
D2L Dropbox 
 
The Basics 
The Dropbox is where your students will turn in assignments in D2L. It is similar in concept to 
sending an e-mail attachment. The first step - before a student can submit anything – is to create 
a repository for their work by adding a dropbox folder.   
 
How to Add a Folder to the Dropbox  
1. Click the Dropbox link on the Navigation bar.  
 
2. A Pickup Files window appears. Click the Admin button. 

    
 
3. Click the Add Folder button.          
 
4. Give your folder a name that reflects the assignment.  
 
5. Click Submit.  
 
The name of the folder you created appears as a hyperlink in the Dropbox Folders list.  

To submit their work, students click on 
the link (e.g. Assignment 1). It takes 
them to a Drop Off Files screen where 
they have the ability to browse and 
upload.  

 
 
To check the work students have submitted you will click on the link (e.g. Assignment 1). 
 
The Assignment 1 Dropbox window opens and student work is displayed in an area under their 
name as a hyperlink.  To open their file, click on the link.  
The window also includes their comments (if they left any) and a time and date stamp.  
 

          
 
The Details of the Add Folder Window 
 
To get to the Add Folder window, click on the Dropbox link on the nav.bar, Admin button, and 
Add Folder button. This window has the following options: 

- Dropbox Category 
- Grade Item 
- Custom Instructions 
- Date/time Restrictions 
- Add Event to a (student’s and your) Calendar. 



Lets look at each item in detail. 
 
� Dropbox Category:  

to add a Dropbox category if you want to organize your Dropbox 
submissions by type.  

  
 
 
If you choose to do so then the types will be available from the drop down menu when 
you create a new folder. 
 
Once the folder is created the student view will display the your  
dropbox folder as a sub-set of  category, Drafts for example.  
 
 

� Grade Item: 
Before you use the use the Grade Item feature you should set-up the gradebook 
 

  
Click the “add grade item” link and complete the requested information in the New Grade 
Item window (See Appendix A).  
 

� Provide Custom Instructions. 

 
� You have the option to restrict dropbox submissions to a time interval - one day for 

example.  

 
After that time has elapsed the students will see a message indicating the submission time has 
passed and the folder is closed.  

 
 



� To add the submission time to the students calendar select the checkbox shown below. 
 

 This will place the following messages on the 
student calendar for the date the assignment is due. 
 

 
 
When you have finished filling out the Add Folder window be sure to click 
the Submit button or you will lose your work.  
 
How to View Student Dropbox Submissions 
 
You will be made aware of student submissions on the course Homepage in 
the Updates widget. it will identify how many new files have been 
submitted since you last checked it. To review the Dropbox submissions 
you may either click on the link in the Updates widget  
or  
click on the Dropbox link in the Navigation bar.   
 
In the Dropbox Folders section note the Unchecked Files sums to the three, which is consistent 
with the 3 New Submissions identified in the Updates widget. Total Files indicates a count of all 
files in the dropbox.. A Flagged File is one you have applied a Flag to for purposes of easy 
retrieval.  
  

 
 
Click on the link that represents the Dropbox folder that you want to review; Assignment 1 for 
example. That opens the “Assignment 1 Dropbox”  window which has multiple options.  
 
 
 
 
 
 
 



 
The Dropbox Window 
 
This window has a series  
of choices along the top.  
From left to right there is  
a check box, four buttons, 
and a pull down menu.  
Below that there are View,  
Search, and Paging options. 
At the bottom is the listing 
of student submissions  
followed by a list of all  
students who have not yet 
submitted their work.  
 
A Detailed Look at the Dropbox Window         
 
Placing a Checkmark in the top checkbox will select all or place a checkmark  
next to every item on the list. This is a shortcut way to apply one of the button 
functions, Delete, Mark Read, Flag, or Download, to everything in the dropbox 
folder.  
Otherwise you must first place a checkmark beside each individual item you want t
apply the following actions to:  

o 

 
 

 permanently removes (erases) a submitted file from the Dropbox folder. 
 

 indicates you have opened and viewed a submitted file (even if you have not)  
             by changing an icon from  to . For more information see Appendix B.  
 

 marks a dropbox submission with a red flag to the right of the file name  
                  . To remove the flag you have to repeat the process. 
  

 will download all files with checkmarks beside them as a .zip file. 
The filename it gives to the zip file will include the Dropbox folder name and 
the date and time at which the zip file was downloaded.  

 
The default display choice for the dropbox is Show Everyone. 
You may choose any of the other options outlined in the drop down 
menu shown in the graphic at left.   
 
 

You may view students either by users ( individuals) or groups 
and can search by last name or username. 
 
                              



 
 
When you receive a dropbox submission form a student the File Name  appears as a hyperlink 
with Comments and a Submitted date and time stamp. 
 
You have the option to respond to the student regarding their submission by 
clicking on the Leave Feedback link. 
The Leave Feedback window appears where you can enter text and include an attachment.  
  

 
 
After you have done so the Leave Feedback message will change to reflect that Feedback (has 
been) Left and the time that occurred.  
 
