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If you have already submitted your application and need to 
submit additional documents*, please follow the steps below. 

Option 1: Upload documents to your application portal. 

Step 1: After you have submitted your admission application, you can submit 
supplemental documents by logging into your application portal at: apply.lcsc.edu 

Step 2: Once you are logged into your application portal, you will want to click on 
your most recently submitted application. 
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Step 3: When you are in your most recent application, you will notice an 
Admissions Checklist with required documents that you will need to submit for 

your application to be processed. To upload required documents, you will select the 

documents tab on the left-hand side of the screen. 

Step 4: You will want to click on the Upload File button for the appropriate 

document that you are uploading to your account. 
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Step 5: Once you have selected your document that you wish to upload, you may 
return to your Dashboard. If you scroll down to your documents, you can see what 
documents you have uploaded. 

Note: Your checklist will not be updated until the Admissions Office has reviewed 
and processed your documents. This typically takes two to five business days. 

Step 6A: If you need to upload additional documents, please repeat Steps 3 and 4. 

Step 6B: If you have uploaded all required documents, you may log out of your 

application portal. 
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If you are unable to submit documents* through your application 

portal, you may submit documents via LeapFile. LeapFile is a safe 

way to send sensitive documents like transcripts, test scores, Social 

Security Cards, and more. 

Option 2: Submit documents via LeapFile. 

Step 1: After you have submitted your admission application, you can submit 
supplemental documents by sending them via LeapFile at: 
lcsc.leapfile.net/drop/upload/sender. You will fill need to type in your full legal 
name and provide a valid email address. You can use the same email you used to 
apply. 
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Step 2: LeapFile will send you a confirmation code to the email address you 
provided. You will need to copy and paste OR type in the verification code that 
LeapFile provided. 

Step 3: Once you have verified your email address, you will select the destination 
you want your files to be sent to. Please send all admission materials, including 
unofficial transcripts, personal statements, Social Security Cards, and other 
required documents, directly to the Admissions Office. 
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Step 4A: After selecting the correct destination for your files, you will want to type 

a Subject and short message of the documents included. 
Subject Example: Final High School Transcript 
Message/Instructions Example: Please find attached the Final High School Transcript for Lewis T. Clark. 

Step 4B: Once you have your Subject and Message/Instructions typed, you will 
want to click the upload button at the bottom of the screen. 

Step 5: After clicking Upload, you will then select all documents that you wish 
you to send via LeapFile. When all documents are selected, you may click Send. 
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Step 6A: Once you have selected all documents and clicked Send, your documents 
will be sent to the office that you designated as the recipient. 
Step 6B: If you need to send additional documents, you may click Send More 

Files. If you have submitted all required documents, you may close LeapFile. 

If you have questions regarding required documents, please contact our 

Admissions Office at admissions@lcsc.edu or 208-792-2378. 
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