	Process Descriptions and Instructions 
Document 1: Using the Blackboard Drop Box Instructions 



The following document comes from the North Carolina Distance Learning Instructor web site. It shows students how to send documents through the Digital Drop Box in Blackboard. Notice the use of screen shots, white space, and other formatting. 

(page below)
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If you are directed to send your instructor a paper, essay, report, or other writing assignments, you should submit it throu
the Digial Drop Box in the Student Tools section of the course. (Note: Teachers will use the Digital Drop Box through the
Control Panel.) Please follow these step:

1. Check the document that you have saved on your hard drive or floppy disk to make sure you have saved it a forr
that is compatible with your Instructor's word processing prograrm.

Note: 1 you are unsure abo the format to use, please scroll
down this page and read “Saving Your Document” or clic here.

2. 1f you are a student, cick on the "Student Tools" (or "Tools") button located at the left of your screen in your
Blackboard course:

3. In the "Student Tools" (Blackboard 5) or “Tools* (Blackboard ) section, click on the "Digital Drop Box” link, as shoy
below. For further instructions, skip to #6 below:
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é iital Drop Box

4. 1f you are a teacher, lick on the "Control Panel” button located at the let of your screen in your Blackboard cour
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5. In the "Control Panel® section, click "Digital Drop Box” link in the *Course Tools® area, as shown below:

Tasis.
Send E-mail

Course Calendar _ Discussion Board
Digital Drop Box.

6. To send a file to your Instructor's drop bos, (or teachers to the student's drop box), click on the “Send File button
(*Add File o Drop Box” in some earlir versions of Blackboard.)

‘Caution: If you click on the "Add File® button, you willstore the.
il in your drop box but not send it to the insiructar. If you do
Want to add a il to the drop box and then later send that lle to
Your Instructor (or If you are an instructor and want to place a file
i the drop box and then later send send that fle to a student),
slick here.
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7. When the File Information dialog box appears, click on the "Select File” box and then click on the name of the il if
You have already stored it in your Drop Box. Otherwise, click in the "Tile" box and type the name of your file. Unle:
Vour instructor directs you otherwise, type the name of the report followed by your ast name and first name.
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8. Click on the Browse button to find your report on your computer. You will have to remember the file name that you
sed when you saved your report and whether you saved it on a floppy disk (usually located in Drive A of your
computer) or whether you saved it in the My Documents folder (usually on Drive C of your computer).

Note: You may need to dick on the small button beside *Files of
Type* and change to "Al Files to locate your document.
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9. Click on the name of the document and then the Open button. You wil then see your fle name appear in the “File”
box.

10. Type the name of your il n the Title box. Be sure to use a
it that indicates the name of your document and your name.

11, 1 you want to type 2 comment for your instructor, as shown.
elow, click on the “Submit” button to send your fle to your
Instructor's drop box.
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Fil: [CBocuments Fepor _Sudent_Serc | Biowse!
Comments:  [Ficase read my £iver report. =
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Click "Submittofnih, Clck “Cancel”to sbor his process.
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Note: After you have sent your fil, your screen will display a record that Blackboard has sent your file:

12 Click 0K to complete this process.
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Recelpt: Succoss
‘Report1_Student_Serious has been sent 1o the instructor().
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Congratulations!_ARer cicking the OK button, you wil be returned to your drop box with a record of the name of the fi
that you sent and when you sent It 35 shown below:
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