In the Student View, they will see a “New” hyperlink in the feedback column of their dropbox. 

They click on it to read your feedback.  
 
 

 
The main window identifies who has turned in work, the date and time it was submitted, any 
comments they included and the file size.  

 
 
D2L also lists all students who are on the roster but have not as yet turned in the assignment.  
 
 
 
 
 
 
 



 
 
Student Dropbox Submissions: What They See in the Student View 
 
Until the instructor has created a 
folder to which the students can 
submit their homework the 
Dropbox area will look like the 
graphic at right.  
 
If the instructor created a folder called  
Chapter 1 Assignments it would appear in 
the folder list. To submit to that folder 
click on its name. 
 
 
This opens a Drop Off Files window. 
To submit a file to the dropbox, click on the 
Browse button 
 
 
 
 
It will open a Choose File pop-up window.  
Choose the file you want to submit from the list.  
 
What if your file in not located in the place where 
the Choose File window displays the file list. For 
example, in the graphic at right the Choose File 
window by default went to the My Documents 
folder on the C: drive. You can tell this as it is 
identified in the Look in text box at the top of the 
screen. 
 
To choose a file from a floppy disk, instead of the 
My Documents folder, click on the down arrow 
highlighted in the graphic at right and click on the 
31/2 Floppy (A) option on the list. You must have 
your floppy disk inserted in the computer before 
you do this.  
 
 
The Choose File window now 
displays the files on your floppy 
disk. Single click on the filename 
of the file you want to submit to 
the D2L dropbox, then click the 
Open button. 



This returns you to the Drop Off Files window. Note the file path in the File text box. You may 
add a description for the 
homework file. 
 
 
 
 
 
 
Finish the process by clicking the Upload button.  
 

 
 
An informational Results window will appear. It should say “uploaded successfully” in the 

bottom of the screen.  
 
 
 
 
 
 
 
 
 
 
 

 
For further confirmation you may click on the History button in the lower left corner of the 

window. This will 
show all the files you 
have submitted, the 
date and time of the 
submission, and any 
comments you had 
made.  
 
 

 
 



 
Once the instructor has interacted with the student’s dropbox submission the icon to the left of 

the filename will change 
from a red circle to a b
downward pointing 
arrow. Students cannot 
effect a change to these, 
which is very unclear, 
considering the content 
given to them in the 
Instructions box. 

lue 

 
 
 
 
 
After your instructor has received your work s/he may choose to leave you some feedback about 
it. If so you will see a New link to the right of the homework folder Click on it to read the 
feedback.  

 
 
Finally, students will also receive an e-mail confirming your dropbox submission.  

 
 

 
 
    
 
 
 
 
 
 
 
 
 
 



Appendix A: The New Grade Item Window for Dropbox Submissions 
 
The New Grade Item window  shown 
at left is where you fill out the criteria 
for a dropbox assignment that will 
have a grade assigned to it in the D2l 
Gradebook.  
 

 
 
 
 
 
 
 
 
 
 
 
 
Once you have completed this New 
Grade Item window  

                                                           and clicked Add you will then complete the rest of the  
  information in the Add A Folder window and submitted it.  
  At that point you will see the new folder displayed. A folder  
  for a graded item is differentiated from an ungraded folder 

by the letter G inside the folder icon.  
 
How to Give a Student a Grade 
 
Open the Dropbox and click on the folder name that has the letter G inside its folder icon.  In the 
graphic above it would be the folder name ; Assignment 1 Gradebook.  
An “Assignment 1 Gradebook Dropbox” window opens. within that window student submissions 
are listed. You give a student a grade in a Leave Feedback window. Students who have already  
 

 
 
received a grade have a link above their submission called “Feedback Left” while those whose 
work is ungraded have a link called “Leave Feedback/Grade”.  To give a student a grade, click 
on the latter.  



A Leave Feedback window opens    
 
 
 
 
 
 
 
 
 
 
Enter the student’s grade in the space 
provided.  
 
 
Once you click the Submit button that grade will be recorded in the gradebook as shown below. 
 

 
 
What the Student Sees 
 
In the student view, they also see a graded folder with the folder icon containing the letter G 
within it. In addition there is a “not marked” message to the right of the file name link for 
ungraded homework. Once you grade their work that text changes to reflect their score. 
 

                      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix B: Dropbox Submissions – Icons 
 
You may view a file that a student has submitted to the dropbox in two ways: 

� place a checkmark(s) in the box next to the desired file(s) and click the Download button. 
 

� click on the filename to open the file. When you do so a download window will appear.   

        
 
Either action will result in a change of the icon to the left of the filename from a red circle to a blue 

downward pointing arrow. 
This lets the student know 
you have downloaded their 
work which implies you have 
looked at their work.  
 
 
 
 
Another method that will 
change the icon from the “not 

read” (not downloaded) red circle to the  
“I’ve read your submission” (downloaded) blue arrow is the Mark 
Read button.  
 
 
If you place a checkmark next to a file and click the  
Mark Read button it changes the icon from  to .  
 
 
This implies to the student you have opened and viewed a 
submitted file when you have not.  
 
 
 
 
 


