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Creating the ZIP file

1. Pictures need to be putin a folder called “staff” and “students” (lowercase, students
with “s” on the end). Student pictures go in the “students” folder and the staff
pictures go in the “staff” folder. For example:

staff students
IMPORTANT NOTE: You need to create both folders. If you don’t have student photos
then leave students folder empty and vice versa. Also, reach out to support if the

pictures are not .jpg file extension.

2. Create a folder with the name you want. Then put the “staff” and “students” folders
into it.

staff students test]23

test123

-
-

3. Rightclick and Send to Compressed (zipped) folder. Then rename the ZIP file as you
want. Note that the folder name should contain no spaces.
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Upload the ZIP file

1. Access this webpage: https://mft-ipass.iharriscomputer.com

NOTE: You will need to login with your Self-Service Photo Upload credentials. If you
do not have these already, please submit a ticket to Support requesting then. Harris
will require that you provide a group email address for system notifications.

2. Login to the page.

V), HARRIS

\\.J School Solutions
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3. Select Web Client

:.-\]} Cliil Ol i

Please select how you would like (o access your account

‘fou can Twich between spplicationsinterinces al any time:

(] Web Client

Lipioad and dorsenioad files nto folders using your 'web browser

FTP Vioyager JV

Acheancad walh IrafE e Clerl Thad 45 yvie) trandfér S 10 and Trom e

merver via o iradional FTP inferface

4. Select Upload

£ Hame @ 1*|
(51 Parest Deeciory | (@] Mew Dwectary | S5 Open ® Dot | K Dot | oee Actions v (I - |
hame : e Teng

5. Then, choose the ZIP file and Upload.

© Upload

Choose File | Mo file chosen
| Close ‘

1 To uplosd larger files or intiste multiple concurrent transfers, enable Web
J '3, Client Pro or launch FTP Yoyager JY

6. Refresh the application screen and you will see the folders are gone, which indicates
that files have been uploaded. It usually takes about 10-15 minutes for the pictures
will be uploaded. Actual time depends on the number of photos and network
connectivity.

NOTE: During the upload process the photos will be updated to the lowercase .jpg

file extension.

7. An email notification will be sent to the generic group email address when the photo
upload is complete. The district is then responsible for running “Assign IDs to Picture
Fields” to update the photos displayed in the iPass records.
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After photos are uploaded to your site you will need to run Assign ID's to Picture
Field.

Go to Biographical > Maintenance - Biographical > Assign ID's to Picture Field.

e Grade Levels: Select the Grade Levels of the students you wish to assign photos
for.

e Override if Exists: Select YES or NO. Yes will overwrite last year's student photos.
Choose Yes to assign new images each year.

o File Prefix: Select the file prefix for the file you are importing. (Student ID, LASID
or SASID for Students or Staff ID)

o File Extension: Hosted sites that used the Self-Service Photo Upload application
must select lowercase .jpg file extension even if the photos they uploaded were

uppercase .JPG file extension. The application automatically changes them to
lowercase .jpg.

e Submit: Click the Submit button to submit additions or changes to the table.
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