Attachments

The attachments feature in SCRIBE is a great way to safely and securely store documents as well as to safely
and securely transfer personally identifiable information between people who have access to SCRIBE. Where
users have the corresponding permissions, they can upload an attachment as well as download any document
that has been uploaded as an attachment (see Access to Attachments / Permissions below). Note that all users
who can view the attachments can download them, no matter of who uploaded the attachment originally.

The types of files that can be upload as an attachment are:

e PDF (.pdf) e Image (.gif, .jpg, or .png)
e Excel file or CSV file (.xls, .xIxs, .csv) e Plain text document (.txt)
e Word document (.doc) e Rich-text format document (.rft)

There are seven locations to store documents in SCRIBE (each is detailed below):

e Instance e Family
e District e Staff

e School e Service
e Student

Attachment Reports

Once you have uploaded attachments to SCRIBE, you can run reports to get a list of the attachment
information at each level of attachment. See the Attachment Reports folder on the SCRIBE Help Desk for
additional information.

Naming Attachments

Best practice suggests establishing grant-wide naming conventions for attachments that allow for fast, easy
identification of what data are in each attachment. Be sure to include information like the school year, what
type of data are in the document, what school it is for, dates, service names, terms and/or other identifiers.
For service attachments, you may want to use the service naming convention. Use naming conventions for
naming the file when saving it on your computer as well as when entering the name of the file when attaching
it in SCRIBE.

More Information About Attachments
Find additional details about Attachments beginning on pg. 15 of this tutorial:

Accessing Attachments / Permissions p. 14
Attachment Description p. 15
Attachment Program p. 16
Attachment Tags p. 16
Sorting the Attachment List p.17
Grouping the Attachment List p. 18
Searching for an Attachment p. 18
Additional Resources p. 19


https://xcalibur.freshdesk.com/en/support/solutions/folders/4000036005

Attachments

Instance Level Attachment

Who has access: Users who have instance-level permissions can upload and download attachments.

1. From the SCRIBE main menu, click Tools > Instance > Attachments.

GEAR UP Demo_Current

v Tools - User - Help -

Instance b Attachments

User Management e to SCRIBE
Match Tracking

Needing Attention

Courses ¥

2. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > Instance Attachment List

© search
0% full - Using 41,639 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
N i File Size | File i N
Attachment Name Description (in Kbs) | Ext Date Uploaded Uploaded By Program(s) Tag(s)
. 6/3/2020 .
Download  19-20_CourseGrades_S1_WBHS Imported 32 .xsx 11:44:52 AM Allie Sheldon ﬂ ﬁ
. . 6/3/2020 "
Download  19-20_CourseGrades_S2_WBHS 212 .xlsx 11:45:11 AM Allie Sheldon f ﬁ
Wi - i 6/3/2020 .
Download  19-20_MathTutoring_attendance_Jan2020_WBHS 2 .csv 11:45:50 AM Allie Sheldon ﬂ ﬁ
3 Itsms Page 1 of L Page size: (20 |+
3. To add a new attachment, click Add.
ScRIBE Home > Instance Attachment List
© search
0% full - Using 41,639 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
. i File Size | File i N
Attachment Name Description (in Kbs) | Ext Date Uploaded Uploaded By Program(s} Tag(s)
Wi - 6/3/2020 .
Download  19-20_CourseGrades_S1_WBHS Imported 32 .xlsx 11:44:52 AM Allie Sheldon ﬁ ﬁ
" 6/3/2020 .
Download  19-20_CourseGrades_S2_WBHS 212 .xlsx 11:45:11 AM Allie Sheldon f ﬁ
" - i 6/3/2020 "
Download  19-20_MathTutoring_attendance_Jan2020_WBHS 2 .csv 11:45:50 AM Allie Sheldon ﬁ ﬁ
3 Items Page 1 of 1 Page size: |20 | =
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a. Click Browse to select the file you want to attach from your computer.

SCRIBE Home > Instance Attachment List

Upload Attachment

Select File: Click here to browse files...

Attachment Name: | 3

Browse... | ®

Description: |

[ cEaR P [ Talent Search [JE1p

Program(s): - _
|[_Jupward Bound || outreach
[ photo [ college application [Jcollege Acceptance Letter
[J student Release Form [JTranscript/Report Card [] Attendance Record
[J7o Parents [JFrom parents [Jcounselor Notes
[Jsign-in Shest () permission Farm [ tnvoice

Tag(s): [ Matching U survey [l standardized Test Results
[ Resume [JTransportation [l Food/Dining
— . [ parent Submitted [[J course Related
[l — —
— Hospitality Documentation Documentation
[J event/servi — . _ .
— Event/Service [_IHealth Related Documentation | Backup Documentation
Documentation

Vendor Download (O Yes - Vendors can download ® No - Vendors can not download

Access:

*Vendors are users with limited access to SCRIBE to upload/download vendor specific files.

