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DOCUMENT LIBRARY QUICK TIPS
What is the purpose of the document library?

The LEA Document Library was developed to be used as a virtual portal between the State Department of Education (SDE) and the LEA.  The document library should be used to:

· Share current required plans for review

· Post current job descriptions for positions paid with Title I funds

· Post applications for funding, as directed by the SDE

· Worksheets used to establish allocations and/or equitable services to private schools

The document library should not be used as:

· A virtual filing cabinet for all plans developed

· A showcase for documents developed within the LEA

What should an LEA post in the document library?

Information posted in LEA Document Library is only visible to the individuals in the LEA that have an eGAP login. Documents that may need review by the SDE should be posted in the LEA document library.  The LEA should ensure that only one copy of the most current plan is posted.  Older copies of documents should be archived in the LEA and removed from the LEA Document Library.  The LEA Planning Timeline (located in the SDE Document library) may be used as a guide for items that are appropriate for posting in the LEA Document Library.
Who may post information in the document library?

The LEA’s Federal Programs Coordinator may post information in the document library.

How does an LEA post information into the document library?
1. Log in to e-GAP.

2. Click on Document Library. (Left side)

3. You will see your system’s library. (Ex: Autauga County Document Library)

4. Click on Add New Document.

5. The Create a Document page will appear.

6. Complete the following information:

a. Name: Enter the name of your document as you want it to appear in your LEA Document Library.  Include in the name of your document the DATE on which you posted the information.  This will aid you in ensuring only the most recent documents are posted.
b. Display Document: Start Date is automatic and End Date is optional. (If you indicate an end date, the document will be removed as of that date.)

c. File: Click Browse to select the document from your computer that you want to post, and click Open at the bottom.  This will automatically place the path into the box next to Browse button.

d. Key Words: Note option to add key words. 

7. Click on Save.

8. Document will appear under system’s Document Library.

9. To delete a document from library, click on the trash can icon.

Additional Points to Consider:
· Limited use of scanned documents – When a document is scanned, it is turned into a .jpg (picture) file.  These files are VERY large.  If you must submit signatures as part of your plan (on your CIP, for example) scan ONLY the signature page when posting the document.
· Naming Protocol – Establish a naming protocol within your LEA so that documents remain organized in your LEA Document Library.  For example, when SDE requested that systems post their School Improvement Grant applications in the LEA Document Library, we provided a naming convention so that all files loaded by multiple LEAs would be similar; 2010_LEANAME.doc

· Size Limit – the document library has size limitations. Files you plan to post should be no larger than 1 MB.
