Learning Services: Uploading a Document to a Student’s

> Profile

Sctiool District 42

'
rning Today, Leading Tamarrow

i MyEducation

**Go to Change View in the top right corner of your screen and select Student Services. Now
go to your Student Top Tab.

1) Select a Student and click the Documents Side Tab

Pages Student IEP Global

Options Reports Help

Student List

Details

Name

IEPs

Alkema, Rachel
Contacts Dempsey. Fellciano

Attendance Hendricks. Cameron

Lane, Azmina

Conduct

Newcombe, Isla

Transcript | Penrase, Shayne

Phelps, Jonas
Rickley, Harald

Assessments

Schedule

Swanton, Marcie

Membership Waller, Trent
\Wark, Creston

Transactions

Yurgensen, Graciela

Documents

2) Click into the Documents sub side tab and go to Options > Add.

3) Fill in the name of the file using the file name as follows: YYYY-MM Legal Last, Legal First IEP (e.g. 2016-04
Smith, Jon IEP), using the drop down arrow in the “Type” box to “IEP”, then click the arrow to Upload the
document

:: 08 - Phelps, Jonas :: New Documents T; Q

Save | Cancel

Name * 2016-04 Phelps, Jonas IEP
Type IEP v
Document* 1+

Filename 2016-04 Phelps, Jonas [EPpdf
Format v

Save | Cancel

4) Click Choose File and select the file you wish to add then click Import.

***Ensure you have used the file name format above to name your word document

r Y
W, MyEducation BC: File Upload - Goagle Chrome E@g

[ trn.myeducation.gov.bc.ca/aspen/fileAttachmentUpload.d @,
Document Choose File | 2016-04 Phel __nas IEP pdf

Import | Cancel




Learning Services: Viewing a Document on a Student’s
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Learning Today, Leading Tomorrow

AL MyEducation

**Ensure you are in the Student Services View > Student Top Tab

1) Select a Student and click the Documents Side Tab

Pages Student IEP Global
Options Reports Help

Student List

Details

Name

IEPs

Alkema, Rachel
Contacts Dempsey. Fellciano

Attendance Hendricks, Cameron

Lane, Azmina

Conduct

Mewcombe. Isla

Transcript |# | Penrose, Shayne

Phelps, J
Assessmenls |f <ps. Jonas

Rickley, Harald

Schedule Swanton, Marcle

Membership Waller, Trent
Wark, Creston

Transactions

‘Yurgensen, Graciela

Documentis

2) Click into the Documents sub side tab and any uploaded documents will appear = Click the floppy disk icon

under Document to download the file and open.
t:2 08 - Phelps, Jonas T;Q | < Q
0of 1 selected (7 !
Name Type Filename Da€ument Format
2016-04 Phelps, Jonas IEP IEP 2016-04 Phelps, Jonas IEPpdf u

3) Depending on your computer’s settings, one of two things may occur:
a. apop up will open asking you where you want to save the document and then open it
b. it will download onto your taskbar where you could click to open it



Learning Services: Deleting a Document from a
M= y Student’s Profile

School District 42
Maple Ridge & Pltt Meadows
Learning Today, Leading Tomorrow

i MyEducation

**Ensure you are in the Student Services View > Student Top Tab

1) Select a Student and click the Documents Side Tab

Pages Student IEP Global

Options Reports Help

Student List

Details

| Name

IEPs

Alkema, Rachel
Contacts || Dempsey. Fellciano

Attendance || Hendricks. Cameran

Lane, Azmina

Gl Newcombe, Isla

Transcript | Penrose, Shayne

Phelps, Jonas
Assessments - e

Rickley, Harald

Schedule | | Swanton, Marcie

Membership [ \Waller, Trent
Wark, Creston

Transactions

|| Yurgensen, Graciela

Documents

2) Click into the Documents sub side tab
3) Select the document you would like to delete but checking the box.
4) Go to Options > Delete

Pages Student IEP Global Sta

Options Reports Help

:: 08 - Phelps, Jonas §

Name

« 2016-04 Phelps, Jonas IEP

IEPs

Contacts

Attendance



