SCOIS INSTRUCTIONS

LOG ON TO: WWW.SCOIS.NET
1.      Log into SCOIS on the administrative side.
2.      Look under Data Maintenance. 

3.      Under data maintenance you will find a tab called “Upload Portfolios,” click on it. 

4.      You will then see a tab called “Template,” which is an Excel document, open it. 

5.      Once you open this document copy and paste ALL the headings into a new excel document. (This will allow you to add all of your students at once.)
6.      The username and password will be the student’s identification number and will be the same.  You will then need to put in the student’s first and last name. You can leave all other fields blank. 

7.      Save the document
8.      Click Browse to upload the document
9.      Check Trial Run
10.     Click Upload
