
Dropbox Workshop

The Dropbox tool allows the uploading and storing of assignments to folders in the Learning
Environment. These files are made accessible to you and designated users, removing or
supplementing the need to physically distribute, collect, or email important assignment
information.

Users can also submit content into the Dropbox in folders you designate.

Use this tool to:

• Create a place for students to submit their assignments

Help Topics:

• What pedagogical principles does Dropbox support?
• How do I access the dropbox tool?
• How do I create a dropbox folder?
• How do I create a dropbox category?
• How do I manage dropbox folders or categories?
• How do I manage dropbox submissions?
• How do I view submitted dropbox files?
• How do I preview the Dropbox?
• How do I leave feedback and grades?



What Pedagogical Principles does Dropbox support?

The Dropbox tool supports all seven of the teaching principles:

• Encourage Student-Faculty Interaction
• Encourage Student-Student Interaction
• Encourage Active Learning
• Give Prompt Feedback
• Emphasize Time on Task
• Communicate High Expectations
• Respect Diverse Talents and Ways of Learning



How do I access Dropbox?

1. Click Dropbox from
the nav bar.
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How do I create a Dropbox folder?

1. Click New Folder.

2. Name the folder.

3. Optional: Associate
the folder with a
category.

4. Click Save.
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How do I create a Dropbox category?

1. Click New Folder

2. Click New Category.

3. Name the category.

4. Click Save.

Protip: You can keep creating
categories and develop course
structure while you’re here and
just selecting the appropriate
one for the folder you made
when you’re done.
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How do I edit a Dropbox folder or category?

1. Click the edit icons in
the Actions menu.

2. Make your edits.

3. Click Save.
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How do I bulk edit Dropbox folders?

1. Check the boxes beside
the folders you want to
edit.

2. Click the Bulk Edit icon
at the top of the table.

3. Make your edits.

4. Click Save.
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How do I reorder Dropbox folders?

1. Click Reorder.

2. Use the drop down
menus to select the
desired sort order. 1
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How do I delete Dropbox folders?

1. Click Delete.

2. Select the checkboxes
beside the folders to
delete.

3. Click Delete Selected at
the top or bottom of
the list.
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How do I delete Dropbox categories?

1. Click the Delete Item
icon in the Actions
menu.

2. Click Delete in the
confirmation window.
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How do I preview the Dropbox?
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1. Click Preview.

2. Optional: If you want to
preview restrictions, clear
the checkbox to make
them apply during the
preview.

3. Click Exit Preview when
you are done.
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How do I leave grades and feedback?

1. Select the folder the submission
is in.

2. Narrow your search.

3. Click Leave Feedback above a
user’s submission.

Note: The ruler icon beside a
Dropbox folder means it is associated
with a grade item.
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How do I leave grades and feedback?

4. Type in the score.

5. Type in your feedback.

6. Click Save.

7. Move to the next user to
grade.

8. When you’re done grading and
leaving feedback, click Finish.
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