Upload File Cancel

b. The Attachment Name will default to the name of the file you are attaching; however, you can
type a different Attachment Name if needed. See Naming Attachments above (p. 1).

c. The Description is optional. See Attachment Description below (p. 15) for more information and

suggestions on the Description.

d. The Program(s) and Tag(s) fields are optional. (see additional information below, p. 16)

e. Vendor Download Access will default to No. Only some grants track vendors in SCRIBE. Reach

out to your Xcalibur contact for more information on Vendors.

f. Click Upload File. Now the attachment will be listed on the Attachment List. Anyone with access

can download this attachment.



Attachments

4. Click Download next to an attachment to download the file onto your computer.

SCRIBE Home > Instance Attachment List

© search
0% full - Using 41,639 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
. - File Size | File . |
Attachment Name Description (in Kbs) | Ext Date Uploaded Uploaded By Program(s) Tag(s)
~ 6/3/2020 ‘
Download | 12-20_CourseGrades_S1_WBHS Imported 32 .xlsx 11:44:52 AM Allie Sheldon J E
Wi - 6/3/2020 .
Download  19-20_CourseGrades_S2_WBHS 212 sk VST Allie Sheldon Jd
Wi - i 6/3/2020 .
Download ~ 19-20_MathTutoring_attendance_Jan2020_WBHS 2 esv e am Allie Sheldon J o
3 Items Page 1 of 1 Page size: (20 |=
. .
5. Click the trash can icon to delete the attachment.
. op ® .
6. Click the pencil icon to edit the attachment.
SCRIBE Home > Instance Attachment List
© search
0% full - Using 41,639 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
. - File Size | File P \
Attachment Name Description (in Kbs) | Ext Date Uploaded Uploaded By Program(s) Tag(s)
Attachment Name |19-20_CourseGrades_S1_WBHS | *
Description | Imported ‘
[JGEAR UP [ Talent Search [JEIP (] Upward Bound
Program(s) —
|| outreach
[JPhota [ College Application [ college Acceptance Letter (] student Release Form
[ Transcript/Report Card [l attendance Recerd (I To Parents (I From Parents
) Counselor Notes I sign-in Sheet [ permission Form ( 1nvoice
Tag(s) - — — —
[ Matching [ survey [ standardized Test Results [ Resume
[ Transportation [l Food/Dining (] Hospitality (] Parent Submitted Documentation
["J Course Related Documentation [_J Event/Service Documentation [ Health Related Documentation (] Backup Documentation
Is Vendor
X
_ 6/3/2020 ‘
Download  19-20_CourseGrades_S2_WBHS 212 .xlsx 11:45:11 AM Allie Sheldon f @
~ - 6/3/2020 ‘
Download ~ 19-20_MathTutoring_attendance_Jan2020_WBHS 2| v | e AN Allie Sheldon J &
0 [tems Page 1 of 1 Page size: |20 | =

Note: You can edit the Attachment Name, Description, Program(s), Tag(s) and Is Vendor fields. You
cannot edit the document that has been attached, replace the document or upload a new document. If
necessary, delete the attachment (using the trash can icon) and upload a new document to attach.

Click the green check mark to save the changes. Click the red X to cancel the edit and return to the
Attachment List.



Attachments

District Attachment
Who has access: Users who have instance-level permissions and district-level permissions.

1. From the SCRIBE main menu, click Districts > View All Districts.

SUNIIDEy
]

Home - Districts - Schools - St

View All Districts

2. Click View next to the District whose attachments you want to view or add to.

SCRIBE Home > District List
The following are all the available districts.
Click the View link to see additional details for a district. Click the Search link to filter the list of
districts.
© search
District Number District Name -
View Compton
View 1 Test District
2 Items Page 1 of 1 Page size: |20 b

3. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > District List > District Details

District Number: 1  District Name: Test District

District Record School Year Details Schools Attachments

© search
0% full - Using 41,756 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
Attachment Name ~ | Description (F:lep(shlie. Eixli EsteadEd Uploaded By | Program(s) | Tag(s)
Download  18-20_signin_DistrictSTEMDay_Oct2019_TestDistrict 108 .pdf g{‘;f;giim g'h“:l d%n J w
Download  19-20_ACTScores_TestDistrict Attn. Prof. Snape 9 .xlsx ng’;zggim glhlieelrj%n ﬁ ﬁ
2 Items Page 1 of 1 Page size: |20 | =

4. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

5. Click Download to download an attachment on the Attachment List.

Click the trash can icon to delete the attachment.

7. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

o
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School Attachment
Who has access: Users who have instance-level, district-level (if the school is in the district for which they have
permissions) and school-level permissions for the specific school.

1. From the SCRIBE main menu, click Schools > View All Schools.

istricts - Schools - Student Search

View All Schools

2. Click View next to the School whose attachments you want to view or add to.

SCRIBE Home > School List

The following are all the available schools.
Click the View link to see additional details for a school. Click the Search link to filter the list of schools.

Q Search

Drag a column header here to group by that column

School Number School Name 4 | District Name Grades
View 1 Bayside Middle School Tast District 7-8
View 4 DeGrassi Junior High Test District 7-8
View 1234 GU-Maine Test Test District 7-12
View 2 West Beverly High School Test District 9-12
WView 3 William McKinley High School Test District 9-12
5 Items Pages: 1 - 1 (5 items) Page size: [All |+

3. Go to the Attachments Tab.

4. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > School List > School Details

School Number: 2 School Name: West Beverly High School

School Record School Year Details Staff Students Courses Services Student Groups Attachments
© search
0% full - Using 41,872 Kbs of your 10,000,000 Kbs. Add

Drag a column header here to group by that column

File Size | File Date

Attachment Name ¥ | Description (in Kbs) | Ext Uploaded Uploaded By | Program(s) | Tag(s)
Download  19-20_procedures_BOYassembly_WBHS  Attn. Mr. White 108  .pdf %45230;2 AM gui:Id%n ﬁ ﬁ'
Download 19-20_enrollment_S1_WBHS Imported 9  .xlsx ?;{;4{]230?2 AM gui:Id%n ﬁ ﬁ'
2 Items Page 1 of 1 Page size: |20 |-




Attachments

5. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

6. Click Download to download an attachment on the Attachment List.

Click the trash canicon to delete the attachment.

8. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

N

Student Attachment

Who has access: Users who have instance-level, district-level (if the student attends a school in the district for
which they have permissions) and school-level permissions (if the student attends a school for which they
have permissions).

1. From the SCRIBE main menu, click Schools > View All Schools.

istricts - Schools - Student Search

View All Schools

2. Click View next to the School where the student attends.

SCRIBE Home > School List

The following are all the available schoals.
Click the View link to see additional details for a school. Click the Search link to filter the list of schools.

° Search

Drag a column header here to group by that column

School Number School Name 4 | District Name Grades
View 1 Bayside Middle School Test District 7-8
Wiew 4 DeGrassi Junior High Test District 7-8
View 1234 GU-Maine Test Test District 7-12
View 2 West Beverly High Schoaol Test District Q-12
View 3 William McKinley High School Test District 9-12
5 Items Pages: 1 - 1 (5 items) Page size: [all |«

3. Click on the Students Tab.



Attachments

4. Click View next to the name of the student whose attachments you want to view or add to.

SCRIBE Home > School List > School Details

School Number: 2 School Name: West Beverly High School

School Record School Year Details Staff Students Courses Services Student Groups Attachments
The following are the students enrolled at this school.
Click the add button to enroll a student at the school.
© search
Add
Drag a column header here to group by that column
Student ID ISdChODl'StUdent First Name Middle Mame | Last Name “ | Birthdate School Grade
view 432124 Bruce Hulk Banner 12/18/2004 VWestBevery .,
High School
) West Baverly
View
View 108644 James Bucky Barnes 3/10/2002 High Schaol 11
) West Beverly
View
View 789101 Luke Cage 7/2/2004 High Schaol 11
} West Beverly
View
View 108643 Peggy Carter 4/9/2001 High School 10
. . Wast Beverly
View
View 789789 Mike Colter 8/26/2000 High School 12
View 123456 Carol Susan lane  Danvers 107472000 West Beverdy

5. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > School List > School Details > Student Details

Student ID: 123456 Student Name: Carol Susan Jane Danvers m

Demographics Motes Family Enrollment Standardized Tests Participation Groups Attachments College Enrcliment

© search
0% full - Using 42,089 Kbs of your 10,000,000 Kbs. Add

Drag a column header here to group by that column

File Size | File Date

Attachment Name * | Description (in Kbs) | Ext Uploaded Uploaded By | Program(s) | Taa(s)
Download  19-20_ParentMaeting_Jan2020_C.Danvers 108 .pdf %4’;220?2 AM glhlieelc%n J ﬁ'
Download  18-19_transferdetails_KreeHS_CarolDanvers fﬂtctg.og;féal 108 .pdf %ﬁé‘?gg AM glhlieelcﬁ)-n J ﬁ'
2 Items Page 1 of 1 Page size: |20 | =

6. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

7. Click Download to download an attachment on the Attachment List.

Click the trash can icon to delete the attachment.

9. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

o0
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Family Attachment

Who has access: Users who have instance-level, district-level (if the student attends a school in the district for
which they have permissions) and school-level permissions (if the family’s student attends a school for which
they have permissions).

1. From the SCRIBE main menu, click Schools > View All Schools.

istricts - Schools - Student Search

View All Schools

2. Click View next to the School where the student attends whose family member you want to view.

SCRIBE Home > School List

The following are all the available schoaols.
Click the View link to see additional details for a school. Click the Search link to filter the list of schools.

© search

Drag a column header here to group by that column

School Number School Mame 4 | District Name Grades
View 1 Bayside Middle Schoal Test District 7-8
View 4 DeGrassi Junior High Test District 7-8
WView 1234 GU-Maine Test Test District 7-12
View 2 West Beverly High School Test District 9-12
WView 3 William McKinley High School Test District 9-12
5 Items Pages: 1 - 1 (5 items) Page size: [All | =

3. Click on the Students Tab.

4. Click View next to the name of the student whose family’s attachments you want to view or add to.

SCRIBE Home > School List > School Details

School Number: 2 School Name: West Beverly High School

School Record School Year Details Staff Students Courses Services Student Groups Attachments

The following are the students enrolled at this school.
Click the add button to enroll a student at the school.
© search
Add
Drag a column header here to group by that celumn
Student ID ISdchoo\—Student First Name | Middle Name | Last Name « | Birthdate School Grade
View 432124 Bruce Hulk Banner 12/18/2004 ‘:‘:Eg;t ?fg’:;:*’ 12
View 108644 James Bucky Barnes 3/10/2002 ":;‘Sflt gfg’:;:"' 11
view 789101 Luke Cage 7/2/2004 "H"‘:f‘f Ef:f:l*’ 11
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5. Go to the Family Tab.

SCRIBE Home > School List > School Details > Student Details

Student ID: 122456 Student Name: Carol Susan Jane Danvers

Demographics MNotes Family Enrollment Standardized Tests Participation Groups Attachments
The following are the family members of the student,
Click the add button to add a family member for this student.
add
First Name Last Name 4 | Family Member Type
View loe Danvers Father ﬁ
View Marie Danvers Mother Ef

6. Click View next to the family member whose attachments you want to view or add to.

7. Go to the Attachments Tab. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > School List > School Details > Student Details > Family Member Details

Id: Mone Name: Danvers, Marie
Demographics Participation Attachments
© search
0% full - Using 42,206 Kbs of your 10,000,000 Kbs. Add
Drag a column header here to group by that column
R File Size | File Date : P el
Attachment Name Description (in Kbs) | Ext Uploaded Uploaded By | Program(s) | Tag(s)
i 6/4/2020 allis C.
Download  19-20_parentpledge_S1_Danvers 108 .pdf 10:21:36 AM  Sheldon ﬁ ﬁ
_ B 6/4/2020 Allie C.
Download  18-19_FAFSAchecklist_parents_Danvers Imported g .xlsx 10:21:25 AM  Sheldon J ﬁ
2 Items Page 1 of 1 Page size: |20 | =

8. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

9. Click Download to download an attachment on the Attachment List.

10. Click the trash can icon to delete the attachment.

11. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

10
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Staff Attachment

Who has access: Users who have instance-level, district-level (if the staff works at a school in the district for
which they have permissions) and school-level permissions (if the staff works at a school for which they have
permissions).

