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Box.com User 
Guide 

 

Box Guide 

Room 
Reservation 
Information 

 

Please provide the following 
information when requesting 
room reservations: 

• Name of Meeting/Event 
• Date 
• Start Time 
• End Time 
• Room Size 

Event Planning  
(Box Notes)  

 

After requesting assistance with your 
event, you will receive a link to a shared 
folder that includes the “Box Note” project 
management tool. 
 
Box Notes for Events 

Financial 
Services Forms  

 

Financial Services 

Permission 
Numbers  

 

Permission Numbers Protocol 

Reimbursements  

 

Reimbursement Guidelines 
 

https://tcu.box.com/s/rx13gmz4etbgu301l0bdixsang9je1oc
https://community.box.com/t5/Get-Started-Guide-for-New-Users/The-Basics-of-Box/ta-p/6807
https://community.box.com/t5/Creating-and-Editing-Box-Notes/Introducing-Box-Notes/ta-p/325
https://vcfa.tcu.edu/financial-services-forms/
https://tcu.app.box.com/file/522000431857
https://tcu.app.box.com/file/522005875457


Submit Your 
News 
 
The English Update! 
Deadline is  
Thursday by 2 p.m. 

 

English Department Submit Your News  
 
Please be sure to add your short blurb, 
links, files, and images to compliment your 
news story. 

The English 
Update! 

• Announcements 
• Deadlines 
• Upcoming Events 
• Meeting 

Calendar 
 

Current and Past Issues 

Testing Center  

 

Testing Center Forms 
 

*Please allow 2 days for processing 
 
 

Travel Request 
Forms 

 

Travel Requests 
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https://addran.tcu.edu/english/submit-your-news/
http://ld52n3xsz673dd33m1ae19h1-wpengine.netdna-ssl.com/english/wp-content/uploads/sites/3/2019/10/Past-Issues.pdf
https://tcu.box.com/s/wna4m1sdy7kj4e1i433qm00vjg5ahvcy
https://tcu.box.com/s/44v4hg23odprwvhdxhkh0ll3orq4i79w

