
 

EdZapp, the software provider for the Teach Philadelphia application, has the ability to scan and upload 

a hard (paper) copy of your resume, letters of reference, and transcript for you.  If you are unable to 

convert your file into a PDF document, you should choose this option.  To begin, click on the “details” 

button (1) next to the document which you would like to submit. 
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Click on the selection “I will mail this document to EdZapp myself” (1) and click the “continue” button 

(2). 
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You will see the screen above.  Click on “Generate Bar Code Coversheet” (1). 

  

1 



 

Your computer should give you this pop-up box (1), which will ask you about opening a PDF.  Click “OK” 

(2) to open the document. 
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You should now see a PDF file with the following features: a bar code (1), your name (2), and the name 

of the document that you are submitting (3).  You will also see EdZapp’s mailing address (4).  You must 

PRINT this page.  Once you have printed the page, match it up with the correct document (for example, 

for this page, I would submit my resume with it), and post it (regular mail) to EdZapp.  They will scan the 

document in for you and upload it to your resume.  You should be able to log in and see the document 

in your application after they have received, scanned, and uploaded it. 
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