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Uploading documents in Formstack
Most scholarships managed by the Department of Education require you to upload documents through a system called Formstack. To understand the process, open the form from the website and scroll through to understand what is required. Use it to organise your information before you complete the online form.

To complete the online application, ask your child’s school for two of your child’s reports as a single multi‑page PDF. Make these requests early to avoid delays. Post offices, libraries, and commercial outlets can also scan documents and create PDFs. If you cannot obtain a multi‑page PDF, you can use the alternative method outlined below. This method may produce lower-quality results, so always use scanned documents when possible.

Note: The application form allows only one document per upload window. If you upload more than one document in a single window (for example, multiple pages of a school report), the application may time out or delete the previously uploaded page.


Create and upload a multi-page document - alternative method

Use this process if you can’t get a multi-page PDF of your child’s reports for your application:

1. Take clear photos of each report page using your phone and select the largest file size.
2. Email the photos to yourself.
3. Open a Word document on your computer and set it to landscape orientation.
4. Open each photo, copy it, and paste it into the Word document.
5. Resize images by dragging a corner diagonally.
6. Save the document to your computer.
Note: You can save it as a PDF by selecting ‘Save as type’ and choosing ‘PDF’. Formstack will accept PDF or Word documents. 
7. Upload the document in the online application by selecting ‘Browse’, locating the file, and choosing ‘Open’.
Note: Documents should upload within a few seconds. If an upload takes longer, return to Step 7 and try again.
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