Allow Students to Upload Files Using Teacher Pages Form Feature

Part | i 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.

A Teacher Pages Ma ent Area - Microsoft Internet Explorer provided by C¥ Technology Department
File Edit View Favorites Tools Help ‘ L
O Back = ) - %] @ P ‘ »H Links ] Google &] CSIU &] MY Times Reference (& Weather
Address [&] hitp: . cvschools.orgistafffmaintain. cfm?menu=28section=0 = B e
L Teacher Pages Management Area - | =
% [2) HS Teacher | HS Teacher's Site =TT IJ}"} EEEEEEEE @ LLLLLL
My Site Conte [7] My applications Site Extras [} Management
My Applications Active On Site
My Homework y
add assignment q
change icon categaries i
imtre aas Turn OFF
= 6
change icon i
Turn OFF
change icon &
Turn OFF
Az fow
Fana hy
anae lcon Turn OFF
oN)
change ican ot
9 Turn OFF
&1 & Internet A

d_-startl @ @ ® 7| & novel Groupw... I Lei HS-IMCFRNT-C... | B1] Book cover.dac... I@ Teacher Page... || Micrasoft Powe... |® =R E B D B 206 I
.

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
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the right).

4. Enter your form name and information i3
in the spaces provided. Select an on ECLN
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.
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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
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7. Once all information has been entered, click Save. Your form is now ready for students to
use.

Part Il T Student Directions for Uploading Forms
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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 lll £+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.



