
Digital Compliance - Adding and Deleting an Artifact 

Instruction Manual 

 

Accessing Digital Compliance 

1. Use Firefox or Chrome browsers. 

2. On duvalschools.org, choose Departments. 

3. Choose Federal Programs. 

4. On the left, choose Digital Compliance. 

5. For user name, call your Title I Specialist. 

6. For password reset, call your Title I Specialist. 

Adding an Artifact 

1. At the top, for Period, choose the month for your upload or choose 

Yearly. 

2. Choose the compliance item with the red circle and white dash where 

the upload is needed (line item is shown in black). 

3. Read the Requirement Explanation at the bottom left for what should 

be included in the upload. 

4. Choose Add Doc in the top-right frame under the Documents tab. 

5. In the pop-up window, enter a short description of the file being 

uploaded. 

6. Enter a full description of what items are in the file to be uploaded. 

7. Choose Step 1. Choose Files. 

8. In the pop-up window, look for one good sample in PDF format of each 

item described in the Requirement Explanation to be uploaded (they 

can be in one file or in multiple files) – Word and Excel can be saved 

as a PDF within their applications. 

9. Choose the file(s) – multiple files can be chosen by holding down the 

Ctrl button and left-clicking the left mouse button. 

10. Choose Open. 

11. Choose Step 2. Start Upload. 

12. Once there has been an upload, the line item will be shown in orange 

and a first page of the document can be seen in the bottom-right 

frame with the word PENDING showing in yellow diagonally across it. 

  



Deleting an Artifact 

1. Artifacts can be deleted while in PENDING or REJECTED status. 

PENDING status is when the line item in the top-left frame is shown in 

orange, and the word PENDING is shown in yellow text diagonally 

across the preview in the bottom-right frame. REJECTED status is 

when the line item in the top-left frame is shown in red, and the word 

REJECTED is shown in red text diagonally across the preview in the 

bottom-right frame. 

2. Choose the file name in the top-right frame under the Documents tab. 

3. Choose Delete Doc in the top-right frame under the Documents tab. 

4. In the pop-up window, choose Yes. 

5. If there are no more documents for that compliance line item, the line 

item text in the top-left frame will become black.  

Additional Help 

1. Additional help can be gained by choosing Help at the top of the frame 

to the far right. 

Logout 

1. To logout and return to login screen, press F5. 


