You're done!

The download email has been sent - your
transfer is available for 7 days

Send another?

Sharing information via WeTransfer and DropBox
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9. Advise WDV that you’'ve sent files via
WeTransfer
e Contact WDV by phone or email, and
advise which files you’ve sent via
WeTransfer, and which job position
they relate to

o Phone: 03 9286 7800

o Email: Recruitment@wdv.org.au

Dropbox — Computer

1. Go to https://www.dropbox.com/

2. Create an account or login

e In the top right corner, choose Sign
in or Sign up

2BDropbox  sortsams  For indivicuais

3a. Sign in
e Enter Sign in details, including your
email and password
e Click on Sign In
e Go to Step 4

Signup Download X

Sign in

Sharing information via WeTransfer and DropBox
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https://www.dropbox.com/

3b. Sign Up

Create account details, including your
first name, last name, email, and
password.

Check and tick I agree to the
Dropbox terms

Click on Sign up

Choose the free account by clicking
on Or continue with 2 GB Dropbox
Basic plan

At this point, you need to verify your
email address

Go to your email account and open
the email from Dropbox asking you
to verify your email address.

Click on Verify your email

You might be asked to download the
app. You can download and use the
app, or don’t and navigate to the
home page by clicking on the
Dropbox icon on the left

Go to Step 4

Sign up

Dropbox for free

Drophbox Plus

Dropbox Business

4. Upload files / folder

Click on either upload files or
upload folder

Choose the files or folder you would
like to upload

\\\\\\\\\\

Sharing information via WeTransfer and DropBox
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e Choose the required folder or files
you would like to upload

e If uploading files, you will be asked to
select a folder, or ‘create new folder’

e Click on Upload

e Please note Dropbox’s 2GB storage
limit

e Confirm you would like to upload
files/folder by clicking on Upload

e A status bar will appear to say how
long is left to upload the files/folder

e The status bar will change to say
‘Uploaded...” once complete

Upload to...

Dropbox > Folder - test
- eE— »

Camera Uploads

Mobile Uploads

Create new folder cancel (L RULEN

-~

Folder - test Test.mda Get Started w...
Dropbox Folder - test Dropbox.pdf
Dropbox

Recent Hide

Uploading Sample - Wildlife 1:wmv - 1 minute left 2 files left

older - test

Opened 14 minutes ago - F

o Olnages
Al

Added 2 minutes ago - Sample Pictures

+ Uploaded Tulips.jpg View details Close

>

5. Share file/s or folder with WDV

e For folders

e Click on the folder you would like to
share

e In the column on the right, click on
Share. (Do not click on the drop

Home Q Search
Suggested from your activity @ Hide
Finish st
PDF Put Drop
Test Get Started w... 5:?‘; a“[
Drapbex Dropbox.pdf photos ¢
Dropbox
Dropbox
+61 v
Recent Hide
e
Test we Oremail
Added 2 minutes ago - Dropbox
> &
Added 4 minutes ago - Sample Pictures

Sharing information via WeTransfer and DropBox
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down arrow to the immediate right of
share)

Overview

Show examples

— ol [l
e For files ovaviee , N ..
e Navigate to the file/s you want to erane
share. You can choose multiple files o @ - - |
e Click on ‘Share’. (Do not click on the —_ '
drop down arrow to the immediate - E
right of share) - . "
Share this file
e Where it says ‘Add an email or Anyone with this link can view Settings
name’, enter in Ewmem@wmrg_w‘
Recruitment@wdv.org.au, and hit @ o
the ‘enter’ key
e You can then include a note/message :  Shranthemum,pg 5
e Enter your message, please include:
o What is the job position your files Share this file
relate to Anyone with this link can view Settings
o What files you are transferring, — Sy e
e.g. response to the key selection B e cone olowing e g e frset
criteria only, or a cover Iet.ter, I ==
response to the key selection
criteria and your resume, etc.
o How you will be advising WDV that
you've shared files (e.g. by phone
or email)
o Your full name, particularly if it is
not in your email address
e An example message:
Hello
Sharing information via WeTransfer and DropBox 14
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Please find attached the following files
relating to the [insert position title here]
poition:

- Cover letter
- Resume
- Response to the Key selection criteria

I will also email

Recruitment@wdv.org.au so you will

know to look out for an email from
Dropbox

Kind regards

[Your name]

e Check the email address and
message that’s been entered

e Click on Share file

e Your files/folder have now been
shared

Share this file

Anyone with this link can view Settings

cruitment@wdvorgau * | Add an email or name

Hello
Please find attached the following files relating to the [insert
position title here] poition:

& Create then copy link %

~  Shared Chrysanthemum_jpg. Close

6. Advise WDV that you've sent files via
Dropbox

e Contact WDV by phone or email, and
advise which files/folders you've sent
via Dropbox, and which job position
they relate to
o Phone: 03 9286 7800

o Email: Recruitment@wdyv.org.au

Sharing information via WeTransfer and DropBox
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Dropbox — Phone

1. Go to https://www.dropbox.com/

2. Create an account or login
e In the top right corner, choose Sign
in or scroll down the home page to
find Sign up for free

il Tolstra #51.. 4G 1137 pm T 03NN e

& dropbox.com [

Dropbox

Focus on
the work

that
matters

Dropbox is the world's first
ace, We bring all

s content together

< i m
wil Telstra #51... 4G 1:37 pm 7 9 34% i1
@ dropbox.com

:z Signin =

>

gn up for free J

3a. Sign in
e Enter Sign in details, including your
email and password
e Click on Sign In
e Go to Step 4

wil Telstra #5t... 4G 1:38 pm LR -t +

& dropbox.com <
Sign in
or create an account

Remember m
Fargat your password?

