
 
 

Alaska Department of Education and Early Development 
Quick Guide:   

How to Drop-Off Files Securely Using ZendTo 
 

1. Go to https://drop.state.ak.us/drop/  
 
2. Click on “Drop-off” 
 

 
 

3. On the next page, you will be prompted to enter in some information about yourself (the sender).  Please 
enter in your name, your organization, and your email address.  
 

 
 
 
 
 
 
 
 
 
 
 
 

https://drop.state.ak.us/drop/


 
 

4. At the bottom of the screen, you will be asked to confirm that you are a real person by entering the 
numbers or text that appear in the picture. 

 
5. Then click “Send Confirmation” 

 

 
6. The next page confirms that an email has been sent to the email you entered from ZendTo.  This email 

should arrive just moments after this screen. 

 
 



 
 

7. This is an example of what this email referenced above looks like.  Click on link to be re-directed to the 
ZendTo site. 
 

 
8. The link in the email will take you to a page that looks like this.  Your email, name and organization will 

already be in the ‘From’ field.  You will need to fill in the ‘To’ field by clicking the green plus sign. 
 

 

 

 

 

 

 



 
 

9. A window will appear.  This is where you enter the name and email of the person you wish to send the files 
to.  Then click ‘Add Recipient.’ 
 

 

 

10. Once you click ‘Add Recipient,’ the recipient will appear in the ‘To’ field.  You can choose to add another 
recipient or click the ‘x’ in the top right to close the window. 
 

 

 

 

 

 

 

 



 
 

11. Attach the file you wish to send by clicking ‘Browse.’ 

 

 

12. Then select the file you wish to send. 
 

 

 

 

 



 
 

13. After you select a file, it will appear next to ‘File 1.’  You may choose to enter a description in the box next to 
your file.  Follow steps 11 and 12 for each file you wish to send. 

 

 

14. After you are finished uploading files, you may choose to write a short note to the recipient(s) in the box.  
When you are finished, click ‘Drop off Files.’  
 

 


	Alaska Department of Education and Early Development
	Quick Guide:
	How to Drop-Off Files Securely Using ZendTo
	1. Go to https://drop.state.ak.us/drop/
	2. Click on “Drop-off”

