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 This instruction sheet is in the perspective of a family from the parent portal who needs to upload 
documents to complete an application. The instructions below will show how a family uploads 
documents in an application. A family can be assigned to a document checklist created by Agency Staff 
that include a list of documents that are either suggested or required to upload to an application 
through iPinwheel, such as a documentation of family income. Families are able to upload multiple file 
types through the document checklist in the form of PDFs, pictures, document scans, provided forms, 
etc. 
 

 
 

 

 
 
 

 Families who are actively working on their family applications will see the document checklist upon 
logging in. The checklist will appear directly under the application welcome message for these families. 
To upload any documents, families will have to upload them through the document checklist. 
 

 
 

 



 
If a document template was provided in the checklist, the family would be able to click on the template 
link in the first column, download the template, complete the form, and upload the document in the 
“Uploaded Documents” column. 
 

 
 

 
If the family is finished with their application, they will be able to access the document checklist 
assigned to them through their parent portal.​ ​Users who applied through the family application feature 
in iPinwheel will use their same login credentials to log into the parent portal. Families who have never 
completed an application through iPinwheel, but have a record in the data system, will use parent A’s 
email as their username, and create a password once they visit their parent portal to log in. 
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Upon logging in, families will be able to view their family information, their latest application, and 
upload documents requested by the agency user through the document checklist. 
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Once families upload documents, they’ll see those documents uploaded to the “Uploaded Documents” 
column. Families can upload multiple attachments for one checklist item, so agency users may ask for 
multiple documents in the same line item. 
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