G Sign in with Google

< h M I

Sharing information via WeTransfer and DropBox
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3b. Sign Up

Create account details, including your
first name, last name, email, and
password.

Check and tick I agree to the
Dropbox terms

Click on Sign up

Scroll down the page. Find and click
on Or continue with 2 GB Dropbox
Basic plan

At this point, you need to verify your
email address

Go to your email account and open
the email from Dropbox asking you
to verify your email address.

Click on Verify your email

wil Telstra 851 40 L3Bpm 7 W 34%

& dropbox.com &

33 Dropbox X

il Telstra #5t.. 40 4:00 pm o aEn

& dropbox.com e

2+

Try out the
best of
Dropbox for
free

For ===

personal
Dropbox Plus
< h m 3

ot Telstra 851, 40 4:00 pm 7 a5
& dropbox.com

Try free for 30 days

O continue with 2 GB Drophao®
Basic plan

o Telstra #51_. 4G 2:26 pm 7 BNI e

< B @& -

32

 Reply r* Forward

Sharing information via WeTransfer and DropBox
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¢ You might be asked to download the
app at this point. You can download
and use the app. If you don't,
navigate to the home page by
clicking on the Dropbox icon on the
left

e Goto Step 4

4. Upload files / folder

e Click on the uploads/folders menu

e Click on either upload files or
upload folder

e Choose the files or folder you would
like to upload from your phone

e Please note Dropbox’s 2GB storage
limit

e If uploading files, choose or create a
‘new folder’ for the files to sit under

e Click on Upload

bl Teledra 856 4G 4202 pm 7 AEEE

& dropbox.com [

= o0 0

@ Saarch

Home @

Suggested frg o pload files

activity w51 Uplaad foider
[ Mew foider

PDF [0 Mew shared loldar

Get Started we
Dropbos. paf

Recent Py ()

ol Telstra #51.. 40 141 pm 40 IR 4

& dropbox.com &

—_— Falder - test
"

i 22 Grad WDV Leadersh.,

Mabile Uploads

WBL GA Mongolia 18 |

| '
< hh M 4d

Sharing information via WeTransfer and DropBox
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e A status bar will appear to say how
long is left to upload the files/folder

e The status bar will change to say
‘Uploaded...” once complete

wilTelstra #St... 4G 1:42pm ¥ © 36%

& dropbox.com (e

Suggested from your
activity

X X
b e

Test.mda Sample - Wildlife

sl Tolira #51... 40 4:08 pm ¥ aanm

& dropbox.com ]

— - at a

Q, Search

Home

Suggested from your

Wi
activity @ iae

®

POF

Got Stared w...

< h M 3

5. Share file/s or folder with WDV
e Under '‘Recent’, select the folder, and
then/or, files you would like to
transfer

ol Telstra 8. 40 LAZpm ¥ @ 38%

& dropbox.com ()
= Use o # 0 @
Q Search
Home
Recent Hide
je :_\uISII:ZCZG-IZ-I'-"T.G'.:II...
» IMG 5633.MOV
Giot Startad with Fienebin
« Pivacy (3
< h m @

wll Telstra #St... 4G 1:43pm ¢ 7 @ 36% (0 14

& dropbox.com &
“mm - © 0
Q ™ Search

Dropbox > Folder -...st

Name ¥
Ji Test.mda ®

B3 Ssample - Wildlife 3wmv ®

Sample - Wildlife 2wmv ®

3

B4 Sam >
o Privacy (3)

< h m @

Sharing information via WeTransfer and DropBox
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e Use the menu on the right to find and
click on Send with Transfer

e Check files are correct and click on
Create Transfer

e A status bar will appear to say
‘Creating new transfer’

e Click on Send by email

e In the 'To’ field, enter in
Recruitment@wdv.org.au

| Telstra 651, 40 4:14 pam LR )

& dropbox.com ¢

= ...

q = Search

Dropbox » Example

Overview Hiid @

Pont Cook phy & Download

# Mave
@ Copy

Mame 4 O Delete
& Pinto Examgple

-Drcs & Pinto..
BB coee. S
<« > thm

il Tolstra #51.. 4G 4116 pm 7 a0%m

& dropbox.com ¢

< View all transfors

10 items °
. ODCFOB3D-2ABD-4317-84... X

E 1952A963-A4C0-4209-9F... X

! 5B3BASS1-7D24-4975-94., X

Expires

on
@ 2om2/2020 @

< fh M 3

all Tobsira #5140 Fadpm 7 @ 36N s

& dropbexcom

<
= = S0

Dropbox » Folder -..st

Mame &

B # Teunds ®

B Sample - Wildiide Jnem @

B S saole- Widite 2o @
. e

£ O m 4@

W Telatra #5L.. 4G 4116 pm v aonm

& dropbox.com (v

< View all transfers

&
< h m 3

Sharing information via WeTransfer and DropBox
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e Click on ‘Send’

e A status page will appear to say
‘Creating your transfer’

e Once complete, a message will say
‘Your transfer is on its way’

il Tabitea 481 43 4108 pm & snm

i dropbox. com <

£ Viaw all transhers

< <

100%

Creating your transfer

16 218 pm 7 a0

i dropbox.com ()

6. Advise WDV that you've sent files via
Dropbox

e Contact WDV, and advise you've sent
file/folders via Dropbox

o Phone: 03 9286 7800

o Email: Recruitment@wdyv.org.au

e Make sure you include

o What is the job position your
files relate to

o What files you are transferring,
e.g. response to the key
selection criteria only, or a
cover letter, response to the
key selection criteria and your
resume, etc.

Sharing information via WeTransfer and DropBox
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