Using Digital Drop Box

If your instructor wishes for you to submit an assignment through the Digital
Dropbox, use the following steps once you have saved your assignment on your
computer:

1. Within your course, click tools
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2. Clickthe Digital Dropbox button.
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3. Click the Send File button.
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4. In the Name: field, type in the name of your assignment.

5. Next to the Fi le: field click the Browse... button.
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6. Navigate to the location where you have saved the document and select
the file. Click Open.

7. Click the Submit button. Your file has been submitted to your instructor.



Why can’t my instructor read the assignment | submitted in the Digital
Dropbox?

The most common reason for this problem is the use of Special
Characters in your document’s filename. Blackboard can’t have special
characters in a filename; if there are, the file can’t be read by your instructor. A
Special Character is any character that is not a letter or a number. In
other words, do not use characterssuchas? ! @ # $ % ~ & * ) - + =

[1{}<>.,; : in a filename. Two exceptions are a space or
an underscore; these are allowed in file names.

My Instructor never received my Digital DropBox submission. What
happened?

Within the Digital DropBox area, you may have clicked the Add File button rather
than the Send File button. By using the Add File

button, you are simply adding a file to your DropBox without sending it to your
Instructor. Use the Send File button to send Digital

DropBox submissions to your Instructor.



