
How To 

UPLOAD Policies



What you need:

• Computer 
• Legal Framework—School Administrator account
• First Occurrence spreadsheet 

•Found in the Resource Library/Training Material/Informational Items
• Status Report for Policies

•Found in the Resource Library/Training Material/How To
•More help in the PowerPoint entitled: 7. Generate REPORT & add NOTE

• Electronic copy of policies

Policies must be board approved prior to uploading.



Open your Legal Framework                
School Administrator

account

Start at 
fw.escapps.net



Click the 
ADMINISTRATOR 

link to log into 
your account.



Enter your  
EMAIL and 
PASSWORD 
then click 

LOGIN.



Check to make 
sure you are 

working under 
the correct 
COUNTY-
DISTRICT 

NUMBER and 
AGENCY TYPE, 

then click 
CONTINUE



If you have not already done so, take the time now 
to locate the Status Report for Policies. 

Instructions are found in: 

Resource Library/Training Material/How To 

7. Generate REPORT & add NOTE



Your LEA’s Status 
Report will list the 

frameworks and the 
exact policies to be 

uploaded. 

Print this report and 
use it as a checklist to 

complete this task. 



Policies CANNOT be uploaded as one large file.  They 
must be separated and uploaded to a specific 

corresponding framework.

When uploading policies, the system will automatically 
prepopulate a policy to all other applicable frameworks.  

Policies only need to be uploaded once.

As you work your way down the list you will notice that 
the policy will reflect Completed in other applicable 

frameworks.

Use the Status Report for Policies as a guide.  



Click on the POLICIES tab.



Working from the Status Report, find the first framework listed 
and click on the binoculars to begin uploading policies.



Here is a list of the policies that need to be uploaded (check 
the Status Report), click on ADD POLICY REFERENCE.



Note the name of the policy (it is also listed on the Status 
Report), click CHOOSE FILE to locate the policy.



Click on the specific policy to select it. Click OPEN to load it.



Check to ensure the    
Policy Reference Name 

and 
Document match, then 

click SUBMIT.



The system now indicates this policy is completed.



Repeat these steps until all policies are completed. 



When all policies are completed, click BACK TO FRAMEWORKS to continue.



Select the next framework to continue (check the Status Report) and 
repeat the uploading process.



Once you have worked your way 
through the entire Status Report  and 
uploaded policies for each framework 

listed, it is time to 
check your work. 



Click on FRAMEWORK DISPLAY PORTAL to check your work.



Enter your 
COUNTY-
DISTRICT 

NUMBER and 
click ENTER



Use the First Occurrence
spreadsheet to guide you 

through the frameworks to 
check each policy.

This document is in the 
Resource Library/
Training Material/

Informational Items.



Click on each policy listed on the First Occurrence spreadsheet to 
verify that it opens correctly.



Once you have checked each policy 
listed on the 

First Occurrence--Policy Designation 
spreadsheet and verified that each 
one will open and is correct, then 
you have completed the process.



For more assistance contact 
your Regional Legal 
Framework contact.



To find your regional Legal Framework contact, go to the Legal 
Framework homepage and hover over your region.  A box will pop 
up with contact information.



Also, we are here to help if you need us.
Lee Lentz-Edwards
llentz@esc18.net

432-561-4356
or 

Ruth Shaner
ruth.shaner@esc18.net

432-567-3229

mailto:llentz@esc18.net
mailto:ruth.shaner@esc18.net


Thank you for all you do for 
the children with disabilities

in Texas.

Go forth and do great things!
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