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DOCUMENTLOK IN POWERSCHOOL

This document is to give a run through of the DocumentLOK PowerSchool plugin. It will cover the
main screen of the plugin, how to file and scan, and the other functionalities of DocumentLOK.
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DocumentLOK in PowerSchool Overview
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21 In the left navigation of the student’s screen, click Student Profile > DocumentLOK.



Student Documents ¥ [ noox |
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9| Each column header can be sorted by ascending or descending order by clicking on the
header name. The first column shows an icon of the document file type. Below is a breakdown of
each header type:

Document Format: PDF, TIFF, JPG, PNG, GIF, Paper

Category: This is a form of organizing the document types.

Document Type: A document type is a label given to the documents.

Original Date: This date is the original date of the document. For example, if you are filing a
student’s IEP you will want to enter the date of the IEP meeting/completion as the Original Date.

Description: This field is optional. This gives you the ability to add more verbiage to a document
type.

Document Status: Documents can be set to Approved or Pending. This functionality will not be
used for scanning and filing in PowerSchool.

Creation: This is the date that the document was filed into DocumentLOK and will be populated
automatically.



Function Icons & Their Definitions
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1 At the top right of the page, there is a Scan and File option. To the right of the Creation dates
are buttons that allow you to work with the document. Listed below are what the icons are and
their definition.

E View — Allows you to view the document.
Move — Allows you to refile the document.
Download — Allows you to download the document.

Workbench — This enables you to work with multiple documents at a time.

Email — By clicking this an email window open with the option to select Outlook or
Gmail. Caution you cannot send encrypted using this function. It is recommended to
download the document first and then send it using an email application where encryption is
enabled.

ﬂ Print — This will open a window to print the document.

ﬂ Delete — This function is for admin users only.



Selecting Multiple Documents
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1 By checking the box next to Select Multiple, empty check boxes will populate next to the
document. You can check as many as needed and then Download, use the Workbench, or Email
by clicking the function icon buttons at the top right of the screen.



Filing Documents
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press ENTER in the PS Student Number or Student Name box to search and autofili
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To upload a document:

1. Click the File button at the top right.

a. A drawer will come out to the right of the screen.
2. Click Choose Files to select the document you want to upload.

a. A File Explorer window will pop up for you to select a document.

3. Se

lect the document.

4. Fill out the following required fields.

a. Category
b. Document Type
c. Original Date

5. Verify the other information is correct, then click Upload.
File Documents

\v’ 1 document uploaded

a

b‘. Click on the blue box with the white X to close the drawer.

The student'’s information will already be populated, as well as most of the document'’s indexes.




Scanning Documents
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1" To scan a document to upload into PowerSchool, click on the blue Scan button at the top of

the page. A new window will open prompting you to select a scanner. Select your scanner and
click OK.

The system will remember the last scanner that was used.

File Documents [ x|

Bl Scan in progress (check for scan

[Start Page > Studeni |‘°° |2°° Image Scanner: fi-6130dj Browize. . | ta: windows If one does not show up in
1 I v v t
v Setting Files: IUU Cument Setting j Conlfig I front)
4 Resolution | Scan Type: ~ . B
Student D = " O Browse @ Available
o 300 % 300 - ADF [Duples] -
AAASample, Jane| | = s BT

E lﬁﬂ dri Paper Size: | » |
— i o

ALL(18) 3 ™ Predefine |Ad, 44 [210:297mm) j J PS Student Number
- I Enable Software IPC I~ Enable Multi Image 2C | 2110010775 |

200 ]

SPECIALED (2) = Duplex | [~ Individual Setting
= pr Student Name
— Image hiode: Brightness: |AAASam \
— | ple, Jane DayTreatWISD-Data stud

A — —_— 128
ENROLLMENT[( T Black & white j — =
00 C— “Category

= BlackMwhite: Threshald: Academics v|

E prg
REGISTRATICESY static Threshold | —: |ﬁ

Scanning Areal mm ]

Halftone: Contrast:
Left; 1] Top: 1] I j : lﬁ

*Document Type

105C Agreement V|
widthe (210 Length: |257 pre
= Y — | *Original Date:
Scan I Preview |
mm/dad/yyyy [m] |
Cloge | Reset | Option... | Help | About.... | pre
|Shaw the help for this driver. |Data Size about; 1.1ME rescn ption |
Document B T TR T 4M18/2023 . it
a P
Archive 12:00°00 AM PP Document Status

21 A driver window from your scanner will pop up, click on Scan.
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21 When the document has been scanned, it will show it as a TIF in Available. Here you can fill
out the rest of the fields.
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4. After the fields have the correct information, click Upload. The document will now be filed into
the student's repository.



Workbench
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10 open the Workbench, click on Scan and the drawer will open. Click Available and then
Workbench. A new window will open, click Okay.
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20 To scan, dlick Scan at the top left of the navigation bar. Select your scanner and click OK.
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91 The driver window wil pop up, click Scan. Then your documents will populate in the
Workbench window.
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4 You can edit and manipulate the documents here. Click on a document page to select it, and
it will be highlighted blue. Once the document is selected, you can cut, copy, paste, or delete
multiple documents.

To select multiple documents, press CTRL while clicking on the pages. To rearrange the order of
the documents, select a page and drag it to where you would like it to be.

10
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9 To file into DocumentLOK, click File in the Navigation Bar. In the dropdown, select Send Al
To... > DocumentLOK 5.

8 Here is a breakdown of the options in File:

.' File Edit Scan

Load
Save Selected As...
Save All As...

Send Selected To.. r
Send All To.. * DocumentLOK 5™

Settings Printer

Exit

Load — Upload files from desktop, multiple files can be uploaded.
Save Selected As. .. - save the selected files to your desktop.
Save All As... - Save all the files in Workbench to your desktop.

Send Selected To. .. - Send the selected files to DocumentLOK to upload them into PowerSchool
or send them to your printer to print.

Send All To... - Send all files to DocumentLOK to upload them into PowerSchool or send them to
your printer to print.

Settings — Configure Directories, Default File Types, and Performance settings.

Exit — Close out of Workbench.
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£ After sending the document to DocumentLOK, select Yes or No to remove the exported files.

If Yes is selected, the documents in Workbench will be removed.

Your file will show in the drop down in the File Documents Drawer. Here you can complete the
filing process. Once the indices are filled out, you can upload the document.




