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Staff Tutorial on Dropbox Login for Cloud Editing 
 
This document is meant to serve as a convenient reminder and/or checklist after having watched the above 
related video. Please do watch the video first though. 

To be able to edit documents in ORYNOCO’s Business Dropbox account, do the following: 

1. Login to Dropbox using your …@orynoco.com email address and the password you chose when you 
responded to the ORYNOCO TEAM Dropbox invitation. 

2. Click on the ‘WSU Tracking Schedule’ folder (or any folder containing a document you need to edit). 

3. Click on the ‘WSU schedule 2021.xslx’ file (or any file you need to edit). You will then be in ‘Read 
Only’ mode. 

4. To edit this file in the cloud right within Dropbox (DO NO EDIT IT ANY OTHER WAY),  look up in the 
upper right portion of your screen.  

5. Find and click the downward pointing arrow on the right side of the ‘Open’ button, and then click 
‘Excel for the web’.  

a. Please note this will instead say ‘Word for the web’ if it’s a MS Word document. 

6. You will then be asked to login to ORYNOCO’s Microsoft Office 365 Business account. Click the green 
button and login using your …@orynoco.com email address again with the password you chose when 
you responded to the ORYNOCO TEAM Microsoft Office 365 invitation.  

a. Please note that you will be required to setup 2FA (2 Factor Authentication) using your 
mobile device for Microsoft Office 365. There’s no option to decline this. You’ll have 14 days 
to get it setup before you’ll be unable to access this account.  

b. You’ll need an authenticator app on your phone for this. Microsoft wants you to use theirs 
(download from app store), but this author experienced problems scanning the QR code 
with it. If you use the Google Authenticator app (download from app store) instead, it will 
definitely work.  

i. Just when you’re starting to setup 2FA there will be a link for using a different authenticator 
app. Click that link and proceed to use the Google Authenticator app. 

7. Once you’ve logged in to ORYNOCO’s Microsoft Office 365 Business account you will be returned to 
the document you were looking at in ‘Read Only’ mode. You will now be able to edit it in your 
browser right within Dropbox. The app’s user interface is close to the same as it is in the desktop 
version of the same app.  

8. If you have difficulties sorting out how to use this setup, or you’ve forgotten or lost track of your 
login information, please contact Simeon at simeon@orynoco.com for personal assistance. 

https://www.dropbox.com/
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