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Importing Student Documents 
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2 Click Import Document. 
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A success message displays. 

Search Students tab 

On the Document Import screen Search Students tab, to 

search for a transfer student, enter 2 or more letters of 

the student’s first or last name in the search field. 
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When the results list displays, click the name of the  

appropriate student. 

The student’s name populates the field. 

Note: To deselect the student, click       . 
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3 Click Import Document.  

A success message displays. 

Note: If a student has no special education documents to 

import, a message displays above the grid to indicate 

that there are no documents available for that student.  
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You can access the Document Import screen only if you have been  

assigned the SpecialServices - Administrator user role in  

StudentInformation. For more information, see the User Roles 

 instructional sheet. 

On the Document Import screen Recent Transfers tab, a list of all recent transfer students (including those without 

special education documents) displays in the grid. 

In the row of the transfer student for whom you want to import documents, click       . 

      then updates to       . 

Note: If a student has no special education documents to import, a message displays above the grid to indicate 

that there are no documents available for that student.  

Recent Transfers tab 


