
Clicksheet: File Upload 
 

Note: This would be for an assignment that 
is given to students on paper but you still 
want to give a grade.  Students take a 
picture of their completed work and can 
upload it.    

Step 1: Locate the module for which you 
would like to add the assignment. 

 

Step 2: Click on the + sign to add an 
assignment 

 

Step 3: Choose Assignment as the item you 
would like to add 

 

Step 4:From the drop down, select create 
assignment.  Give the assignment a title and 
click the add item button. 

 

 



Step 4: Click on the assignment you just 
created 

 

Step 5: Click the edit button to add details 
to the assignment 

 

Step 6: Fill in pertinent details regarding 
points, due dates, etc. 

 

Step 7: In the submission type area, choose  
online from the dropdown options. 

 



Step 8: Click the checkbox for student 
annotation. 

 

Step 10: Scroll down to the button of the 
assignment edit page and click either save 
and publish or save.  (The choice is yours) 
  

 

 
 


