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DSSR How-To-Guide- Inserting An Image 

Use the following steps to upload any image into your finalized DSSR. 

What types of images would need to be uploaded?   

 Signature page (Begin at Step One) 

 Data Charts or Graphs (Begin at Step Three) 

 Supporting Documentation for the Gifted and Talented Tables (Begin at Step Three) 

Directions Continued on the Next Page 
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Step One (Prior to printing your signature page) 

First, be sure that all your cycle, school identification 
information, and contact information are completed 
for the school, filling in all yellow areas. Also, be sure 
that all drop-down menus have the correct years of 
submission completed. 

Once this information is completed, print the 
signature page. 

Step Two (After printing your signature page) 

Second, have the Superintendent, Principal, Board 
Chairperson, and School Read To Succeed Leadership 
Team Lead print, sign, and date the document. Names can 
be typed or handwritten. These dates must be for the 
correct year and legible. 

Step Three   

Third, scan the document onto the computer in a PDF, 
JPEG or GIF file. Using the snipping tool on the device, take 
a screenshot of this completed page. 

Step Four   

Fourth, open the completed renewal plan document and 
go to the page to insert the image. Place the cursor where 
the image needs to be inserted. If the image will take a full 
page, click: 

Insert > Blank Page 

Once the blank page has been inserted, leave the cursor 
at the top of the blank page. Then move to the next step. 

If the picture will not take the entire page, move to Step Five. 
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Step Five 

Fifth, with the cursor at the top of the blank page or at the area needing the image, click: 

Insert> Picture> Picture from Device 

Locate the photo saved using the Snipping Tool and insert that page into the final DSSR plan. Be sure to 
click: 

File > Save   

Reminders: 

 Be sure the naming conventions are correct for the final document. This will help expedite the 
review process and allow for more timely feedback.   

o Format: DSSR_School SIDN_Year (submission year)   

 Please reach out to the assigned Education Associate for any questions. 


