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1. You will receive an email from CT Registration inviting you to join the Q & A folder of Paper by Dropbox.  Click
the view folder icon and follow the steps to log-in.  Use the same log-in credentials that you created for
Dropbox.  If you do not have a Dropbox account, you may create one to access Paper.

2. Upon initial log-in, you may wish to change the default settings.  This can be done by clicking on your avatar or
initials if you have not created an avatar.
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3. Click on Settings to change the default settings.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may change any of the settings above to suit when and how you receive notifications.  These settings may 
be changed at any time if you are receiving too few or too many notifications.   

 

If you do not wish to receive any email notifications, you can click on the ellipsis (…) next to more and deselect 
Following (see screenshot below).  If this is done you will not be notified via email when a new question has 
been created or an answer has been given.  
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How to create a question using PAPER 

1. Sign in to Paper.  

2. Click Create new doc. 
 
 
 
 

3. A new document will appear (see screenshot below). 
 

 
 
 

4. Place your cursor in the field with the largest text and name the ‘document’ using 
a simple phrase that describes the question. (see example below) 

 

 
5. Enter the question details underneath the keyword or simple phrase that 

describes the question. 
 

 
 
 
 
 
 
 
 
 

OR 

https://paper.dropbox.com/
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6. Click Add to folder in order to share with the team.  
 
 
 
 
 
 

7. After the “paper” has been added to the Q & A folder it will now be visible to all of 
those who have joined the Paper function of Dropbox.  
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How to create a question using PAPER 

1. Sign in to Paper.  

2. Click Create new doc. 
 
 
 
 

 
 
 

3. A new document will appear (see screenshot below). 
 

 
 
 
 
 

4. Place your cursor in the field with the largest text and name the ‘document’ using 
a simple phrase that describes the question. (see example below).  Enter the 
question details underneath the keyword or simple phrase that describes the 
question as you would if you were creating a simple question.  
 

 

 
 
 
 
 
 
 
 
 
 
 

OR 

https://paper.dropbox.com/
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5. Click on the plus sign and then navigate to the create table icon and click. 

 
 
 
 
 

6. To create more rows in the table, hover over the bullets and click the plus sign to 
the left of the table. 

 
 

7. To create more columns in the table, hover over the bullets and click the plus 
sign to the left of the table then use the  double headed arrow (adjustment tool) 
to change the size of the columns. Repeat these steps until you reach the 
desired table configuration.    
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8. Click Add to folder in order to share with the team.  
 
 
 
 
 
 
 
 
 
 
 

9. After the “paper” has been added to the Q & A folder it will now be visible to all of 
those who have joined the Paper function of Dropbox.  
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10.  Answers to questions that request for respondents to enter data in a table will 
look as the example shown in the screen shot below.  You can also hover over 
the colored triangle to see who provided the answer.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

11.  To download the question including the table, click on the ellipsis (…)  located in 
the top right hand corner of your screen and select download.  
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How to create a question using PAPER 

1. Sign in to Paper.  

 

2. Find the question you wish to answer, and click to provide or view answers that 
have been given.  
 

 
 
 

 
3. You see a screen similar to the one below.  Navigate to the bottom of the 

answers provided (if any) and click the plus sign to add your answer.   
 

 
 

 
 
  

https://paper.dropbox.com/
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4. The screen below will be displayed when you click the plus sign.  In order for the 

answers to be better delineated add a section break.  See screenshot below.  
 
 
 

 
5. When you are done providing your answer, you do not need to perform any other 

step.  You should see a similar screen as below.  We are asking that you add 
your contact information to the bottom of your answer, so that other task 
members may contact you directly if they wish to ask for more details.   
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6. If you wish to request more information from someone that has provided an 
answer, or you wish to request clarification of the answer or question, highlight 
the specific word of phrase and click on the ‘message icon’ (see screenshot 
below). Click Post.  That individual will be notified that you have a comment.  
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