
 

Grading Dropbox Assignments in D2L 

In this tutorial we will learn how to grade your dropbox assignments in D2L.  

Step 1. Finding New Dropbox 
Submissions 

 

 

1A. To see your student’s submitted 
files you can either click the “New 
Dropbox Submissions” in the 
Update widget. 



 

Step 2. Selecting Graded Assignments 
You will see a grid listing of the Dropbox Folders. This will show the assignments and the 
number of total files submitted to those assignments, as well as the number of unread and 
flagged files within that assignment’s submissions.  

 

1B. or you may click on 
Dropbox on the top navigation 
bar and navigate from there. In this tutorial we will 

start by clicking 
Dropbox at the top. 

2A. Note that the assignments that can be graded are 
the ones linked as shown by the ruler symbol next to 
the assignment name. If you would like to know how to 
link assignments in the dropbox to the grade book refer 
to our tutorial on Managing Grades. 



When you go to click on the assignment you wish to grade, make sure you are clicking on 
the assignment link and not the pencil button. If you click on the pencil button instead, it will 
take you to the editing options of the assignment. 

 

  

 

2B. Let’s go ahead and click on 
“Assignment 1”. 

2C. You will then see the folder 
submissions of that assignment. 
You can either view this by Users 
or Files. 

2D. In this tutorial, we will view the 
assignment submissions by users. 



 

  

2E. By scrolling down 
you will see all of the 
students’ names and 
underneath will be the 
files they have submitted 
in the dropbox. 



Step 3. Providing Feedback for Graded 
Assignments 

 

3A. Above and to the right of the list of 
submitted files you will see a link to “Leave 
Feedback”. The “Leave Feedback” link will 
take you to a page where you can write a 
short comment, send back a revised file, 
and last assign a grade to the file. 

3B. Click on 
“Leave Feedback”. 



   

 

 

3C. You will then see the listed submissions by 
that student again but they will be hyperlinked. 

3D. By clicking on a link you will bring up 
the option do download the file to be viewed. 

3E. You will also have to option of downloading all files at once via a .zip 
file by clicking the “Download All Files” button below the submissions. 

 

The next area is the Feedback section. 

3Fa. By either clicking the pencil button 

3Fb. or clicking within 
the textbox area, you 
will have the option to 
write a comment on 
the uploaded file by 
your student. 

 

3G. Next, you will have an 
option to add an attachment. 

3H. This will be useful if 
you download and review 
a student’s uploaded file 
and then make comments 
or changes within the 
document. That way you 
can send back the new, 
revised file and they will 
see what your suggestions 
or comments on specific 
areas of the document are. 

 



Step 4. Assessing an Assignment 

 

 

 

 If you had assigned a grade to the particular assignment in the Grade book before this, the 
new grade you put in the Leave Feedback section will overwrite the previous grade. 

 

4A. The last area is for assessment. You 
will be able to choose the score of the 
paper out of an assigned total you made 
when you created the assignment. 

4B After you 
finished all 
the grading, 
go ahead and 
click save at 
the bottom 
right of the 
page. 

4C. You will be redirected to the 
Folder Submissions page where you 
may go back and grade or review 
any of the other submitted files. 



Step 5 Emailing All Unsubmitted Users 

 

 

 

If you follow this tutorial, you will be able to grade from your dropbox as well as send out 
reminders to your students about upcoming assignments that are due. 

 

Also on the Folder Submissions page is the 
option to “Email All Unsubmitted Users”. This 
will be helpful if your students are 
approaching a deadline on an assignment and 
you would like to give them a reminder about 
the due date. 

 


