The following is a recommended “best practice” for the GBShare Dropbox.
*Suggestion: create a separate Dropbox for each assignment; this allows you to fully control the due
date for each assignment.
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Note: GBShare’s Help Topics feature has an excellent overview of the dropbox.
Follow these steps to create and use the GBShare Dropbox:

e Create a Dropbox for the first assignment. !ewDretex Select Next.

New Dropbox .
| Students can submit
assignment immediately
Title: Assgnment 1 - Essay Questons _ (blank date) but can not
| submit after 91709 at
Description: 6PM.
Auto Open Date and Time: 5| 124M
Auto Close Date and Time: [3/17/2009 T | 6Pl w
“Reguired Field
Cancel Ha

NOTE: The Open Date and Close Date can be modified as class assignments are given to
students.

o A “New Dropbox Confirmation” appears. Now you’ll “Launch” the dropbox in order to manage
it. Click on Launch.

- Hew Dropbox Confirmation L2 Y

The dropbaox, Assignment 1 - Essay Questions, was successfiuly creatad. Ciick Launch to open and manage the dropbox.
Or, chck EXIT To retum To the fie/foldar grd.

Laureh Exit
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https://xtb.uwgb.edu/xythoswfs/static/en/index.htm

e From the Dropbox window, select Manage.

Help | Loggedin as:  Theyerl, Patricia [Logout]

iRy

“GBShare”.
Assignment 1 - Essay Questions (Open until 9/17/09 6:00:00 PM CDT) IManage Email

Filter

Submited by A1 [v| Submtted after] | ] 124m 8] Submitted before] | [F] 2am 8

Apply Filter
% 3 -
Move Deieta Refrash Close to Submissions
- Hame Description Size Submitt

e Add submitters
0 Select “submitters” from the left-hand column; then click on the “Add User/Group”
Add User/Group

button.
o hw
“ GBShare*,,
Manage fSsignment 1 - Essay Questions Details
“* Detaill
= Clos
Title: Assignment 1 - Essay

Use your class distribution list (for example: cdl-C10008Fa09). Start typing the CDL and
then click on Find. Highlight the correct CDL and select Add User/Group. Click Finish&
Exit.
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New Dropbox - Add Submitters

Find User or Group:
cd-C1000 -

Find

cdl-C10001-Fa0s
cd-C10003-Fa08
 cd-C10005-Fa08
cdl-C10007-Fa0s
cd-C10009-Fz08

l Add User/Group

[Juser
[ cdl-C10007-Fa08(cd-C10007-Fa08 (Idap group))
Delete

0 The Dropbox Window reappears. Now the instructor can send an Email link to students

to this particular assignment’s dropbox. Click on Email.

History 505 Class Assignments (Opened) Ilanage
Send your Course Distribution List

Filter your submitted an email LINK to this dropbas.

Filter / files by student
Submitted by: | A Submitted after; 7] 12am & Submitted before; [T5] 12am (&

'L}

Refresh Close to Submissions

Apply Filter

[ Name Description Size Submitter Submission Date

Student files were appears here

0 Select the Course Distribution List that will be uploading files to this Dropbox. Click Next.

[ employees p theyerlp p Assignment 1 - Essay Questions.xapp p

Send Email

[] 5end Email to the following Submitters and Administrators
[] Theverl, Patrici
cdl-C10105-Fa08

0 The GBShare email interface opens. You can add additional info to the email, or you can

: GBShﬂ;e'f.

copy the link to your website for your student’s easy access.
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|7 » employees » theyerlp » History 505 Class Assignments.a@pp b

Send Email

WIf you choose to email someone wha is neither a submitter nor an administrator, that user will not be able to access this

To! | cdl-c10008-Fa08 ‘

SUbJeCt: | Thayer|, Patricia has shared 3 dropbox with you |

Add infoto email
message and then Fontfamly + Fontsze ~ A-B I U |9 |92 2|
click on Send.

Y¥OoOU MAY ADD ADDITIOMAL INFORMATION HERE.
The following dropbox has been shared with you.

Opti Il h tudent httos://wkb. uvinb. edu/svthoswls/ webview/ viewDropBox.action ?entry
puanally, ¥ou can nave sidents  35sps5:.z0Clzz:%204ssignments.xapobvievtiode=trus

link to the Dropbox from your
UWGE wehsite. Just copy this =nk you,
Theyerl, Patricia

link to yourwebpage.

0 View the documents your students have uploaded:

History 505 Class Assignments (Opened)

Filt: .
frer It's easy to fiter the list.
Submitted by: Submitted aﬂer:l:l
Theyerl, Student Test Account (Do not email)
Spesrschnsider, Angsls
)
Move Delete
[ Name Descriptic Size s Submitter
] . i i
I exceldata xlsx It's not a problem if several students use 12.2KB Fraysier, Roni
[T | @ exceldata xlsx the sarme file name - the submitter is I 12 2KB Jagow, Andrew
M | B exceldata xlsx differert! 12 2KB Speerschneider. Angela

0 Note: students can only see the files they have uploaded. Students can’t overwrite a file
they’ve uploaded. (They can upload another file, but they will have to change the
name.)
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	Follow these steps to create and use the GBShare Dropbox:

