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To upload a photo or small clip of video, click the upload tab 
 

 
 
You will then see the following page. From here you can edit the date, upload your file and 
write a comment 
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Start by clicking on the date and changing it to the date that the photo was taken (this is an 
optional step; you can just leave the date and it will show as the date you are adding the 
file). Once you click on the date, you will get a pop out box. Click on the relevant date, for 
example, if I want to add the evidence for the 17th of June, I am going to make sure it says 
June here, and then click on the number 17.  
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Once I have clicked the box, the date will automatically change.  
 
Now upload the file by clicking on where it says, ‘choose file’. 

 
 
Navigate to where your photo is saved and click ‘open’. 
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Once your file as uploaded, there will be a green tick next to it 
 

 
 
Add your comment here. Click in the box and it will highlight it blue, you will see the cursor 
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Once you have typed what you want to say 
 

 
 
 
 

Click Submit 
 

Once it has been submitted you will see the following page, with a thank you message. . 
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Your child’s class teacher will be able to see the photos you have uploaded.  
 

 
 
By clicking on ‘journal’, you will be able to see if staff have left a comment on the photo that 
you have added. 
 


