Sending and Receiving Assignments via the Digital Dropbox

TheDigital Dropbox can help reduce turn-around time between assignsumission and
providing feedback to students. You can use thé&&i@ropbox as a kind of “file exchange” to
receive students’ assignments and send files testa. It can be cumbersome to use, however,
because of its lack of tools for organizing a langenber of submissions.

Announcements
Accessing the Digital Drop Box Course Calendar

Staff Information
Click onControl Pandl. Under the Course Tools menu, sel@wital Tasks

Dropbox. (Students access the Digital Dropbox by clickamgr ools, Send Email
thenDigital Dropbox.) Discussion Board

Collaboration
Digital Drophox

Receiving files from students

You will see a list of any files submitte@lick on the link to open or download the file. Yoan
download the file to your own computer's hard dragd comments, then send the file back to
the student.

Sending files to students W Seletilsers

Ta Blacxbosrc, Jane (jane blackbagd)
i i Elacxboand, Joans (joan Blackboard)
1. Click Send File. Blacxboard, Joa (joehlackhoard
BElackboand, Jahn johnblackboard
Blacxboarg, Matha (marha blackboard)

2. Select the name(S) of the Blackboard, Miguel migual blackbosrd]
recipient(s) from the Select blackboard, many(many blackboard) 7]
Users list (hold down the
Ctrl key and click other © File Infarmation
names to select multiple Name [Romework
StUdentS)' File |D':.Duc;rnl=':r|l.5 and Sellings\gieblancD Browse . |

Comments Hice wock!

3. Upload the file (clickBrowse to locate the file on your own computer), typeamments
in the Comments: box (optional), then cliskbmit andOK when prompted.
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Removing files from your Dropbox

Click Remove next to the file name.

Suggestions for using the Digital Dropbox

o You will have to find a way of organizing your sards’ submissions if you use the
Dropbox in large classes (create folders on yocelloomputer, etc.). The Assignments
tool might be a better option.

o File naming conventions will be necessary in otdeavoid confusing files submitted by
different students at different times.

o0 Remind students to use tBend File command, not thadd File command, if they wish
to send you a document. UsiAdd File merely uploads the document to the student’s
Dropbox — it does not send it to you.

o Finally, remind students to save original files /amdhard copies of all documents they
submit through the Digital Dropbox.
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