1. From the SCRIBE main menu, click Schools > View All Schools.

istricts - Schools - Student Search

View All Schools

2. Click View next to the School where the staff member works.

SCRIBE Home > School List

The following are all the available schoaols.
Click the View link to see additional details for a school. Click the Search link to filter the list of schools.

o Search

Drag a column header here to group by that column

School Number School Mame 4 | District Name Grades
View 1 Bayside Middle School Test District 7-8
View 4 DeGrassi Junior High Test District 7-8
View 1234 GU-Maine Test Test District 7-12
View 2 West Beverly High School Test District 9-12
View 3 William McKinley High School Test District 9-12
5 Items Pages: 1 - 1 (5 items) Page size: |All | =

3. Click on the Staff Tab.

4. Click View next to the name of the staff whose attachments you want to view or add to.

11



Attachments

SCRIBE Home > School List > School Details

School Number: 2 School Name: West Beverly High Schoaol

School Record School Year Details Staff Students Courses Services Student Groups Attachments

The following are the staff assigned to this school.
Click the add button to add a staff to the school.
© search
Add
Drag a column header here to group by that column
Staff 1d First Name HL?ELE Last Name = | Grade Isscﬁgig?aw II:’E;ftiecri;I;st
anly
View ALBUS.DUMBLEDORE@HOGWARTS.EDU Albus Dumbledore Yes No
View ARGUS.FILCH@HOGWARTS.EDU Argus Filch Yas Nao
View RUBEUS . HAGRID@HOGWARTS.EDU Rubsus Hagrid Yas Mo
Wiew ROLANDA.HOOCH@HOGWARTS.EDU Rolanda Hoach Yes No
View REMUS.LUPIN@HOGWARTS.EDU Remus Lupin Yes Mo
View MINERVA.MCGONAGALL@HOGWARTS.EDU  Minderva McGonagall Yas Nao
View ALASTOR.MOODY@HOGWARTS.EDU Alastor Moody Yas No

5. Go to the Attachments Tab. The list of current attachments will be displayed in the Attachment List.

SCRIBE Home > School List > School Details > Staff Details

Staff Id: RUBEUS.HAGRID@HOGWARTS.EDU Staff Name: Hagrid, Rubeus

Demographics Notes School Assignments Participation Attachments
© search
0% full - Using 42,323 Kbs of your 10,000,000 Kbs. Add

Drag a column header here to group by that column

File Size | File Date

Attachment Name ~ | Description (in Kbs) | Ext Uploaded Uploaded By | Program(s) | Tag(s)
Download  19-20_TeachingSchedule_S1_R.Hagrid 108 .pdf %4’;%0342 AM gui:Id%n ﬁ ﬁ'
Download  18-19_TravelExpenses_NCCEPCBEW_Feb2020_Hagrid processed 9 .xlsx %4’;20053 AM gui:Id%n ﬁ ﬁ'
2 Items Page 1 of 1 Page size: |20 | =

6. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

7. Click Download to download an attachment on the Attachment List.

Click the trash can icon to delete the attachment.

9. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

S0

10.

12
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Service Attachment

Who has access: Users who have instance-level, district-level (if the service is associated with a school in a
district for which they have permissions) and school-level permissions (if the service is associated with a
school for which they have permissions).

1. From the SCRIBE main menu, click Services > View All Services.

GEAR UP Demo_Current

udent Search Services - Reports - Tools - User
Add Service
View All Services RIBE

View All Service Templates

View All Service Providers

View All Service Provider Typeas

2. Click View next to the Service whose attachments you want to view or add to.

SCRIBE Home > Service List
The following are all the services. Click the view link to see additional details for a service. Click the search link to filter the list of services. Click the add button to add a new service.
© search
Add
Drag a celumn header here to group by that column
Start . - - Service Type Additional | Is Person -
Date Service Name Service Type Information STEM? | Type(s) School(s) Participants | Hours
View  8/1/2018  OneT.FAC.FAFSAworkshop.Aug2018.wBHs FAC - Financial Aid No  Student West Beverly High School 0 0Hrs0 Mins
Counseling / Advising
View 9/1/2019  Rec.SWS.FridayWorkshop.Sep2019.WBHS  SWS - Student Workshops No Student  West Beverly High School 0 0 Hrs 0 Mins
WView 10/1/2019 Rec.TMT.AlgebraafterSchool.0ct2019.WBHS T - Tutering No Student  West Beverly High School 10 50 Hrs 15 Mins
View  11/1/2019 OneT.CSS.UTSA.Nov2019.WBHS gﬁgd'oiml;ge Student testing123 No Student West Beverly High School 0 0Hrs0 Mins
View 12/1/2019 Rec.MEN.peer.Dec2019.WBHS MEN - Mentoring No Student  West Beverly High School 0 0 Hrs 0 Mins
View 4/1/2020 Rec.MEN.FridayZoom.Apr2020.WBHS MEN - Mentoring No Student West Beverly High School 0 0 Hrs 0 Mins
. Total: 50 Hrs
Total: 10 15 Mins
0 Items Page 1 of 1 Page size: |20 | =

