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Parent Aware — How to Upload Documents to the

Quality Documentation Portfolio

Programs may upload documentation to be included in their Quality Documentation Portfolio
(QDP). The steps outlined below can be used when uploading documents to a QDP Indicator.

DIRECTIONS

1. To upload documents to an Indicator, click on +Add Files located in the Evidence
section.

L T4.3 - Kindergarten transition activities: Program offers a variety of activities that transition children to kindergarten. (4 points)
Submit: Written descriptions of andfor examples of at least twe activities or events that your program has offered to support children in their transition to kindergarten.

Some examples of activities or events include, but are not limited to: visit / tour of kindergarten classroom. visit from kindergarten teacher. family information night at your program,
and planned classroom experiences.

Check the boxes below to confirm that your documentation meets one of the following criteria:
[ ] 1 prefer to opt-out of this Indicator.

n | have included written descriptions of at least two activities or events that support children in their transition to kindergarten.
[ ] 1 have included examples of at least two activities or events that support children in their transition to kindergarten,

|:| | have included a combination of written descriptions and examples of at least two activities or events that support children in their transition to kindergarten.

Evidence

[ ] 1 will provide this evidence by mail.

.—————

A\ Documents are required,
Please click the "Add Files” button to upload docurments.

Thee following file types are socepred:
o, docx, i g, paf, ool et pete jpa P Do p, BilpAg. pub, G odt

Evidence Motes

Enter any additional detalls that will help the rater review and evaluate this evidence
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2. A new window will appear and allow you to choose how you want to add your
documents.

a. To add a document from your files, click and select +Add Files.
+ File Manager

Upload and/or select from files already uploaded to your document vault.

Upload Mew Files

Upload and attach any new files along with any existing files found in your document vault.

The follpwing file types are sciepled: -
dot docx, xis, xdsx_pd, rtf, ppt.pptx.jpeg. jpg bmp..gifpng pub, tif 6l .odt

i. Search for the document/s and upload by double clicking the document or
by clicking on the document then clicking Open (image below displays the
click and open method). Click Add button once the window closes.

# Teaching and Relationships with Children + File Manager -
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ii. You are then returned to the File Manager page. The uploaded file is
displayed here. Click Add button and a pop up will indicate your document

has been applied.

+ File Manager

Upload New Files

Upload and attach any new files along with any existing files found in your document vault.

The following file types are accepted:
«doc,.docx, s, xisx, pdf, ol ppL,.ppix,. | peg..pE.-bmp,.gif..png, . pub, uff .tf, .odt

B Test Upload PDF.pdf
[@5ize 187.79 KB

| save to Document Vault

+Add Files

(o]

The uploaded document

Choose Documents document vault

displays here. Check the box
to save this document to your

Select the documents you would like to apply to this indicator (you may select more than one).

Search Documents

Example Document Name.pdf

Sortby | Document Name (4-Z) w

B Test upload.docx
W Uploaded 10/02/2025 / & 8y Fue Xieng / [5ize 39,88 KB

Add

showing 1 out of 1
[ Select
showing 1 out of 1

Close
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b. To add a document from the Document Vault, enter text into the Search
Document to find the document you want to upload. (This example is from
Microsoft Windows. Apple screens may look different.)

+ File Manager

Upload and/or select from files already uploaded to your document vault.

Upload New Files

Upload and attach any new files along with any existing files found in your document vault.

The follpwing file types are sccepted

doc_ docx, s, adsx_pdf, rtf,.ppt.ppix, jpeg. jpg bmp,.gifpog. pub, tiff tif .odt

Choose Documents

Select the documents you would like to

Search Documents

Example Document Na

Sertby | Document Mame (A-Z) «

B Test upload.docx "

apoly to this indicator (vou may select more than one).

Search your documents from
your document vault here

Qse

Some of your documents
from your document vault

MUplosded 10/02/2025 / 4By Fue Xiong [ @Size 30.88 KB | Wil displav here

= 4

rck ' Reset

Showing 1 out of 1

Showing 1 out of 1

Close
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3. You are brought back to the Indicator page. Documents you have added to the Indicator
will display here. Click Save.

w Teaching and Relationships with Children

| 743 - Mindergarten transition activities: Program offers 3 variety of acthities that transition children to kindergarten. (4 points)

e e 0F 31 35T s aethrithes of Svenls (At yeur s agram has oo 10 SuEecr

it i nat Wi §o- visi £ Lowr oF indergarten Classrodm, et 1ro m kindeigantin {eather,

54
and
Chieck the baes below te confim that yeur decumentation meets one of the lollovwing crivesia:
| prefier to opt-out of this indicater
B0 1 e i writhen desirigfians of st least 1wo sotivities o events BRat suppart chikinen i (hair Sranisson b kintergarten
1 I inchaied Emsmmples of 61 Me4st b SCOVIIIES 01 Bvents TNt suppsort chidren in Eetir Irans tien 15 Kisgergarten.

| B ikt of wrEles desc al 0 s hal Sspport chidnen in Their Trassition [o Kindergarien

Evidence

| il providie this evidence by mai

All your uploaded 51
documents display here.

[
s, 0, Y S, . S, S A8

Evidence Notes

4. A pop window will confirm your changes. Click No or Yes, whichever is most
appropriate.

Changes Saved

Do you want to continue working on this category now? You
may return back to the QDP at anytime.
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