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Introduction 
During the implementation phase of the Records Digitization project, the Records Management department 
identified several new procedures that should be followed by schools in order to handle the digitized and 
non-digitized records in different scenarios. This document lists those scenarios and procedures in the 
following section. 

Records Management Procedures 

Bulk Scanning  
If you have a large cumulative folder or more than 100 individual records to scan in to DocuWare, contact 
records management through emailing records@pps.net to notify the department that these need to be 
scanned. You can PONY the records to records management. Once those records are scanned in, you will be 
notified. If you have a small cumulative folder or less than 100 records, please scan them at your office. Refer 
to the user guide at this link www.pps.net/digitalrecords for scanning process.  

Internal Records Request 
In-District Student Transfers to Digitized school 

Records access will be transferred automatically between digitized schools as soon as the student’s 
enrollment is updated in Synergy. At this time the student’s old school will no longer be able to see the 
student’s records and the new school will. 

If a student with a paper cumulative folder transfers to a digitized school, the school office staff should send 
the cumulative folder to the Records Management department, where it will be scanned. Records 
management will notify the requester via email when the digitized records are available in DocuWare. As 
stated above, if the cumulative folder is small, simply scan it into DocuWare using the office scanner.  

In-District Student Transfers to Non-Digitized school 

When a non-digitized school needs access to a student’s digitized records they must first contact records 
management to have the student’s file emailed to them. The request must include: 

a. School name 
b. The student's name, student ID and DOB.  

Note, per Records Management policy, the department can only release records for students enrolled at the 
requesting school. Schools will be emailed the records as a zip file. They may be used as needed, and 
destroyed after school has been given access to DocuWare. 

In order for a school to get DocuWare access they will need to submit an incident to the IT Service desk via 
support.pps.net or by calling 503-916-3375. They must include their school name and their role at the school, 
e.g. “VP’s secretary" or "counselor". Once the school has received confirmation of access to DocuWare they 
must review and watch all related training materials, found at this link www.pps.net/digitalrecords. Next, 
they can log in to DocuWare and start searching for records. 
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NOTE: Schools should not print out the digitized records and add them to the student's cumulative folder. 
Only new paper records should be added to the student cumulative via scanning. They should also add a note 
to the file that the student's older records can be found in DocuWare. When their school is converted, 
project staff will digitize only the new paper records for the student since the older records should already be 
in DocuWare. 

External Records Request 
Out of District Student Transfers 

Should a digitized student transfer out of the PPS district either the current or new school must send a 
records request form with the following information to records@pps.net:  

a. PPS school name, as well as the name and contact information for the school secretary 
b. Name of new school, recipient contact information (name, title, email, phone #) 
c. The student's name, student ID and Date of Birth 

Once this information is received by Records Management, a zipped file containing the student’s records will 
be securely emailed to the new school. 

SPED Records 
Do not scan any SPED related documentation into DocuWare. Please continue with your current process of 
handling these documents.  

Copies of SPED records obtained from cumulative folders 
Most schools have elected to retain the copies of SPED files located in cumulative folders. At the end of the 
school year, schools will look to transfer the paper copies for 8th grade SPED students to those students’ 
future high schools. Rather than send those copies to the students’ high schools, they should be sent instead 
to Records Management, where they will be reviewed. If any original documents are found, they will be 
digitized and kept with the student’s other SPED records in DocuWare. 

New User Access to DocuWare 
If you need to provide DocuWare access to any new staff members, please submit an incident to the IT 
Service desk via support.pps.net or by calling 503-916-3375. Specify what level of access (admin or view) is 
required for the new staff member in the ticket. 

Enrollment Documents 
Next Year Enrollments 
Please know that if you scan in any pre enrollment documents, they will not be available to you in DocuWare 
until the school year roll over in Synergy. You can either scan them in earlier or hold on to the physical 
records until you are able to view and verify that they are in DocuWare. You may also wait until the beginning 
of the new school year to scan the documents so that you can verify immediately. 

Marked up Verification Forms  
It is not necessary to scan into DocuWare the marked up student verification forms received from parents 
during school start-up. These documents are not considered part of the retained student record. Rather, they 
are used to update Synergy, which is the system of record for current student data relating to residence, 
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family, emergency contacts, and demographic information.  Verification forms should be filed in your 
school’s office and kept until the following year when they are replaced. 

Cover Sheet Document Types 
If you are planning to send the documents to records management for scanning, please check the cover 
sheets to determine if a category currently exists for your document. If one does not exist, you have the 
following options: 

a. Determine if it is necessary to retain the document. 

b. If this is a document that you would like to retain, you may contact records management and discuss 
how you would like the record to be categorized. 

 

Synergy as System of Record 
Please refer to Synergy for the most current information about a student. For archived or older material, you 
may access DocuWare. 
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