POWERSCHOOL PARENT PORTAL — UPLOADING DOCUMENTS

*The PowerSchool Mobile app makes it easy! Click here for more information.

Document Upload FAQs

I have a hard copy of my document. How can | upload it?

One of the easiest ways to convert a physical (hard copy) document into an electronic (soft copy)

document is to use a scanner. However, if you do not have a scanner available, then taking a picture of

the document and emailing it to yourself or saving it to the cloud (such as Google Drive or iCloud or

Dropbox) will allow you to access it from your computer. Some additional suggestions are listed below:
Using the camera on your smart phone or tablet:

o Install any free scanning app. Recommended apps include Google Drive, CamScanner,
and Genius Scan.

o Using the scanning app, take pictures of each page of the document and save it as a
PDF.

o Save the PDF in a location on your device that’s easily accessible.

Using your printer or scanner:

o Follow the scanner manufacturer's directions to scan each document to your computer
or USB drive. Most scanners simply require you to press a Scan button or open the
scanning program on your computer and click a scan command.

o Select the PDF file format option before scanning. Scanning as an image (JPEG, GIF, BMP,
or TIF) instead of PDF sometimes results in poorer quality and larger file sizes than
scanning as a PDF.

o Save it to a folder in a location on your computer or removable drive that you can
easily access (like the Desktop or Documents folder).

What types of document formats may be uploaded?

PDF is the best document type for uploading, however, the document upload page will allow most
document types to be uploaded:

Other allowed document types include: JPG, JPEG, TIF, TIFF, DOC, DOCX, CSV, XLS

Each upload section only allows one file to be uploaded to it. Therefore, multiple pages will
need to be saved as a single pdf file before uploading.

Files must be less than 2.5 MB in size

Can | upload a Word document?

The system does allow for the upload of Word files. However, 2007 Microsoft Office and later versions
allow you save your Word or Excel file as a PDF. Select “Save As” and choose PDF as the file type. You can
then upload the PDF version of your Word file. For more details, you can visit the Microsoft Office
support site.

What can | do if my file is more than 2.5 MB?

To reduce the file size of an image:
o Adjust the Quality (0% to 100%) of the image when selecting “Save As”. Be sure to
review the image to ensure it is readable before you upload it to your form.
o If you have an image editing program (i.e. Paint) you can crop out unwanted parts of
the pictures to reduce the size.
To reduce the file size of scanned documents:
o Scan the document at a lower resolution (200 dpi is suitable for text documents)
o Do not choose to scan in full color, opt for greyscale or black and white for
text documents

I received an error when trying to upload my file(s).


https://ms50000137.schoolwires.net/Page/2879
https://support.office.com/en-us/article/Save-as-PDF-443B9EC2-3B9A-431F-B6F7-672550A296B7

Please make sure that your document has the correct file type (PDF, JPG, JPEG, TIF, TIFF, DOC, DOCX, CSV,
XLS) and is within the size limit of 2.5MB. Also check to make sure that your file name does not contain
any special characters other than the period before the file type as other special characters or symbols
could prevent the system from being able to upload your document. If you are still unable to upload your
document, please try renaming the file with a shorter file name.

If you are unable to upload your document after following the above steps, your document/file may
be corrupted or have an error. Please make a new copy/scan of the document to upload.

Lastly, if you are still having difficulty, please email powerschool@mpsdconnect.org or contact your child’s
school for assistance.

Document Upload How-To

To upload a file into Enrollment Express (utility bills, birth certificates, guardian paperwork, etc.) you will
need to follow the steps below:

*The document must be saved to a folder on your computer.

1. Select “Add Document”
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2. Click BROWSE to search for your saved document on your computer or device.
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3. Choose the document and click OPEN.


mailto:powerschool@mpsdconnect.org

@ open

— » 4 » This PC » Windows (] » Users » Default » Deskiop w B search Desktop
Oinganize = Now folder - [
] W aiT ressdified] M, £

¥ d Quick access
Deskiop * Wo &ems match your seasch
* Douments o
§ Downloads  #

&= Pictures of

Fila narme: Al Files

Open I Camncel

4. Once you have attached the document the file name will show, and you will then click on UPLOAD.
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5. The document will show under Document Name once you have successfully attached it. You will have to
upload each document separately (5 MG Max)
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