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Uploading and Managing Documents 
in the Program Portal 
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To upload documents in the Program Portal, use the menu on the left-hand side 
of the screen. Go to the Document Management section of the menu. 
Information entered in this section will be used across applications across the 
program-quality continuum, and to complete your Staff Roster report in the 
Reports section of the Program Portal. 
 
The Document Management interface has been arranged by application (DCYF 
Renewal, BrightStars, and RIDE CECE) and by document category (Program, 
Space, Staff, etc.) Many document types appear in more than one application 
and category. Once uploaded, a document will be available to all associated 
applications. For example, a program calendar uploaded as part of a DCYF 
renewal application will also be available as part of an application for CECE 
approval.  
 
Even though the documents have been arranged by application and by 
document category, the dropdown lists within each are comprehensive and 
contain documents that are not required for every application. You will need to 
refer to DCYF, BrightStars or CECE application instructions to ensure you 

are uploading the correct documents.  

Uploading Documents 
To upload documents, click on the appropriate tab within Document Management (you can also 
upload them from the All Documents tab but we recommend that you use the appropriate application 
tab to make sure you have upload documents for all the required application sections.) Then click on 
the section for which you want to upload documents. 
 
 

 
 

If you need to upload a 
document for a specific  

person, such as BCI, 
remember that they MUST 
have a workforce registry 
account and be associated 
with your program in the 

program profile first.  
Otherwise, they won’t 

show up in the staff list. 
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For each section you will see a list of the documents that have already been uploaded.  The list includes 
the type of document, the document name, the issue date, and the expiration date (if applicable). 
 

 
To upload another document, select the document type using the 
drop-down list. The dropdown lists are comprehensive and 
contain documents that are not required for every application. You 
will need to refer to the application instructions to ensure you 
are uploading the correct documents. 
 
Then select the file you want to upload by clicking on Choose File, 
navigating to where that file is saved on your computer, and double 
click on it to select it.  Remember, when saving documents to your 
computer, be sure to use a name that clearly identifies it. As an 
example, under the DCYF Renewal application within the Program 
Inspections document category, there is a document type called 
“Asbestos Inspection.” A good name for this might be “Name of 
Learning Center 2015 asbestos.pdf.”  
 

If you need to upload a 
document for a specific  

classroom or space, such 
as a playground, 

remember that the 
classroom/space MUST be 

listed in the program 
profile first.  Once you 
create the space in the 

Program Profile you will 
see if listed in the drop 

down menu of the 
Document Management 

section. 
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When you have selected the document you want, click on the Upload Document button.  Once it is 
uploaded, you will see it added to the list.  If you want to delete a document, simply click on the Delete 
button next to the document listing. 

 
 
 


