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How to use the Drop Box 

Drop boxes are where you can submit assignments to your instructor. Usually this involves 
uploading files as attachments. In order to attach a file, you need to give the assignment a title and 
then click the Attachments button in order to attach your file.  

  

A separate Attachments window will open that will allow 
you to locate and upload attachments.  Click Browse to 
locate the files that you wish to upload. 

 

Then click the Upload File button to upload the file! If the 
file name does not appear in the Uploaded Files list it has 
not been uploaded! 

 

Note that you can use Drag­n­Drop to drag and drop 
multiple items to upload more than one at a time. 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Once you have selected the files that you wish to upload 
click Finished in order to close the dialog box. 

Make sure that all the file names appear in the 
Uploaded Files list before you click Finished! 

 

  

To remove a file select it and click Delete to remove. 

 

 

 

 

After you are done attaching all files, you will be taken back to the Assignment box. The files you 
uploaded should appear below the Attachments button.  If they do not appear you likely forgot to 
click the Upload File button. If the files are showing and you have entered a title and any text you 
want to include you can click the Submit button to submit.   


