
Uploading Non-SpEd Forms Documents to SpEd Forms 

You may want to include a non-SpEd Forms file in a student's history.  For example, you may get an IEP 

from another state or a medical report from a doctor that you would like included in a student's history. 

You can upload any file, including PDF files, (up to 500Kb in size) to a student's history tab.  You may 

need to have software on our computer that will make a PDF file, or the ability to scan a paper 

document into an electronic document like a PDF file.  

Here's how it works:  

1. Use a copier or a scanner to create the electronic version of the document. Mac OS X computers 

can make PDF files right from the Print dialog. Windows computers may need PDF software 

installed that you can print to just like a printer. A popular (free) program is PDF995, but check 

to see if your district already has a preferred PDF software package.   

2. Save the document to your desktop, jump drive, etc...... 

3. Be sure to name the electronic document something meaningful to you, such as “Doctor's 

Report”. 

4. Go to the student's "History" tab in SpEd Forms --  located at the top of the screen with the 

other tabs when you are on a specific student's main page. 

5. Click the “Upload file” link to begin the uploading process. 

6. Click the "Browse" button. 

7. Choose the document from the location you saved it in. 

8. Click "Open". 

9. Be sure you see the title/name of your document in the gray box - then click "Upload". 

10. Next you should see text boxes to fill in.  Include the title of the document and any notes you 

want.  (ie:   Neuropsych Report  from June 2014) 

11. Click the "Save" button.  

12. You should now see your new document listed in the student's history.  

 

 


