Northeastern Province Achievement Award Submission Procedures

Introduction: The Northeastern Province of Kappa Alpha Psi Fraternity, Inc. has adopted an
electronic submission process using the BOX cloud technology. The following are the procedures
for submitting NEP_Achievement Award Petitions using BOX. No other method of submitting
Achievement Award petitions will be accepted. Merit Awards will be submitted using a direct
email to the Chairman of the NEP Achievement Awards Committee.

Section 1: This section assumes the Chapter Polemarch already has a BOX account that was setup
during the annual Chapter Certification Process. If the Chapter Polemarch did not setup an account
for the annual Certification Process, please proceed to Section 2 on Page 5.

1. NEP Chapter Polemarchs will receive email invitations to collaborate on the “NEP
Achievement Award Submissions” BOX folder. Please click on the “Accept Invite” button
shown below.

Parmenus A. Bowler (NEP) has invited you to collaborate on Box inbox x

Parmenus A. Bowler (NEP) <noreply@box.com>

Parmenus A. Bowler (NEP) has invited you to collaborate on a folder

Hello, | want to share my folder, "NEP Achievement Award Submissions”, on Box." —

NEP Achievement Award Subm
Accept Invite

Pty m—

Get our app to view this on mobile

2. You will be taken to the BOX login page:
(https://kapsinep.account.box.com/login). Enter your email address (the same one used
for the Certification Process) and your password.



https://kappaalphapsi1911.account.box.com/login
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Sign In to Your Account

Email Address

Enter Your Emai

Reset Password

Kappa Alpha Psi Fraternity,
Incorporated

Welcome to the BOX Cloud Solution and Collaboration tool
for Kappa Alpha Psi Fraternity, Inc

Please Note: When you logon you will see two folders: your Chapter Certification folder as
well as the “NEP Achievement Award Submissions” folder.

3. Please click on the “NEP Achievement Award Submissions” folder to see the available
categories to submit a petition.
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4. Toupload a petition, click on the Award Category folder and then the appropriate Fraternal
Program Year. In this example, we will submit a petition for the James M. Kidd Award for
the 2017-2018 program year.

B Al Files James M. Kidd Award ~ New + Upload +

5. There are two options for uploading a document:
a. Click on the link that reads “click here” in the middle of the window or
b. Click on the “Upload” menu item in the upper-right hand corner of the screen and
choose “File” or “Folder.”
6. Ineach case, you will be directed to browse to the file/folder on your computer that contains
the petition you wish to submit. Click “ok” and the file/folder is submitted. Please include
the Chapter in the filename/folder for easy reference.
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7. Once the petition has been submitted, please log off by clicking on the icon in the top-
right corner of the screen that represents your initials (in this example, “Awards
Submitter” has the icon “AS”) and choose “Log Out.”
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Section 2: New Account Sign Up

This section presumes the Chapter Polemarch did not previously setup a BOX account during the
annual Chapter Certification Process.

1. NEP Chapter Polemarchs will receive email invitations to collaborate on the “NEP
Achievement Award Submissions” BOX folder. Please click on the “Accept Invite”
button shown below.

Parmenus A. Bowler (NEP) has invited you to collaborate on Box inbox x

Parmenus A. Bowler (NEP) <noreply@box.com>
tome [~

Parmenus A. Bowler (NEP) has invited you to collaborate on a folder:

EP Achievement Award Submissions", on Box." —

NEP Achievement Award Subm
i

Collaborated Folder
= Accept Invite
l PRy

Get our app to view this on mobile
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You will be directed to the “BOX Collaborator Sign Up” page to create an account on
BOX using your full name [“Award Submitter” was used in this example] and a
password (which must be at least 8 characters in length and contain 2 numbers)

Box Collaborator Sign Up

'Kappa Alpha Psi Fraternity, Inc.' Has Invited You to Collaborate on

'NEP Achievement Award Submissions'

Your Information
Full Name

Full Name =

Email Address

pgwpar@gmail.com

Password

Password =

Phone Number

Phone Number

By registering you agree to Box's Terms of Service and Privacy Policy.

Already have an account? Log in here,
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3. Once complete, the BOX Welcome screen will want to personalize your experience.
Please click on “Skip this and go straight to BOX” link at the bottom.

Welcome to Box, Award Submitter!

Let's personalize your experience.
What do you mostly plan to use Box for?

> . W
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FOR PERSONAL USE FOR WORK
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4. At the top of the next screen will read “You have pending invitations to collaborate.”
Click on the “See Invitations™ link.

@) You have pending invitations to collaborate. See Invitations | %

Your Time is Valuable. Spend It On The Work That Matters

Be more productive with Box: send fewer emails, track who sees what, and get

more work done.
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5. The “Terms of Service” screen will appear next. Scroll to the bottom and click “Agree
and Accept.”

EE = S

Pending Invites + Mark All as Read
These Terms apply Lo the maximum extent permitted by relevant law. If 3 court he 1not enforce a part of these Terms as written, you and we will replace th similar terms to the extent enforceable under the relevant
t

B Messages (@

6. Click “Yes” to go to the NEP Achievement Award Submissions folder.
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7. The “NEP Achievement Award Submissions” folder shows the available categories to
submit a petition.
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8. Toupload a petition, click on the Award Category folder and then the appropriate Fraternal
Program Year. In this example, we will submit a petition for the James M. Kidd Award for
the 2017-2018 program year.
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9. There are two options for uploading a document:
a. Click on the link that reads “click here” in the middle of the window or
b. Click on the “Upload” menu item in the upper-right hand corner of the screen and
choose “File” or “Folder.”
10. In each case, you will be directed to browse to the file/folder that contains the petition you
wish to submit. Click “ok” and the file/folder is submitted. Please include the Chapter in
the filename/folder for easy reference.
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11. Once the petition has been submitted, please log off by clicking on the icon in the top-
right corner of the screen that represents your initials (in this example, “Awards
Submitter” has the icon “AS”) and choose “Log Out.”
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