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Overview 
 

When Michigan representatives agreed to accept the State Fiscal Stabilization Fund dollars under the American 

Recovery and Reinvestment Act, they also agreed to four education assurances. One of these assurances is that 

the state of Michigan will connect preschool through postsecondary education data into the labor force to 

evaluate public education's effectiveness at preparing students for postsecondary education and the workforce. 

Connecting preschool through postsecondary education data requires that the student Unique Identification 

Codes (UICs), assigned and maintained by the Center for Educational Performance and Information (CEPI), be 

shared among institutions and used at all education levels.  

 

In order to fulfill these requirements, Michigan must collect and store each student's academic record in a data 

repository for analysis. The repository is called the Student Transcript and Academic Record Repository 

(STARR). The collection of these data for Institutions of Higher Education (IHEs) is known as the 

Postsecondary Student Academic Record Data Collection.  

 

Public IHEs are required to upload a data file containing the student's academic record, in the Postsecondary 

Electronic Standards Council (PESC) XML format, to the STARR application. The data elements and student 

population for upload, as well as the XML schema, sample schema, XML Validation Guide, frequently asked 

questions, timeline, and a CSV to XML conversion tool, appear on the CEPI IHE Web page at 

http://www.michigan.gov/cepi/0,1607,7-113-57943---,00.html. Independent IHEs are encouraged to participate 

to make the data connection more accurate. 

 

Unique Identification Code (UIC) 

Prior to uploading records to the STARR application, you first need to acquire UICs for all of your enrolled 

students. Parchment electronic transcripts are currently being sent from high schools to IHEs. Each of these 

transcripts (for public school students) contains the current UIC for the student. The IHE Request for UIC 

Collection in the Michigan Student Data System (MSDS) is the means for you to acquire UICs for currently 

enrolled students who do not have a UIC. The procedures for this collection can be found on the CEPI IHE Web 

page. 

      

Follow the procedures in the respective documents for acquiring UICs for your enrolled students. The UICs will 

be provided to you in a report. The UICs are to be stored in your student information system for inclusion in 

students' academic records. For questions pertaining to the IHE Request for UIC Collection, contact CEPI 

customer support at CEPI@michigan.gov or 517-335-0505, option 3. 

 

Notifications 

CEPI will send a notification to each IHE's authorized user prior to the beginning and end of the upload period, 

reminding you to complete the upload. Further notifications or escalations regarding the failure to complete an 

upload may also be sent.  

 

STARR Secure Access 

Prior to uploading the data file to the STARR application, you must obtain secure access to the application. You 

must complete the security form and fax it to CEPI. The security form is available at 

http://www.michigan.gov/documents/cepi/STARR_Security_Agreement_347495_7.pdf. It is recommended that 

the primary user be the person uploading the files, such as the Registrar, an Institutional Researcher or an 

individual involved in the technology group. The authorized user of the STARR application will be provided a 

secure login and password by Parchment. Once secure access is granted to the STARR application, the primary 

user will have the ability to add and delete users in the system. It is highly recommended that the primary user 

add at least one backup user for the STARR application. 

 

http://www.michigan.gov/cepi/0,1607,7-113-57943---,00.html
mailto:CEPI@michigan.gov
http://www.michigan.gov/documents/cepi/STARR_Security_Agreement_347495_7.pdf


IHE User's Guide – STARR Application 

Last Updated: April 15, 2013         Page 4 of 20 

 

 

 

Logging Into the STARR Application 

 
1. Go to the IHE Web page at http://www.michigan.gov/cepi/0,4546,7-113-57943---,00.html. 

 

2. Click on the Go to STARR Application link. 

 

  

 

You can also access the STARR application directly at http://www.docufide.com. CEPI encourages you to 

access the STARR application from the CEPI IHE Web page, as this page contains the most recent STARR 

information. 
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3. Click on the Sign In button at the upper right hand corner or use the right panel to sign in. 

 

 
 

 

4. Log into your secure account with your valid email address and password. 

 

5. Click on the Sign In button. 
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Adding and Deleting Users in the STARR Application 
 

Add Users 

 

The primary user of the STARR application is strongly encouraged to add at least one backup user. Note that a 

security agreement for the back-up user is not needed. To add a backup user: 

 

1. From the Dashboard, click on the Manage Administrators link. 
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2. Click on the Add Administrator button.    

 

 
 

3. Enter the contact information for the new administrator. 

 

4. Select one or more roles for the new administrator. For more information about each role, click 

on the view the Permission Matrix link. 

 

5. Click on the Save button. 
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Delete Users 

  

1. To remove a user, select the box next to the user you wish to remove from the application. 

 

2. Click on the Delete Administrator button. 
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Uploading a File to the STARR Application 
 

File Upload 

 

Your file for upload should first be saved to your desktop or other location on the computer or network so that it 

can be easily located. The file should not exceed 2GB to help ensure faster uploading and processing. A file 

larger than 2GB should be separated into smaller files. Parchment does not support multiple XML files in a 

single zip file, so please limit your zipped file to only one XML file. 

As a logged in user to the STARR application, to upload files: 

 

1. Click on the Repository Services button. 

 

2. From the Upload Student Data File tab, click on the Browse button to search for your file on 

your desktop or other location. Double-clicking on the file will populate the file name within the 

text box. 

 

3. Click on the Upload button to populate the file name within the Uploaded Files box. This allows 

the user to upload multiple files at once. Note: The Upload button does not submit the file to 

Parchment.  

