
Course Tools: Digital Dropbox 
Goucher College 

 
Digital Dropbox The Digital Dropbox is used to exchange files between students and instructors.  

Students access the Digital Dropbox from Course Tools, instructors from the 
Control Panel.  

 
Click on Control Panel 

 
 
Course Tools area 
 
Click on the Digital 
Dropbox  

 
 
The Digital Dropbox 
page opens. 
 
In this page you will find 
the files students have 
sent you, using the 
Digital Dropbox, and 
files you have uploaded 
or sent to your students.  
 

 

Add a File 
 
Click on Add File 
 
Note: Add File uploads 
the file to the Digital 
Dropbox; it is only 
available to the user.   
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The Digital Dropbox 
Add File page opens 
 
Complete the file 
information. 
 
Note: Use names and 
comments that will help 
you identify the file.  
 
 

 
File Information 
 
Type the Name of the 
file and Comments 
 
Click on Browse to 
locate the file on your 
hard drive.  
 
Note: Use ABC icon to 
spell check your 
comments.  

 
 
Select the file. 
 
Click Open 

 
 
Click on Submit to 
upload the file to your 
course. The file will be 
uploaded to the Digital 
Dropbox main page.  
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A warning appears 
explaining that the file 
will not be sent only 
added to your Digital 
Dropbox.  
Click OK  
 
A receipt is given. 
 
Click OK 

 
 
The file was uploaded 
into the Digital 
Dropbox page. 
 
Instructors may Remove 
the file using the button 
to the right of the screen.  
 

 

Send File 
 
Select Send File 
 
Note: The Send File may 
be used to send already 
uploaded files, or to 
upload and send files in 
one step.  

 
 
The Send page opens 
 
Select the name of the 
student to whom you are 
sending the file. 
 
 
Note: In Select Users, 
instructors will see the 
names of all students in 
the course. 

 



 
File Information 
 
Use Select File to 
choose a file that was 
previously uploaded into 
your Digital Dropbox. 
Or 
Use Upload New File to 
select a file from your 
local files. This method 
is the same as Add a 
File.   

 
Select the file from the 
list 
 
Type a Name and 
Comments for your 
student.  
 
Click Submit 

 
 
A Receipt is given. 
 
Click OK.  
 
Note: Students will 
receive the file in their 
Digital Dropbox.  
 

 

Adding and Sending a File in One Step 
Click on Send File 
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Complete Name and 
Comments. 
 
Select Browse to choose 
the file from your local 
computer files.  

 
 
Select the file and click 
Open 

 
 
Click Submit 

 
 
A Receipt is given. 
 
Click OK 
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With the option of 
selecting a new file from 
the Send File, the file is 
sent and uploaded at the 
same time.  

 
Files Students Sent to Instructors Using the Digital Dropbox 

 
The example shows a 
file sent by a student to 
the instructor’s Digital 
Dropbox. 
 
 

 
 
To view the file click on 
the title (link)  
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Save the file to your 
local hard drive. Use the 
last name of the sender 
to identify the file sent 
by each student.  
 
You may also open the 
file directly. 
 
After saving, you may 
remove the file from the 
Digital Dropbox.    

 
Remove a File 

Click on Remove 

 
 
Warning: Removing a 
file cannot be undone.  
 
Click OK to delete the 
file or Cancel to quit.  

 
 
A Receipt is given. 
 
Click OK. 

 
 
The file selected has 
been removed from the 
instructor’s Digital 
Dropbox.  

 
Instructors use the Digital Dropbox to store files to access over the Internet, not only to send files to students.  
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