
Uploading to a 
Dropbox 



1. Click on the Dropbox 
tab in the mini navbar. 
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2. Click on the Dropbox name. 
 
**Be mindful of the date 
associated with the Dropbox.  
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3. Click the Add 
a File button. 
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4. Click the 
Upload button. 
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5a. Click on the document 
you want to upload. 
 
5b. Click the Open button. 
 
5c. Click the Add button. 
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5. ALTERNATIVE OPTION: 
Instead of clicking upload 
and open, you can also 
drag and drop your file to 
this box and then click 
the Add button below.  
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6a. Make sure your file 
appears here. 
 
6b. Optional: type in a 
comment to your instructor 
about your document. 
 
6c. Click the Submit button. 
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7.  The confirmation will 
appear in green.  Click the 
Done button to exit. 
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8. D2L will bring you back 
to the Dropbox page and 
send you a confirmation 
email.  Click the Message 
Alerts icon to view the 
confirmation email.  
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