Exchanging Files using Blackboard

Instructional Technology Development / Information Services — SAC 284, Lincoln Park

Using the Digital Dropbox

The digital dropbox is provided to exchange materials between individual students and the instructor. Individual
students can view only the files that they have posted or which an instructor has indicated is for their access. An
instructor can see anything in the dropbox that has been “sent” to them by their students. The instructor cannot see
anything “added” by a student. Students must use the “Send” feature to submit work to their instructor, not the
Add File button. The dropbox is not intended for all file sharing purposes. For example, information that needs to
be posted for all students should be placed in a menu button (folder) such as Course Documents or Assignments.
A separate file exchange function is available to members of a group in the dropbox screen in the group’s area.

Available Functions
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Hints for Use

When adding or sending a file,
Blackboard presents a screen as
illustrated at the right. It’s
important to know that the Select File
“Name” entry box is intended

to be the name or title of the or Upload New File
document conveyed in the file,
not the name of the person Name

submitting the file. The .

submitter’s name is already File
known to Blackboard and will
automagically appear. Using a
meaningful descriptive name
for the item will aid in the
retrieval process.
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