3. Go to the Attachments Tab. The list of current attachments will be displayed in the Attachment List.

13
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SCRIBE Home > Service List > Service Details

Service Name: Rec. TMT.AlgebraAfterSchool.Oct2019.WBHS Start Date: 10/1/2019 End Date: 10/31/2019

Service Details Participation Service Summary Attachments

© search
0% full - Using 42,323 Kbs of your 10,000,000 Kbs. Add

Drag a column header here to group by that column

File Size | File Date

v escripti ! g (s) als)
Attachment Name Description (in Kbs) | Ext Uploaded Uploaded By | Program(s) | Tag(s)
Download  Rec.TMT.AlgebraAfterSchool. Oct2019.WBHS_attendance imported 9 .xlsx 6/3/2020 Allie Sheldon J ﬁ
- 12:01:40 PM
Download Rec.TMT.AlgebraAfterSchool.Oct2019.WBHS_agenda 30 .pdf 6/3/2020 Allie Sheldon J ﬁ
. ) ) ) - ’ 12:01:23 PM
2 Items Page 1 of 1 1 Page size: |20

4. Click Add to upload a new attachment. Follow the steps outlined in Instance Attachment above (steps
#3a-3f on pg. 2-3 of this PDF).

5. Click Download to download an attachment on the Attachment List.

Click the trash can icon to delete the attachment.

7. Click the pencil icon to edit the attachment. Follow the steps outlined in Instance Attachment above
(step #6 on pg. 4 of this PDF).

o

Access to Attachments / Permissions

SCRIBE users from the same GEAR UP grant can have different permission levels within SCRIBE, depending on
what levels and types of data they need access to. Users can upload and download attachments at whatever
level(s) they have permissions.

Instance-level access allows users to see all data for of the all districts under the GEAR UP grant, which
includes data associated with all the schools in all the districts (students, services, participation, staff).
Users have access to all types of attachments.

District-level access allows users to see data for a specific district which includes data associated with
all the schools in that district (students, services, participation, staff). Users may have access to one
district or more than one district, depending on the needs of their role in GEAR UP. However, they
cannot see data associated with any districts they do not have access to, even in the same GEAR UP
grant. Users have access to District, School, Student, Family, Staff and Service attachments.
School-level access allows users to see data for a specific school (students, services, participation,
staff). Users may have access to one school or more than one school, depending on the needs of their
role in GEAR UP. However, they cannot see data associated with any schools they do not have access
to, even in the same GEAR UP grant. Users have access to School, Student, Family, Staff and Service
attachments.

14



Attachment Description

Attachments

The Attachment Description is an optional field to use for all seven locations of attachments. Users can
complete the Description field when they are uploading an attachment or users can fill in the Description field
any time after the attachment is uploaded (click the pencil icon next to the attachment to edit the fields).

The Description field can be used for tracking the status of a file. For example, whether the data has been
imported into SCRIBE (once a user has imported the file into SCRIBE, they can change the Description to say
“Imported.”). The Description field can also be used to indicate for whom the file was uploaded, which may
facilitate that person finding the correct file in the Attachment List.

Brainstorm with your data team what Descriptions may be useful for attachments and use standardized
descriptions across all attachment locations and across school years.

SCRIBE Home > Instance Attachment List

© search

0% full - Using 41,639 Kbs of your 10,000,000 Kbs.

Drag a column header here to group by that column

Fle Size | File | Date

Attachment Name Description (n Kbs) | Ext Uploaded Uploaded By
W - 6/3/2020 .
Download  19-20_CourseGrades_S1_WBHS Imported 32 .xlsx 11:44:52 AM Allie Sheldon
, 6/3/2020 -
Download 19-20_CourseGrades_S2_WBHS attn. Prof McGonagall 212  .xlsx 11:45:11 AM Allie Sheldon
" : ! 5/3/2020 .
Download  19-20_MathTutoring_attendance_Jan2020_WBEH ; 2 .osv 11:46:50 AM Allie Sheldon
3 Items Fage 1 or 1L u

Program(s) | Tag(s)

Page size: |20

Add

SCRIBE Home > Instance Attachment List

Upload Attachment

Select File:

Description:

Program(s):

Tag(s):

Vendor Download
Access:

Attachment Name:

Click here to browse files...

