
How To: 

Add an image to a template/document



1. From your 
Dashboard, find the 

assignment you want 
to add an image to 
and click “Continue 

Assignment”



2. Click on the 
pencil next to the 
assignment to edit



3. Click on “Edit” to 
continue



4. You can click on 
“Insert Image” or 

“Edit” at the bottom 
of the page to upload 

a file into the 
assignment



5. Click on 
“Upload New File”



6. Click on 
“Choose File”

7. Select your image 
and click “Open”



8. You can add a 
caption here 

(optional), change the 
size and placement of 

the image

9. Click on “Save & 
Finish” when you are 

done



10. If done correctly,  
your image will 
appear in the 
assignment



11. If you want to 
attach an image 

instead of placing it 
inside the document, 

click on the “File 
Attachments” tab



12. Find the file you 
need and click “Add”

13. Confirm you 
added the correct file 

and click “Save & 
Finish” to continue



14. If done correctly,  
your file will appear 

under “Attachments”


