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LEA Document Library – District Instructions 

Uploading Documents to the LEA Document Library 
 
 
 

1. The LEA Document Library is found by clicking on the “LEA Document Library” link in the left-
hand menu on the LEA’s home page. 

 
 

 
2. A permissioned user accesses the appropriate Root Folder by clicking on the relevant fiscal year, 

then on Search Folders and locates the Document type by expanding the folders (click on the 
plus sign next to 2024 in the LEA Document Library and continue to expand folder by clicking on 
plus signs until you reach the desired document).  
NOTE: Permissioned users include LEA Grant writer, Fiscal Representative and 
Superintendent/Executive Director. 
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3. Beside the desired document, click Edit Documents, which opens the Update Documents and 

Links screen. 

 
 

4. Click on Upload Document to locate and load the user’s document. If there is a template on the 
Update Documents and Links screen, click on the underlined template name to download the 
template, complete it, and save it before uploading it.  
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5. Once the document is uploaded, it can be updated by clicking on the name or deleted by clicking 
the trashcan icon. 
 

 

6. Once the document is uploaded, return to the LEA Document Library screen, and click on the 

 “+“  icon next to the document name to see the details of the document upload. 

 
 

7. Any updates to the document can be viewed by clicking on document history. This is useful for 
official documentation, which must have auditing details. 
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