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Drop Boxes

Description

The Drop Box tool provides faculty with a repository for assignment files to be uploaded by
students, and the Drop Box can be optionally locked to prevent new uploads once the
assignment period expires. Permissions can be set to allow students to view each other’s files.

Purpose

Use the Drop Box tool to provide a time-sensitive, secure repository for assignment files
uploaded by students. Files can be graded and added to a student’s certified folder.
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Use this tool to create and manage Drop Boxes for students to upload their files.
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Figure 1

Definitions
New Drop Box allows you to add a new Drop Box.

Add File allows you to add a new file to any Drop Box.

View Drop Box: Clicking the name of a Drop Box or the “% button allows you to view the files
in a Drop Box.

Read More: Clicking the Read More ... link allows you to read a full description of a Drop Box.
Edit: Clicking the = | button allows you to edit a Drop Box.

Delete: Clicking the ) button allows you to delete a Drop Box.
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Adding a New Drop Box

To Add a New Drop Box

1. Click the New Drop Box button.
2. Complete the fields/choices as described in the following table:

Field

Function

Drop Box Name

Enter a name for the Drop Box.

Description Enter a description/explanation for the Drop Box.

Locking Select whether this Drop Box should lock (therefore not allowing
new files to be added by students) on a certain date.

Lock Date If the Locking option is selected, specify the date on which the Drop

Box should be locked to students.

Permissions

Select whether students may view only their own files or if they may
see all files added to the Drop Box.

3. When you are finished filling in the information, click the Add button. You will be
returned to the Drop Boxes page where you will see a new entry for the Drop Box.

Figure 2 displays the Add Drop Box screen.

@

Enter the drop bor name and description and choose whether or not students can see other students' files, You can also
choose to lock the Drop Box on a specific date.

Drop Box Name: |

Locking: ¥ I want to lock this Drop Box on a specific date (2

I #lat 12:00 &M (EST, GMT -5:00)

Permissions: @& s|lqw Students to only see their awn files

 allow students to see all files in this box

Figure 2
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Editing a Drop Box

To Edit a Drop Box

1. Click the = | button for a Drop Box.
2. Complete the fields/choices as described in the following table:

Field Function

Drop Box Name Enter a name for the Drop Box.

Description Enter a description/explanation for the Drop Box.

Locking Select whether this Drop Box should lock (therefore not allowing
new files to be added by students) on a certain date.

Lock Date If the Locking option is selected, specify the date and time on which
the Drop Box should be locked to students.

Permissions Select whether students may view only their own files or if they may
see all files added to the Drop Box.

3. When you are finished filling in the information, click the Update button. You will be
returned to the Drop Boxes page where you will see a modified entry for the Drop Box.

Figure 3 displays the Edit Drop Box screen.

| ®

Enter the drop box name and description and choose whether or not students can see other student's files. You can also
choose to lock the Drop Box on a specific date.

Drop Box Name: |Text files

Description: |articles and essays for discussion

Locking: [¥]1 want to lock this Drop Box on a specific date (7
FimydSyyyy) | 12:00 AN v

Permissions: ) jjlow Students to see only their own files (@
O Allow Students to see all files in this box (2

Figure 3
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Adding a File

To Add a File

1. Click the Add File button.
2. Complete the fields/choices as described in the following table:

Field Function

Drop Box Select a Drop Box in which this file should be added.

Description Enter a description/explanation for the file.

File: Upload New Select the "I want to upload a new file” option and click the Upload

File button to upload a new file from your computer. The file will be
placed in your Files/Folders and linked within this Drop Box.

File: Select Existing Select the "I want to transfer a file from My Epsilen files and click
the Select Existing button to select a file from your Files/Folders.
The file will remain in your Files/Folders and linked within this Drop
Box.

3. When you have finished filling out the information, click the Add to Drop Box button.
You will be returned to the Drop Boxes page.

