
Allow Students to Upload Files Using Teacher Pages Form Feature 
 

Part I ï Setting up the Form 
 

1. Login to your School World Teacher Page account by typing www.cvschools.org/staff into 
your browser. Enter your name and password (if you never logged into your teacher page 
before, forgot your login information, or if it has been a long time since you attended training, 
contact your technology integrators to set up a training session). 

 
2. Once you are logged-on to your Teacher Page account, click on the My Applications tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Select Add Form from the Forms section (if the Add Form selection is not visible under the 

My Applications tab, click on Show Inactive Sections.  You will need to make this section 
ñliveò for the students to see by clicking on Turn On from underneath the light bulb icon to 
the right). 

 
4. Enter your form name and information 

in the spaces provided.  Select an on 
and off site date (if it is a time sensitive 
form).  It is recommended that you 
create a password for the form.  Once 
that information is entered, click 
Continue. 

 
 
 
 
 
 

http://www.cvschools.org/staff


 
5. Enter the questions on the form.  To keep track of submitted assignments, it is 

recommended that you create questions asking for student name, assignment title, and 
class/period.  Enter the question 
information on the lines provided, and 
select ñyesò under the Required 
column.  Select ñmedium answerò for 
the Answer Type. 

 
 
 
 
6. Once the basic information is entered, 
type ñUpload Your File Hereò in the 
next available answer slot.  Select 
ñYesò under the Required column and 
then choose the File Upload option 
underneath the Answer Type section. 

 
 
 
7. Once all information has been entered, click Save.  Your form is now ready for students to 

use.  
 
 

Part II ï Student Directions for Uploading Forms 
 

1. Access your teacherôs web page. 
 
 
 
2. Select Forms from the menu on 

the left-hand side of the screen.   
 
 
 

3. Select the appropriate form and 
enter the password (if applicable). 

 
 

 
 
 
 
 

 



4. Answer all questions provided. 
 
5. When you get to the upload file option, click on Browse to find the assignment you wish to 

upload.  Make sure your file does not contain any special characters (other than 
letters and numbers).  If it contains any special characters, it will not load properly 
and may result in your assignment not being submitted properly. 

 
 
6. Enter the 

numbers 
indicated in the 
anti-spam 
message, then 
click Submit 
Form. 

 
 
 
 
 
 
 
 
 
 

 
 Part III �± Checking Submitted Forms for Uploaded Files 

 
1. Login to your School World Teacher Page account and click on the My Applications tab. 
 
2. Click on Form 

Submissions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


