Getting to the Import Page
1. Navigate to the Child or Employee dashboard off the PIDS home page.

@ This is a testing site, any information entered is subject to change or deletion without natice.
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‘@ Enable Fireworks.

2. Select the “Upload Rosters” button above the dashboard table.

Children Dashboard

Children Upload Rosters | = Add New Child

All Children

This table contains all children, regardless of enrollment status.

Enter text to search...

ID t Name Birth Date Enrollment Date Discharge Date IEP?  DLL? Program

001 Adam Smith 07/17/2018 09/15/2021 No Mo Program 1
1 Child 1 06/12/2015 09/13/2017 No No  Program 7
10 Child 10 06/23/2015 06/05/2017 No No  Program 7
101044 Derek Hendrix 08/05/2011 01/20/2014 Yes Yes  Program 1

Child Import Process

This page allows you to upload a CSV file that contains information for multiple children in your
program. It also allows you to import a single classroom assignment for each child. Please follow these
instructions for importing children:

1. Download the template CSV file in this section.
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2. (Optional) Download the example CSV file in this section. This file is the same format as the
template file, with a few rows of example information entered.

Import Child Rosters

B Template and Instructions

Template CSV File Example CSV File

This is a template CSV file that contains all the fields that are available for This is a filled out version of the template file that exemplifies how to enter
the upload. This is the file you should download, fill out, and upload for information.

import. Required fields are denoted by an asterisk () after the field name.
Download Example
Download Template

3. Itis recommended that you open the template and example CSV files using Microsoft Excel for
ease of data-entry. However, you can use any program capable of handling CSV files.

4. Inthe downloaded template CSV file, add all the child information and optional classroom
assignment information that you would like to import.

5. Make sure the information that you added to the file matches the requirements for the fields
that are listed in the CSV File Information table that is in the CSV File Information section
below.

CSV File Information

© All dotes must be in  valid format if they are entered. Valid formats include, but are not limited to: mm/dd/yyyy, m/dfyyyy, m/dfyy, and yyyy-mm-dd. The r format is ¥y, and an example for May 12th, 2002 is: 05/12/2002

Case-sensitive means that the system cares about uppercase vs lowercase letters, If a field is case-sensitive, it will count 'example” as different from 'Example’ or ‘EXAMPLE', If a field is NOT case-sensitive, it will count ‘example’ as the same as 'Example’ or 'EXAMPLE',

Field Name Field Type Description Acceptable Input

First Name Text This is the child's legal first name. Any text.

Last Name Text This is the child's legal last name. Any text

DoB Date This is the child's date of birth. Any valid date that is nat in the future and not after the Program Enrallment Date.

D Number Text This is the ID number assigned to the child by the program that is uploading this information Any combination of letters and numbers. This field mu ave any duplication within the file. If the

program doesn't assign ID numbers to their children, pl lement an ID number scheme that

uses letters and numbers to create  unique ID number for every child that you import. If you
are creating an ID number scheme, we recommend that the |0 numbers da not contain the child's
initials, DOE, or other personally-identifiable information.

Program Enrollment Date Date This is the date the child enrolled in the program. Any valid date that is nat in the future and not after the Program Discharge Date.
Gender Text This is the child's gender. The text in this field must match ane of the following options (not case-sensitive):
Female,
Gender Nonconforming/Transgender,
Male,
Nen-binary,
Other,

Prefer not to report

Specify Gender Text A description of the child's gender with a maximum length of 100 characters. If 'Other' is entered for the child’s gender, then this is required. Otherwise, it should be left blank.
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Ethnicity Text This is the child's ethnicity. The text in this field must match one of the following options (not case-sensitive): v
Hispanic or Latino of any race,
Not Hispanic or Lating,
Other,
Prefer not to report,

Specify Ethnicity Text A description of the child's ethnicity with a maximum length of 100 characters. If ‘Other' is entered for the child's ethnicity, then this is required. Otherwise, it should be left blank. x

Race Text This is the child's race. The text in this field must match one of the following options (ot case-sensitive): v
Alaskan Native,
American Indian.
Asian,
Black or African-American,
Latino or Hispanic
Native Hawailan,
Other,
Pacific Islander,
Prefer not to report,
Two or more races,
White.

