
SCRIC | Mobile App- Document Feature 1 
 

 
Mobile App- Documents 

Summary:  Add external links, links back to the District’s website, or create folders to store similar links  

Prerequisites:  Admin user 

Steps 
1. Login to the CMS, then click on the eSV2Go App option 

 

2. In the upper right, select the section you are going to work on 

 

 
 

3. On the Home screen, click on Features  

 
 

4. Documents 

 
 

Folders and Documents 

Folders are useful for sorting the Documents into groups so it’s easier for specific users to find.  Ex. Staff Documents, 
Athletic Documents, District Documents… etc. 
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5. To create a new Folder, click this icon. Name the folder.  Click OK  

 
6. Double click on the folder to create new links inside it. Click the + New button 

 
 

7. If you have a Documents that needs to be moved to a folder, click on the “move” icon and choose the 

appropriate folder    

 

 

8. Documents can be edited or deleted by using the icons to the right 

9. It is possible to sort the Documents in a specific order by using the up/down arrows  

10. When adding a new document, or editing an existing documents,  a window will open where you can: 

a. Click the File upload and navigate to the document or drag and drop it to the File Upload button 

b. Add an image for the Document (not required) 

c. Name the document 

d. Add a description  

e. Pin to position (not required) 

f. Unpublish the document 

 

 

11. When finished, click Save and Edit  

12. You can share it with other schools if you wish (to the right) 

13. Click Apply then OK 

 

 

You can import multiple documents at once.  Choose the “Import” button at the top.  Drag your files in to upload 

 

Opening a PDF document in the app will launch your devices default PDF viewer.  The document will be able to be saved 

as well 
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