Browse... | *

| =

[ cEAR UP

[ Talent search [JEIP
[Jupward Bound [ outreach

[CIphoto [l college Application [CJcollege Acceptance Letter

[l student Release Farm [JTranscript/Report Card [ attendance Record

[J1o Parents [JFrom Pparents [J counselor Notes

[ sign-in Sheet [l permission Form [ 1nvoice

I Matching [ survey [l standardized Test Results
[Jresume [CITransportation I Food/Dining

— - O i O

[ Hospitality _JParent Submitted _J Course Related

Documentation Documentation

[Jevent/service

O i
Documentation | Backup Documentation

[JHealth Related Documentation

O Yes - Vendors can download @ No - Vendors can not download

*Vendors are users with limited access to SCRIBE to upload/download vendor specific files.

Upload File Cancel
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Attachments

Attachment Program(s)

The Attachment Program is an optional field to use for all seven locations of attachments. Users can check the
box next to the associated Program(s) when they are uploading an attachment or users can check the program
boxes any time after the attachment is uploaded (click the pencil icon next to the attachment to edit the
fields).

The Attachment Program(s) field can be used for tracking which program(s) the file is associated with. For
example, you might upload a sign-in sheet for a service that was held specifically for students in the GEAR UP
program, in which case you could check the box next to GEAR UP in the Program(s) field.

Note: If your grant does not use Programs, you will see GEAR UP as the only program option.

The program checkbox is exclusive to the particular attachment file and will not affect students
or staff assigned to programs or any other program data.

SCRIBE Home > Instance Attachment List

Upload Attachment

Select File: Click here to browse files... #
Attachment Name: | %

Descrintion: | |

Program(s): [JGear up [JTalent search [JEIP

[Jupward Bound [ outreach

|_IPhoto |_I College Application O College Acceptance Letter
[l student Release Farm [JTranscript/Report Card [ attendance Record
[J1o Parents [JFrom Pparents [J counselor Notes
[J sign-in Sheet [[J permission Form O 1nvoice
Tag(s): [ Matching [ survey [ standardized Test Results
[Jresume [CITransportation I Food/Dining
— - [Jparent submitted [Jcourse Related
[ — —
— Hospitality Documentation Documentation
Olevent/Servi - o _
— Event/Service |_|Health Related Documentation ) Backup Decumentation
Documentation
Vendor Download O Yes - Vendors can download @ No - Vendors can not download
Access: T o
*Vendors are users with limited access to SCRIBE to upload/download vendor specific filas.
Upload File Cancel
Attachment Tag(s)

The Attachment Tag(s) is an optional field to use for all seven locations of attachments. Users can check the
box next to the associated Tag(s) when they are uploading an attachment or users can check the tag boxes any
time after the attachment is uploaded (click the pencil icon next to the attachment to edit the fields).

The Attachment Tags(s) field can be used for tracking which category/categories the file is associated with. For
the tags feature to be the most effective, it is important to be consistent with the use of Tags. Make sure
everyone who is uploading attachments is aware of the tag feature and criteria you have laid out.
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Attachments

SCRIBE Home > Instance Attachment List

Upload Attachment

Select File: Click here to browse fi

Attachment Name: |

Description: |

[JGEAR UP
Program(s):

[Jphote

1o Parents

[ sign-in Sheet
Tag(s): [ Matching

[Jresume

I Hospitality

[l event/service
Documentation

Vendor Download
Access:

[ student Release Form

() Yes - Vendors can download

|_litrmseeard Bannd | | ootreach

[Jtalent search [JeIP

[l college Application

[ transcript/Report Card

[JFrom Pparents

[_J permission Form

[ survey

[JTransportation

[Jparent submitted
Documentation

[JHealth Related Documentation

Browse... | *

[CIcollege Acceptance Letter

[ Attendance Record

[_J counselor Notes

[_J1nvoice

[[J standardized Test Results

I Food/Dining

[Jcourse Related

Documentation

® No - vendors can not download

*Vendors are users with limited access to SCRIBE to upload/download vendor specific files.

Upload File

[ Backup Documentation

Cancel

Sorting the Attachment List

It is possible to sort the attachment list in ascending order (A through Z) or descending (Z through A) order by
clicking on the column heading you want to sort. Clicking the column heading once will sort in ascending
order, clicking the column heading again will sort in descending order.

A blue triangle will appear next to the column header indicating that is the column by which the list is being
sorted. A triangle pointing up indicates the column is sorted in ascending order, a triangle pointing down
indicates the column is sorted in descending order. In the example below, the Attachment List is sorted in

ascending order by the Attachment Name.

SCRIBE Home > Instance Attachment List

© search

0% full - Using 41,639 Kbs of your 10,000,000 Kbs.