Figure 4 displays the Add File screen.

| ®
Upload a file from your computer or select an existing file from your FilesfFolders, enter a description of the file, and then
click "add to Drop Box',

Plaase note that when you upload a file ' 3 drop box, you are uploading the file to your personal files in your Epsiten
accaunt and simply adding a reference (ink] to the file here in this drop box, By defawi?, files uplnaded here get put In your
MyFlles fCourses fcrs61 89_AdvancedASE S faider

Drop Box: IF’Iease Select. .. 'I*

Description: = @

File: @ [ wantto upload a new file
1 want to transfer a file from My Epsilen files

Upload File || @
| Add to Crop Box ” Cancel |
Figure 4
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Viewing a Drop Box

Figure 5 displays the Drop Box screen.
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View, download, send or delete the files in this Drop Box, To add a file to this Drop Box, click

Add File Back

T ] Quiz 7 Answers 5.43 kh 4/23/2007 ¥ | g 2] e [+7] |
}«\ Instructor 4:51:44 PM
jupui
i | Quiz 5 Answers 5.79 kh 4/11,/2007 ¥ | g 52 el [+7] | o
}“ Instructor 7:599:09 PM
A upui
Figure 5
Definitions

Add File allows you to add a new file to any Drop Box.
Download File: Clicking the name of a file or the s button allows you to download a file.

Send File: Clicking the 4 button allows you to send a file as an attachment to an Epsilen Mail
message to someone.

Assign Grade: Clicking the L2 button allows you to grade the student who added the file.

Certify File: Clicking the €% button allows you to certify a student’s file, thereby placing it in
the student’s “Certified” folder.

Edit File: Clicking the = | button allows you to edit the description of a file.

Remove File: Clicking the > button allows you to remove a file from a Drop Box. However,
removing a file does not delete the file from the Files/Folders of the member who uploaded it.
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Grading a File

To Grade a File

1. Click the L3 button to open the Grade Assignment popup page.
2. Complete the fields/choices as described in the following table:

Field Function

Assignment Select a Grade Book assignment from the list.

Points Enter the number of points to assign to this student for the selected
assignment.

3. When you have finished filling out the information, click the Save button. You will
remain on the Grade Assignment page where you will see a message stating that the
grade was assigned successfully.

Figure 6 displays the Grade Assignment screen.

Student: John Smith

Assignment: |F'ractice Exercise 1 j

Points: |1D.DD|

Student has been graded for this assignmment, Value of the grade is 10.00

Figure 6
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Certifying a File

To Certify a File

1. Click the €2 button to open the Add File to Student’s Certified Folder popup page.
2. Complete the fields/choices as described in the following table:

Field Function

Grade (if any) Assign a grade to this student’s file.

Relationship to Student | Specify whether you are an instructor, advisor, etc.

Note/Comment Include a note/comment with this certified file to explain you grade or the
reason why you certified the file.

3. When you have finished filling out the information, click the Send File button.
4. Confirm the action by clicking the OK button. The popup page will close automatically,
and you will be returned to the Drop Box page.

Figure 7 displays the Add File to Student’s Certified Folder screen.

Fill in the below form and click *Send File” to send the selected file to the student’s certified folder.
This file will be copied and placed in the students CertifiedyCourses folder,

File:
Student:

Grade (if any): I o

Relationship to Student: |

Motef Comment: :|
=
SendFile || Cancel |
Figure 7
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Editing a File

To Edit a File

1. Click the = | button for a file.
2. Edit the Description of the file.
3. Click the Update button. You will be returned to the Drop Box page.

Figure 8 displays the Edit File Description screen.
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You may only edit the description of this Drop Box entry. To add a different file to this Drop Box, yvou must delete this
entry and add a new file.

Please note that when you upload a file to a drop box, you are uploading the fife to your personal files in your Epsifen
Focount and simply adding a reference (link) to the fife here in this drop box. By default, files uploaded here get put in your
MyFiles fCourses fcrs61 89 _AdvancedASPS folder

Drop Box: General Files
File Name: Quiz7Answers.doc

Description: [0z 7 answers =5 ®

Figure 8

Page 8 of 8 Version 1.0
Manual 2.0 Published 4/17/09



