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Community College

How to Upload Documents for Students

Instruction to log in and upload documents to students records to the Xendirect Registration system:

1. Go to the website: https://laguardia.xendirect.com/login; your loading page will look like

this:

Enter your user id and password and click on Sign In.
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ecommended on shared computers

e |[f credentials have not been provided please contact your program director.
2. Once you log in, the main page will look like this:
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3. To access to students records, click on Clients from the left upper corner. Once you click on
Client, your page will look like this:
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Client ID A Name Type Company/Employer Assignments Age Birth Date
ACE100056 abae, I 10 40 1/1/1980
kareem
ACE100053 Abaet, I 6
Lashaun
Abdel-
ACE100058 Sattar, | 3
Jose
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4. To find a student, type first or last name of the student in search bar as shown below:
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Client 1D ™ Name Type Gompany/Employer Assignments Age Mailing Preference
CE115007 Al Jasmine I 2 a2 9/25/1990 5049 44th Street 11377
CE115951 Arroyo, Jasmine 1 2 38 9/5/1984 410 East 13th Street 2B 10009
CE114215 Brown, Jasmine 1 2 35 5/29/1988 420 beach 69th st 2 11692
CE117590 Brown, Jasmine 1 1 31 6/16/1992 3475 Bivona Street Apt 14A 10475
CE126234 Brown, Jasmine I 21 12/3/2001 14007 115th Ave 11436
CE133800 Burmett, Jasmine | 1 E 8/8/1989 608 south 5th ave 10550
CE121093 C, Jasmine I 2 35 5/17/1988 254 marion st 11233
CE107804 Carrero, Jasmine | 1 33 3/7/1990 2537 Church Avenue 3R 11226
CET16114 Chambers, Jasmine I 34 10113/1988 140 Park Hill Ave 6F 10304
CE131142 Delrio, Jasmine 1 1 44 2/20/1979 520 Wales Ave 3B 10455
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Then simply hit Enter or click on magnifying glass icon to see the search results. For our case, we
are searching for a student named “Jasmin”



5. Once you find the student click on the name and the icon on the first icon on the left will

display the View details option.
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CE115007 Ali, Jasrmine z 32 9/25/1990 5049 44th Street 11377
CE115051 Arroyo, Jasmine 2 a8 9/5/1984 410 Eact 13th Straet 28 10009
CE114215 Brown, Jasmine 2 35 5/20/1988 420 beach 69th st2 11692
CE117590 Brown, Jasmine 1 a1 6/16/1992 3475 Bivona Street Apt 14A 10475
CE126234 Brawn, Jasmine 21 127372001 14007 115th Ave 11436
CE133800 Burnett, Jasmine 1 23 2/8/1980 608 south 9th ave 10550
ce121003 ©, Jasmine 2 a5 5/17/1988 254 marion st 11233
CE107804 Carrero, Jasmine 1 33 37711990 2537 Church Avenue 3R 11226
CE16114 Chambers, Jasmine 34 10131988 140 Park Hill Ave 6F 10304
cE131142 Delrio, Jasmine 1 a4 22011979 520 Wales Ave 38 10455
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6. Below the Students name toward the center select the More option and when the list

displays select Documents.
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a. You can also select the name click on three dots and once the menu displays scroll
down to Documents.
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7. The Documents section will display all existing uploaded documents for the student you can
also upload files by select Upload A New Document.
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8. Select Choose A File.

New Client Document

Document FtIeI € CHOOSEAFILE I

Title *
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Display

+ CREATE

9. Select the file from your folders and select Open.
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Name Date modified Type Size

[J:-] Xendirect - Forgot Password Instruction ...  10/22/2020 12:33 PM Adobe Acrobat D... 684 KB
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0 Cancel




10. Enter a title and description.

New Client Document
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+ CREATE CANCEL

11. Under the Type option you can choose the closest field the file is related to.
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12. The options to Allow WebReg Display and Allow QuickTools Display will be available on the

student and instructor modules respectively.

Allow WebReg

Display

Allow
QuickToals [

Display



13. Once completed you will receive a confirmation and you will see the file listed on the
Documents section.
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14. Once the file is listed you will have the option view, edit or delete the file.
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Deleting files are based on user’s permission and should not be deleted unless
approved by a program manager and director.

For further info, please visit the Xendirect Knowledge Base page:

https://xenegrade.kayako.com/article/197-documents




