
Document Library: Upload and Process a Document 
1. Navigate	to	https://epsportal.lacoe.edu/	and	click	on	the	"Document	Library"	tile.	

	

2. Click	on	the	"Uploads"	tab.	
You	will	land	on	the	"Upload	Documents"	tab.	

	

https://epsportal.lacoe.edu/


3. Search	for	the	test	student:	
Last	Name:	AAAATest,	First	Name:	Aaron's,	DOB:	1/1/2014.	

	

4. Click	on	the	student's	name.	

	



5. Select	your	District	from	the	dropdown.	

	

6. Select	your	District	from	the	dropdown.	

	



7. Click	the	"Select	File	to	Upload"	button.	

	

8. Upload	the	document	for	test	student	AAAAtest,	Aaron.	You	will	choose	the	file	from	
your	drive	(computer).	
Be	sure	to	delete	the	document	from	your	computer	after	uploading	so	secure	
documents	are	not	stored	on	personal	devices.	

	



9. Click	the	"Upload"	button.	

	

10. A	pop-up	will	appear.	If	you	have	more	than	one	page	on	your	document,	the	files	will	
split	into	separate	pages.	

	



11. Click	the	"Continue"	button	when	the	page	split	is	completed.	

	

12. You	can	review	each	page	of	the	document	split	to	make	sure	it	is	correct,	and	delete	
any	incorrect	pages.	

	



13. Click	the	"Delete	Page"	button	if	this	wasn't	the	document	needed	for	this	upload.	

	

14. Click	"Yes"	to	confirm	deletion.	

	



15. Do	this	for	each	of	the	pages	uploaded,	if	needed.	

	

16. Click	"Delete	Page".	

	



17. Click	"Yes".	

	

18. You	need	to	select	the	appropriate	Category	and	Sub-Category	for	the	document	before	
uploading	to	a	student's	repository.	

	



19. Click	the	"Select	a	Category"	dropdown	to	select	the	correct	document	category	from	the	
list.	

	

20. Now	set	the	Sub-Category.	

	



21. Click	the	"Select	a	Sub-Category"	dropdown	to	select	the	correct	document	sub-category	
from	the	list.	

	

22. For	this	example,	we	are	uploading	a	document	for	the	"Permits/Correspondence"	
Category,	"JV-535	Order	Designating	Educational	Rights	Holder"	Sub-Category.	

	



23. The	document	name	should	include	the	type	of	document	being	uploaded	and	student	
name.	

	

24. "Cover	Sheet	Comment"	is	where	you	can	type	in	your	name	and	the	file	name	
(optional).	

	



25. Click	the	"Process"	button.	

	

26. Confirm	by	clicking	"Ok"	in	the	dialog	box.	

	



27. Once	you	are	done	uploading,	you	can	go	back	to	the	main	Uploads	page.	
This	concludes	the	training	on	uploading	and	processing	a	document	in	the	Document	
Library.	

	


