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Chorus Call Dropbox Drop-Off Instructions 

 

1. Navigate to dropbox.choruscall.com with your web browser. 

 

 
 

2. Click “Drop-off”. 

 

 
 

3. Enter a request code if you have been given one.  

 

 
 

If not, continue by entering your name, organization, and your email address and 

entering the characters you see in the RECAPTCHA picture into the RECAPTCHA text 

field. 
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4. Click “Send confirmation.” 

 

 
 

5. A confirmation email will be sent to you. If you do not see the confirmation email, check 

your system’s spam/junk folder. 
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6. Once you receive the email, open it and either click on the link or copy and paste the 

link into your web browser. 

 

 
7. Once the link opens you will be on the file drop page. 
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8. Click the green “+” (plus) symbol in the “To:” field to add file drop recipients.  

 

 
 

This will bring up the window to enter the information. The system defaults to add one 

email address at a time. If you only need to enter one address, enter the name and 

email of that recipient and click “Add Recipient”. 

 

 
 

 If you would like to add multiple email addresses at once, click “Add Many”. Once the 

field appears, add one email address per line by pressing enter in the field after each 

email address. 
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Once the email addresses are added into the field, click “Verify”. 

 

 
 

9. After your email addresses are entered, you may enter a short note to the recipients 

which will populate in the file drop email that is generated by the dropbox system. 

 

 

10. Once you have entered your recipients and your short note, you may choose files to add 

to the file drop. To do this, click on “Choose File”. You may add multiple files by this 

method so long as the total file size of all files does not exceed 4096MB (Megabytes). 
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11. Click “Drop off Files”. 

 

 
 

 If your web browser asks you to leave the page or stay on the page after clicking on 

“Drop off Files”, click “Leave Page”. 

 

 
 

  

This will take you to the “Drop-Off Summary” page. This page contains information on 

who received the file drop, the file that was sent, and the applicable Claim ID and 

Passcode as well as the short note that was added into the field. 
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12. Once your recipients have received your file drop via email, the system will notify you 

via email once the file has been picked and will provide you the email address of who 

has picked it up. 

 

 


