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We begin with logging in, then hover over Electronic Tools @, a drop menu will appear. Scroll
down to Digital Mailbox ® and click on the link. After clicking on the link, select Access
RFCUNY's Digital Mailbox (Human Resources) ©.
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ANNOUNCEMENTS

MEMORIAL SLOAN CANCER CENTER IS
ACCEFTING APPLICATIONS FOR THEIR
PPOST-BACCALAUREATE MSK BRIDGE
SCHOLARS PROGRAM.

College seniors and recent graduates

CLIMATE CHANGE, HUMAN HEALTH,
AND RESILIENCY FORUM

February 24, 2023, 10am-4pm @
RFCUNY, 230 West 41st Street, 10th
Floor

COMING SOON! CONTRACT MANAGER

IS EXPANDING

Coming Soon! Contract Manager is

expanding its function in early 2023 with

a new module called Contracts. )

with an undergraduate science degree
received within the last 36 months and
who are from groups historically
underrepresented in science.
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DIGITAL MAILBOX (HUMAN RESOURCES)

HOME > ELECTRONIC TOOLS > DIGITAL MAILBOX (HUMAN RESDURCES)

RFCUNY'S DIGITAL MAILBOX (HUMAN RESOURCES)

RFCUNY's Digital Mailbox is a document delivery system that ensures digital files remain secure while being transferred
from the employee, principal investigator, grants officer, or other designated personnel to RFCUNY's human resources
department.
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Only designated RFCUNY human resources staff will be able to access the encrypted information.
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The RFCUNY HR Digital Mailbox @ will open. Next, hover over the Add Files ® button and a drop-down
menu © will appear. If you choose one of the first two options, a window will open on your computer
so you can locate the file(s). Choose the file then click Open and the file will attach as seen in number
©. Next, fill in your name and email @. Click Upload @ and the process is complete ®. You can then

Upload © more files if required.

© RFCUNY Human Resources sent you this
request
RFCUNY Human Resources Digital Mailbox

o 2

9 | Files from computer |
[:] Folders from computer

e %2 From Dropbox

. o

& dropbox.com/dropins/login’app_key=dropboxBicont=hitpsH3A%2FS2Fwwwdrepbox.com?%2F:

Sign in

-

G Sign in with Geogle

[} Sign in with Apple
_

%2 Dropbox

Cancel

=

Your files wi

be uploaded securely to RFCUNY Human Rescurces's Dropbex

account. More about file requests and our privacy policy.

Please Note: If you choose From Dropbox O,
the window above will open for you to sign
into your account of create an account.

RFCUNY Human Resources sent you this
request
RFCUNY Human Resources Digital Mailbox

9 T RFCUNY Digital Mailbox User Guide.docx

® Add more files

Your name Your email address
@ I LAcd your name I you@example.com ‘
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Your files will be uploaded secursly to RFCUNY H
account. More abou

uman Resources's Dropbox
t file requests and our privacy policy.

@

© Finished uploading

We'll let RFCUNY Human Resources know you uploaded files.

@ Upload more files

Try Dropbox free

%
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Your files will be uploaded securely to RFCUNY Human Resources's Dropbox

account. More about file requests and our privacy policy.