 

4. Click on the Submit button to submit the file to Parchment to begin processing.  
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5. You will see a message indicating that the file has been securely received.  

 

File Status 

 

1. To view the status of the uploaded file, click on the View Upload History tab. The processing  

status of the file will be displayed via the View Student Data File Upload History report. This 

report is updated throughout the processing stage.  
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The View Student Data File Upload History report has six columns:  

 

Table 1 

Column Name Description 

Upload Date The date the file was uploaded 

File Name The name of the uploaded file 

Status  The current status of the uploaded file 

o Processing – The file is undergoing file-level validation against the schema 

or undergoing field-level matching against records in the STARR to 

determine if the records are new/updated. 

o Complete – File-level validation and field-level matching are finished.  

o Failed – The file could not process because the file is not consistent with 

the XML schema. 

Total # Records in File The total number of student records in the uploaded file 

# Uploaded to Repository The total number of student records that have been written to the STARR from 

that file 

Admin The email address of the user uploading the file 

 

Upon submission of the file, the STARR application performs file-level validation. File-level validation ensures 

that the file conforms to the schema. Although this does happen when the file is uploaded, ideally it should first 

occur offline. System performance is directly related to the number of uploaded files that do not pass file-level 

validation. If the file does not pass file-level validation, a "Failed" error message will appear. If this error 

message appears, fix the file-level errors offline and then upload the corrected file. Users may have success 

using an XML validation tool. The IHE Web page includes a step-by-step XML Validation Guide.  

 

When you need to update or replace one or more student academic records, you can do so by uploading those 

revised student academic record(s), which will replace the previous record(s) stored in the STARR for the 

corresponding student(s). You can also resubmit the entire file. Individual student records and complete files 

can be updated at any time during the upload period.  
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Downloading a File from the STARR Application 
 

File Download 

 

The STARR application enables the user to download the STARR data file. This is the exact file as it was 

uploaded; it has not been altered in any way. To download the data file: 

 

1. Click on the View Upload History tab. 

 

2. Click on the hyperlinked name of the data file. Depending on the browser used, a pop-up window 

verifying the download will appear or the file will proceed with the download.  
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Remedial Report 

 

The STARR application enables the user to run a report indicating the course names flagged as "Remedial." To 

view and download the file: 

 

1. Click on the Remedial Course Report tab. 

 

2. Select your desired parameters, such as Years Attended, Date Uploaded, Course Type and Report  

 Format. 

  

a. Summary View report shows students records uploaded for the first time only during the date 

range specified. Therefore, if you want a complete count of students and courses for the 

collection, you would include the first date your institution uploaded a file to the latest date you 

uploaded a file during the collection window.  

 

b. Detailed View report shows courses uploaded during the date range specified, without regard 

to whether the corresponding student record was newly created or existing. 

 

3. Name your report within the Report Name text box. 

 

4. Click on the Search button. 

 

5. Your search will produce a report. Click on the file name to view the report.  
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Your remedial course report will look similar to this: 

 

 
 

 

To delete a report: 

 

1. Click on the Delete Report Results check box within the Actions column. 

 

2. Click on the Submit button.  
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3. A pop-up box will appear to confirm the deletion of the report. Click on Yes. 

 

 

 
 

 

Sign Out 

 

To securely exit the STARR application: 

 

1. Click on the Sign Out button in the upper right corner. 
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Contacting Parchment 
 

When logged into the STARR Application: 

1. Click on the Support button at the top. 
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This will pass you through to the Parchment Member Support Portal. 

 

 

 

 
 

 

From the landing page you have the following options: 

a. Knowledge Base 

i. Browse Parchment’s product knowledge base via the left-side navigation, the main search 

bar, or the Knowledge Base icon. 

b. Guides & Tutorials 

i. Click the Guides & Tutorials icon to download readily available PDF versions of product 

guides (where applicable). 

c. Submit A Ticket 

i. If you have a request that requires assistance by Parchment’s Member Support team, 

please submit a ticket by clicking the icon and filling out the corresponding fields. 

ii. Upon submitting a ticket to Parchment’s team, you will receive a confirmation message 

on the screen with your ticket number.  You will also receive email notifications 
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regarding your ticket as the Parchment team continues to troubleshoot it and all the way 

to resolution. 

iii. If at any time you require additional assistance regarding your ticket, you can always 

reply directly to the email associated with the ticket. 

 

d. Contact Us 

i. If you have a request that requires immediate attention, please call Parchment on the 

dedicated Administrator Support number. 

 

To Submit a Ticket: 

1. Click the Submit a Ticket link. 

2. Select "Administrator" in the What is Your Current Status dropdown box. 

3. In the Summary of Request text box, type in a description of the issue for which you need 

support. 

4. Select "Docufide Sender" in the What Product Are You Inquiring About dropdown box. 

Next, select "Sending Support Documents" for Administrator Request Type and "Unable to 

Send Documents" for Administrator Request Type Detail, then select "No" for Is This 

Preventing You from Approving and Sending Transcripts. 

5. Click on the Submit button. 

6.  
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You will be sent a confirmation email indicating that Parchment received your question and will respond 

shortly. The confirmation email looks like this:  

Thank you for submitting your support request to our team. We have received your request and this 

ticket has been generated for tracking purposes. Our support team is available from 9AM-6PM Eastern 

Standard Time and aims to respond within 1 business day. However, we realize your time is important 

and we're often getting to tickets in just a few hours. 

If you have any questions in the meantime, please feel free to reply directly to this email and your ticket 

will be updated with your comments and will notify our team. 

-Parchment Member Support 

 


