Staff Access to Student Drop Folders Instructions
(4 clicks to access)

Instructions to access Turned-in or Dropped-off student assignments:

Double-click on My Computer

Double-click on the (J:) drive to access the ‘Drop / Pickup’ Folders

_lolx

J File Edt ‘“ew Favaorikes Toals  Help .','
J O Back - O - l.@ ;) Search i Folders ||__5' Lj'. x »
J.ﬁ.gldress 'J My Computer j Go

315 Floppy (A1)

e Local Disk (C:)

5 DWD Drive (D:)

5% joniesh on "alaskalsan' (H:)
5% cweden on 'data’ (T2

#noland on 'data’ (10
ENDrway on Morway' (K2




Double-click on the campus folder you wish to access

(Usually your own campus)
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J File Edit ‘iew Favorites Tools  Help

Double-click on the Teacher’s named folder you wish to access
(Usually your own name)
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You will see a Drop folder and a Pickup folder
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Double-click on the Drop folder

Locate files dropped off or turned in by students
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Staff have modify rights to the Drop folder
Files may be altered, graded and deleted within the Drop folder

Once completed altering / grading file — Staff can Move or Copy it to the
Pickup folder where students can Pickup or retrieve the graded file

* Students can only drop or Copy files onto the Drop folder
They cannot Open the Drop folder



