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In TIENET, Confidential Documents related to student program planning are 

uploaded and attached as Confidential Information.  This includes psychological, 

psycho-educational, psycho-social, formal speech-language assessment reports, 

confidential case conference reports, etc. Suspension information for NS students is 

managed in PowerSchool and is not attached in TIENET. 

Scan third party documents/files/reports first in order to have an electronic copy 

on the desktop. Only documents supporting Program Planning are to be uploaded. 

 In TIENET, Confidential Documents are attached once and will always be 

accessible year after year within the student’s Document Library. They can be uploaded 

by Resource Teachers, School Administrators and Itinerant Core. Confidential documents 

can be viewed by anyone who has access to the student’s TIENET information and 

documents. 

 

 Go to a student’s Document Library 

  

 

 From the drop-down menu 

choose Confidential Document 

under the Confidential 

Information section and click 

Go.  
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 Note that the For Year field defaults to the current year, change this if required. In 

the User Comment field, type in the name of the document being attached, then 

Select to find the document, then Upload File once it is selected. 

 

 

 

 
 
 
 
 
 

 
 

 Once the file is uploaded, set the 

document to Final so that it is 

secure and cannot be changed.  
Click on the More Actions link at the 

top of the page. 
 

 
 
 

 

 

 Click on the Change Status 

from/to dropdown and select 

Final. 

 

 

 

 

 

 

 

 

 

 

 

OPTIONAL: Beside Send a Notification Message To, click Staff User ID, then 

search for and choose the staff member you want to send notification to 

and click Accept. 
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 In the student’s Document Library the Confidential Document(s) uploaded is/are now 

part of the student’s Document Library.  Documents can be viewed by clicking on the 

attached document and downloading the file. 

 

 

  

 

 


