
 
Using the Digital Drop Box in Blackboard 
 
The Digital Drop Box is a tool in Blackboard that is used to electronically submit assignments and 
documents to your instructor(s).  Presented here are instructions for using the Digital Drop Box. 
 
Important Note: Any document you send through the Digital Drop Box (or anywhere else in 
Blackboard) must be less than 3.5 Mb in size.  This file size restriction applies to students and 
instructors. 
 
Adding a document to your Digital Drop Box: 
 
1. Click on the “Tools” button in the course menu on the left-hand side.  
 
 
 
 
 
 
 
 
 
2. Click on the “Digital Drop Box”.   
 
 
 
 
 
 
 
 
 
 
 
 
3. Click on the “Add File” or “Send File” button.  “Add File” will only post the file to your Digital 
Drop Box to be sent to your instructor at a later date.  “Send File” will post the file to your Digital 
Drop Box and submit it to your instructor(s).  Both actions will be illustrated in this document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
4. After slicking on “Add File”, type a name for your document in the “Name” field.  Click 
“Browse” to locate the document you want to send.  Then click on “Submit” to add your 
document to your Digital Drop Box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will trigger an alert window explaining that, by clicking the “Add File” button, you are only 
posting the document to your Digital Drop Box and not sending it to your instructor(s). 
 
 
 
 
 
 
 
 
After clicking “Ok”, you will receive a confirmation message stating that your document has been 
successfully posted to your Digital Drop Box. 
 
 
 
 
 
 
 
 
Click “Ok” to return to the Digital Drop Box. 
 
5. Your document has now been added to your Digital Drop Box and has been listed as being 
“Posted” with the date and time it was posted.  Notice that there is a “Remove” button to the right 
of your file.  Since this document has not been submitted to your instructor(s) it can be removed if 
you feel revisions are required to your document. 
 
 
 
 
 
 
 
 
 



 
 
Sending a document to your instructor(s): 
 
1. To add a document to your Digital Drop Box and send it to your instructor(s) at the same time 
click on “Send File”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. You can choose a document to send by clicking on the “Browse” button or select a document 
that has already been posted to your Digital Drop Box from the drop-down menu.  Then click the 
“Submit” button at the bottom-right corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. You will then receive a confirmation message saying that you have successfully posted your 
document to your Digital Drop Box and sent it to your instructor(s). 
 
 
 
 
 
 
 
 



 
 
4. Your document has now been added to your Digital Drop Box, sent to your instructors and has 
been listed as being “Submitted” with the date and time it was posted.  Notice that there is no 
“Remove” button to the right of your file.  Since this document has been submitted to your 
instructor(s) it cannot be removed. 
 
 

No “Remove” 
button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reminder: Any document you send through the Digital Drop Box (or anywhere else in 
Blackboard) must be less than 3.5 Mb in size.  This file size restriction applies to students and 
instructors. 
 
 


