
Using the Dropbox  

Finding the Dropbox 
1. Go to the Dropbox and click on a dropbox folder  

 

 

2. Click on Show the Folder Information to see if the instructor has left any special messages with 

this folder 

 

 



To Submit a File 
1. Click on the Add A File button 

 
 

2. Choose the location where your file is located 

 
 

3. Click on the Browse button  

 
 

4. Browse to your file, select it and click Open 

 



5. The location of your file will be put in the textbox 

Click Upload  

 
 

6. You can add a comment for your instructor if you wish, but it is not mandatory. You do not need 

to put your name or student number in the comment box. FOL puts your assignment under your 

name. The instructor knows it is yours. 

 
 

7. Click Submit 

 

  



Confirmation of Submission 
There are several ways you can see that your submission was successful 

 Immediately after submission, FOL will confirm with this confirmation screen 

 
 

 You will receive and email with a Dropbox submission receipt

 

 
 



 The Dropbox Folders will now show how many files you have submitted to a folder 

 
Click on that submission number and you can see what file you submitted 

 
 

 The Dropbox also has a History.  

 
Click on History to see and open the file you have submitted

 

 


