Choosing files to Sync
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Right click on the local cloud icon in your tray (if you are on a mac this will be in the top right) it looks like a cloud with an e in it. Then left click on where is says sync completed successfully. (it may alternatively says 3 files skipped if it didn’t sync all files last time). FYI files may not be synced if someone was using it at the time, or if the file name is too long, if it says anything else get in touch.

It will take you to a browser window where you can manage your settings; the home page shows the results of the previous syncs:
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 Click configure folders to choose what files and folders you want to sync:
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You can select whole all folders, or just subfolders if you don’t need everything. You can change it at any point later, if you find you have too many or too few files for your needs. 
You can also adjust the settings to set how often it syncs;
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