Specify Race Text A description of the child's race with a maximum length of 100 characters. If *Other' is entered for the child's race, then this is required. Otherwise, it should be left blank, x

Dual Language Leamer Text This s the child's dual language leamer status. The text in this field must mateh one of the following options not case-sensitive): Ve
yes,
no,
true,
false.

=

Individualized Education Program Text This s the child's individualized education program status. he text in this field must match one of the following options (not case-sensitive) v
yes.
no,

true,
false.

Parent Or Guardian Permission Text This indicates whether or not the parent or guardian of the child gave permission for the child's information to | The text in this field must match one of the following options (not case-sensitive): v
be added to PIDS. The child cannot be added to PIDS without the parent or guardian's permission yes,

no,

true,

false.

Program Discharge Date Date This is the date the child was discharged from the program Since this field is optional, it may be left blank. If entered, it must be a valid date that is not in the x
future and the Program Discharge Reason field is required,

Program Discharge Reason Text the reason that the child was discharged from the program. Since this field is optional, it may be left blank. If entered, the Discharge Date field is required the text X
in this field must match one of following options (not case-sensitive):
Aged out of program,

Child diagnosis requires specific services that the program cannot provide,
Difficulty sitting quietly,

Excessive disrespectful behavior towards other children,
Excessive disrespectful or defiant behavior towards staff,
Excessive yelling ar screaming,

Mo parent/guardian permission,

Other,

Parent chose to leave the program

Property damage,

Severe physical aggression towards other children,
Severe physical aggression towards self

Severe physical aggression towards staff.

Specify Program Discharge Reason Text More detsils about the Program Discharge Reason If ‘Other' was used as the Pragram Discharge Reason for this child, this is required and can be any text. X
Otherwise this field will be ignored and can be left blank.

Assigned Classroom ID Text the ID number for the classroom that the child is assigned to. Since this field is optional, it may be left blank. If entered, it must be a combination of letters and x
numbers that matches the ID Number (not case-sensitive) of one of the existing classrooms in the
program.

Classroom Assign Date Date This is the date the child was assigned to the classroom. Since this field is optional, it may be left blank. If entered, it must be a valid date that is not in the x
future, not before the Program Enrollment Date, not after the Program Discharge Date, and not sfter
the Classroom Leave Dats.

Classroom Leave Date Date the date the child left the classroom. Since this field is optional, it may be left blank. If entered, it must be a valid date that is not in the x
future, not before the Program Enrollment Date, not after the Program Discharge Date, and the
Classroom Leave Reason field is required.

Classroom Leave Reason Text This is the reason that the child left the classroom. Since this field is optional, it may be left blank. If entered, the Classroom Leave Date field is required x
the textin this field must match one of fallowing aptions (not case-sensitivel:
Mave ts a different classraom,
No longer at the program,
Other,

Specify Classroom Leave Reason Text More details about the Classroom Leave Reason. If ‘Other' was used as the Classroom Leave Reason for this child, this is required and can be any text. x

Otherwise this field will be ignored and can be left blank

6. Save the template CSV file after you have added all the necessary information.
7. Scroll down to the Import CSV File section at the bottom of the page.

8. Inthe Import CSV File section, ensure the program selected in the Program drop-down list is the
one that you wish to add children to.

9. Click the browse button in the Select File to Import field and select the template file that you
filled out and saved.

mport C5V File

Program Select File to Import
Program 1 Browse...

Allewed file extensions: .csv

Maxirnum file sizec 1 ME.
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10. Click the Import and Preview Results button. This will take you to a new page to preview the
import results before the final confirmation to add the children to the system.