Drag a column header here to group by that column

Attachment Name « | Description
Download  19-20_CourseGrades_S1_WBHS Imported
Download  19-20_CourseGrades_S2_WBHS
Download  19-20_MathTutoring_attendance_Jan2020_WBHS

3 Items

Page 1 of 1

File Size
(in Kbs)

32

212

2 .

File
Ext

sx

xdsx

Date Uploaded
6/3/2020
11:44:52 AM

6/3/2020
11:45:11 AM

6/3/2020
11:46:590 AM

Uploaded By

Allie Sheldon

Allie Sheldon

Allie Sheldon

Program(s)

Tag(s)

Page size: |20

Add

) = &)
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Attachments

FOTUTTTIT TTETWET TTETE [0 gTroup OFy UTdLT COTUTTITI

Attachment Mame a | De

A 10_20 CnureaGrades ©1 WRHS T

Note: Any attachment list and most lists in SCRIBE can be sorted in this way (e.g., Student List, Service List,
School List, etc.).

Grouping the Attachment List

Drag a column header into the blue field above the column headers to group the attachments by that header.
In the example below, the Attachment List is grouped by the File Ext (the file type). This means that all the .csv
files will be listed in one group, all of the .xIxs files listed in one group, all .jpeg files, etc. until all files of the
same type are in their own group.

SCRIBE Home > Instance Attachment List

© search

0% full - Using 41,639 Kbs of your 10,000,000 Kbs. Add

File
-
Ext

File Size | Date

Attachment Name ¥ | Description (in Kbs) | Uploaded Uploaded By | Program(s) | Tag(s)
v File Ext: .csv
N - ; 6/3/2020 .
Download  19-20_MathTutoring_attendance_Jan2020_WBHS 2 11:46:50 AM Allie Sheldon J ﬁ'
v File Ext: .xlsx
W - 6/3/2020 =
Download  19-20_CourseGrades_S2_WBHS attn. Prof McGonagall 212 11:45:11 AM Allie Sheldon ;? ﬁ
) 6/3/2020 .
Download  19-20_CourseGrades_S1_WBHS Imported 32 11:44:52 AM Allie Sheldon J ﬁ
3 Items Page 1 of 1 Page size: |20 |+

U TUIT - USINg #1,639 KOS O yO
File .
Ext
Attachment Name
w File Ext: .csv
Download  19-20_MathTutoril

v File Ext: .xlsx

Download 19-20_ Courseisrad
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Attachments

Attachments can still be sorted ascending or descending by clicking on any column header, however they will
be sorted accordingly within each group (e.g., all the .csv files will be sorted within the .csv group).

Note: Any attachment list and most other lists in SCRIBE can be grouped in this way (e.g., Student List, Service
List, School List, etc.).

Searching for an Attachment
Narrow the number of attachments that are displayed on the Attachment List by narrowing the parameters
through the Search box or search for a specific attachment.

1. Click the grey circle with white triangle next to Search to uncover the Search box.

SCRIBE Home > Instance Attachment List

© search

Attachment Name: | |

Description: | |

File Extension:
Upload Date: * | To v

[JeEAR UP [ Talent Search CJerp [Jupward Bound
Program(s):

[T outreach [JNot Assaciated te any Program

[IPhoto [ college application [ college Acceptance Letter [[J student Release Form
[JTranscript/Report Card [[J Attendance Record [0 parents I From Parents
[ counselor Motes [ sign-in Sheet [CJ permission Form [ 1nvoice
Tag(s): [J Matching O survey [ standardized Test Results [JResume
[ Transportation [ Food/Dining [ Hespitality [CJ parent Submitted Documentation

[ course Related Documentation (| Event/Service Documentation [_| Health Related Documentation [JBackup Decumentation

[ ot Associated to any Tag

Vendor Download Access: | ) Yes - Vendor can download ) No - vendor can not download @ Al

*\fendors are users with limited access to SCRIBE to upload/download vendor specific files.

Reset Search

2. Complete any field(s) to search for attachments matching the parameters.

3. Click Search.

Additional Resources

The SCRIBE Town Hall from 6/5/20 discussed Attachments.

Watch the recording of the webinar and download the powerpoint in the Town Hall folder on the Help Desk.
Attachment Reports folder in the Help Desk

Log into the SCRIBE Help Desk using your SCRIBE log in.
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https://xcalibur.freshdesk.com/support/solutions/articles/4000159106-attachments-june-5-2020
https://xcalibur.freshdesk.com/en/support/solutions/folders/4000036005
https://xcalibur.freshdesk.com/support/home

