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 Dropbox 

If your instructor has the Dropbox tool available in a course, you may turn in digital assignments and be assigned grades 

through the dropbox. You will receive an email confirmation for each dropbox you submit.  

Best Practices 

The following are the best practices for naming files to ensure they can be opened by your instructor: 

 File names may contain alpha characters A-Z or a-z, numbers 0-9, underscores, and hyphens. 

 File name should not contain spaces. Use hyphens or underscores in place of spaces. 

 File names should not contain special characters: * / : ; > < ’ & # { } ” other than hyphens and underscores. 

 Files names should only contain one period (.) and that period should be located between the text name you 

assign to the file and the file extension (e.g., pdf, doc, docx, xls, xlsx) assigned by the application used to 

create the file. 

There is no limit to the size of the file you submit to any dropbox folder. However, uploading large files to a dropbox 

may be affected by the speed of your internet connection and the browser used.  

Submit 
1. Access your course and click the Dropbox tab on the navigation bar. 

2. Click the name of the folder for and read any instructions from your professor. 

3. Click the Add a File button. 

4. Click Upload, navigate to and select the file, and click Open. 

NOTE: Repeat Step 4 to add multiple files. 

 

5. Click Add. 

6. OPTIONAL: Enter a message in the Comments text box.  

7. Click Submit to upload the files to the dropbox. 
WARNING: If you do not click Submit, your file(s) will not appear in the dropbox. Leaving the submission 

process without finishing all the steps cancels the submission of your file without a warning message in D2L. 

8. IMPORTANT: Open all files in the Submitted Files list to ensure you uploaded the correct file(s). It is your 

responsibility to make sure you include the right file(s). 

 


