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Frank Roberts Junior High 
Professional Development: Technology Session 

 
How to use a drop box to allow student to submit assignments and projects over the 
Internet. 
 

• Drop.io (http://drop.io/) 
 

 
Figure 1 – drop.io 

 
• Drop Name: Type a name for the drop box into the textbox that starts with drop.io (e.g. 

drop.io/frjhtech9gr2) 
• The name should indicate what the purpose of the drop box.  From the example above: 

o frjh (Frank Roberts Junior High) 
o tech9 (Technology course for Grade 9) 
o gr1 (Group 2) 

• Add Files: You can add files to the drop box for your students. 
• Additional Settings:  (Click on the + sign to reveal options.  See screenshot on next 

page) 
o Guest Password: Set the password that guests (students) will use to access the drop; 
o Drop Expires in: You can set when the drop will expire and be automatically deleted.  

It can be 1 Year, 1 Month, 1 Week, or 1 Day from the last time someone accesses 
the drop or from the date when you first setup the drop;  

o Guest Can: 
 Add Files: You can allow guest (students) to add files; 
 Comment: You can allow guest to comment on anything added in the drop; 
 Delete: You can allow guests (students) to delete anything from the drop.  

This is something you may not want them to be able to do; 
 Download: You can allow guest (students) to download files from the drop. 
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Figure 2 – Setting up the drop 

 
• Click the create drop button.  You should see the button change to drop.ing, which 

means it is creating the drop. 
• Please Set an Admin Password/Recovery E-mail to Preserve Admin Access: 

o Password: Set your admin password for the drop; 
o Recovery Email: Enter your email which will be used to send you the password to get 

into the drop if you forget it. 
 

 
Figure 3 – Setting the Admin password and email 

 
• Click the Save Settings button.  You should see the word Success appear. 
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• You can go into the Admin Settings at the top-right of the screen to set more options on 

the drop. 
 

 
Figure 4 - Admin Settings 

 
• To set more permissions for guest (students) you need to click on Guest Permissions. 

 

 
Figure 5 - Guest Permissions 

 
• I usually remove chat and download permissions here and allow students to reorder the 

files they add to the drop. 
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• Click the Save Settings button.  You should see the following message: “The user 

permissions have been updated”. 
 
Now let’s log into the drop using the guest (student) password and see what the students will be 
looking at. First you need to logout of the drop: 

• Click on Logout at the top-right (next to Settings). 
 
So, how do the students access the drop?   

• They must enter the url (web address) for the drop in a web browser on a computer 
connected to the Internet; 

• This includes the drop.io url and the name you gave the drop. 
• In this case it would be: http://drop.io/frjhtech91gr2 

 

 
Figure 6 – login screen for the drop 

 
• Log in to this drop: Log in to the drop box using the guest password (If you wanted to 

log in as the administrator of the drop you would enter the admin password.  The drop 
automatically sets the permissions according to which password you enter). 
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Figure 7 - Guest (student) logged in to the drop 

 
• Note the word Guest at the top-right indicates which level of user is accessing the drop. 
• Click on Add to access the place where guest (students) would upload files to the drop. 

 

 
Figure 8 -Add Files to the drop 

 
• Students would browse to their P: drives to select the file(s) to be uploaded.  The larger the 

file the longer it takes. 


