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Box for Workgroups
THE SIMPLE SOLUTION TO A COMPLICATED PROBLEM

Box for Workgroups

EASY FOR GROUPS OF PEOPLE (PROJECT TEAMS, DEPARTMENTS, CLASSMATES, ETC.) TO
SHARE AND COLLABORATE ON DOCUMENTS AND FILES.

DOCUMENTS PLACED IN THE WORKGROUP FOLDER ARE OWNED BY THE WORKGROUP, 
NOT AN INDIVIDUAL.

WORKGROUPS PERSIST AS GROUP MEMBERS COME AND GO. 
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Creating a Box Workgroup Folder
1. GO TO THE WORKGROUP MANAGER TO CREATE A WORKGROUP

(workgroup.stanford.edu) 

OR 

IF YOU ALREADY HAVE A WORKGROUP, GO TO THE WORKGROUP
INTEGRATION TOOL (workgroup.stanford.edu) TO
LINK YOUR WORKGROUP.

2. CLICK CREATE A NEW WORKGROUP.  
3. BOX MUST BE LINKED TO A BUSINESS (NOT PERSONAL) STEM.

How do I get a stem?
TO REQUEST A NEW STEM, SUBMIT A HELPSU REQUEST AT:

REQUEST CATEGORY:  ADMINISTRATIVE APPLICATIONS

REQUEST TYPE:  WORKGROUP MANAGER

• INCLUDE THE FOLLOWING INFORMATION:
– THE STEM NAME (NO SPACES)
– THREE STEM ADMINISTRATORS’ SUNET IDS

– A BUSINESS JUSTIFICATION FOR THE STEM

• IF A STEM EXISTS, YOU MAY BE DIRECTED TO TALK TO THE STEM OWNER FOR ACCESS
TO THAT STEM. 
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Workgroup Manager

Workgroup Manager
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Workgroup Manager

Must be a business 
stem (no ~).

Workgroup Manager
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Workgroup Manager

Your workgroup is set up!

Next….go to tools.stanford.edu
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Scroll Down to Workgroup Integration

Now…connect your Workgroup to Box using the Integration 
Tool  (tools.stanford.edu)
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Find your new Workgroup

Workgroup Integration Tool

Group name is 
not editable, 
even though it 
looks like it is!

Click Link 
Workgroup
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Do Not Reload while the linkage process is taking place

Once the Workgroup is Ready and linked to Box…

▪ Editor permission is automatically granted to everyone in the 
workgroup.

▪ Updates to workgroup membership are synchronized 
periodically

▪ Additional grants can be made in Box to other individuals for 
view access
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Go to stanford.box.com


