
 
 

Student Roster Upload and PIN Process 

 
 
 

Student Roster and Registration Codes 

Tired of the frantic phone calls from unregistered students?  They did not register and now can’t 

remember how?  They want you to do it for them? 

We are pleased to inform you that we now have the ability to upload your entire student roster to 

your Parchment secured library.  This process will automatically generate a registration code that 

will ease the process for  students, populating key information fields with uploaded information.  

Student registration can occur with or without the registration code allowing Parchment availability to both current and new students.    

No longer are your students required to sign and fax forms.  They now have the ability to use their finger or mouse to sign the electronic 

form…once.  Students can register and request transctipts immediately eliminating confirmation emails and fax-back forms.  

 
 

Student Roster Upload Procedures 

 
 

 Create a Comma Delineated (CSV) or Tab Delineated file from your SIS containing the following information: 
 

o Student Name (First & Last) 
o Student date of birth  
o Student ID (must be unique across all class years) 
o Graduation/Leave Year 
o Street Address 
o City  
o State 
o Postal Code 

 

 Log into your Docufide account 

 Click on Preferences 

 Click on ‘Import Student Records’ 

 Click ‘Browse’ locate your saved CSV or Tab Delineated File 

 Click ‘Upload’> Click ‘Validate’ 

 Click ‘Yes or No’ for headers included 

 Click ‘Continue’ 

 

 

 

 

http://www.bing.com/images/search?q=confused+student&view=detail&id=7400AA1CC5AF831A8E16EC8A23D156EAAF42B6AB&first=0&FORM=IDFRIR
http://www.bing.com/images/search?q=confused+student&view=detail&id=7400AA1CC5AF831A8E16EC8A23D156EAAF42B6AB&first=0&FORM=IDFRIR


 

 Map your fields by selecting the appropriate fields from each drop down box >click ‘Continue’ 

 

 

 

 

 

 

 

 
 
 

 

 Validation will indicate errors in the data and the row in which the error occurs 

 If no errors exist, import file 

 For records that were invalid, correct information and upload file again.   
 

 

 

 

 

 

 

 
 

  



 
 

PIN Requests- Provides school with list of PINs and associated students 

 

 Click Preferences 
o Manage Sender 

 PIN settings 
o Current classes only 
o Request PDF  

o Generate file 
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