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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. 
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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. 

 

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. 
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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.  
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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.) 
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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. 

 

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