11. Children will not be saved to PIDS until you confirm the import on the next page.

Child Preview Results Page

This page allows you to review the information that you uploaded before saving it to PIDS. Please
follow these instructions to save the child and optional classroom assignment information:

1. All the child and classroom assignment information in the CSV file you uploaded will appear in
the Import Result Preview table below.

2. Review all the rosters listed in the table to make sure they are correct.

Import Result Preview
Program: Program 1

A Only the rosters that are valid will be imported into PIDS.

B Export Invalid Rosters to Excel

Specif Specif
Program . _ Dual Individualized ParentOr Program Program ')  Assigned Classroom Classroom Classroom oY
s s ) First  Last D Specify _ . Specify Specify ; ) - " Program ) Classroom
) . Reasons Invalid DOB Enroliment Gender Ethnicity "°"  Race Language Education  Guardian  Discharge Discharge - Classroom Assign  Leave  Leave
Valid Duplicate Name  Name Number Gender Ethnicity Race Discharge Leave
Date Learner  Program Permission  Date Reason D Date Date Reason
Reason Reason
Assigned Classroom I does not
Hispanic
Child . orlatino native s
X Vv 1/12/2020 MN12V  1/12/2022  male v x v a 11272022
1 afany hawiian
race
same 1D Numbe:
A sroom ID does not
y of the existing
E Ds in the system: NOT
. TWO OR aged out No longer
001, 111, AutoGen, C381, CL1, hild HISPANIC
X v uresEn valid 0™ 2/12/2020 MN23V 2/12/2022  FEMALE o MORE x x v 4152022 of c2 2/12/2022 4/15/2022 at the
w. There is already a LATING RACES program program

n with the

same ID Number.

Assigned Classroom ID does not

3. Take note of the Is Valid field. This field indicates whether or not the information is valid and will
be saved. If there is a green checkmark in this field, the information is valid and will be saved. If
there is red X in this field, the information is invalid and will not be saved.

Is Is
R Invalid
Valid Duplicate o

Assigned Classroom ID does not
match any of the existing
classroom IDs in the system:
001, 111, AutoGen1, C381, CL1,
CL2, Test1
Juplicate r

LT

child in the system with the

here is already a

same 1D Number.

Assigned Classroom |ID does not
match any of the existing
classroom IDs in the system:
001, 111, AutoGen1, C381, CL1,
CL2, Test1.

Duplicate row. There is already a
child in the system with the

same ID Number.
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4.

1.

2.

If the Is Valid field has a red X, check the Reasons Invalid field to see an explanation of why the
field is not valid. Note: Even if some of the rosters are invalid and will not be saved, they will not
interfere with saving the valid rosters. Valid rosters will always be saved, regardless of how
many invalid rosters there are.

Click the Save Valid Rosters button once you have verified all the information is correct.

B 5ave Valid Rosters

In the pop-up that appears, read the warning message to make the final confirmation and save
the rosters.

Employee Import Process

This page allows you to upload a CSV file that contains information for multiple employees in your
program. It also allows you to import a single job function and/or classroom assignment. Please follow
these instructions to import employee rosters:

Download the template CSV file in this section.

(Optional) Download the example CSV file in this section. This file is the same format as the
template file, with a few rows of example information entered.

B Template and Instructions

Template CSV File Example CSV File
This is a template CSV file that contains all the fields that are available for This is a filled out version of the template file that exemplifies how to enter
the upload. This is the file you should download, fill out, and upload for information.

import. Requirad fields are denoted by an asterisk (*) after the field name.
Download Example
B Download Template

It is recommended that you open the template and example CSV files using Microsoft Excel for
ease of data-entry. However, you can use any program capable of handling CSV files.

In the downloaded template CSV file, add all the employee information, optional job function
information, and optional classroom assignment information that you would like to import.

Make sure the information that you added to the file matches the requirements for the fields
that are listed in the CSV File Information table that is in the CSV File Information section
below.
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CSV File Information

© Al dates must be in a valid format if they are entered. Valid formats include, but are not limited to:

The format is

. mfdfyyyy, mrdlyy,

. and an example for May 12th, 2002 is: 05/12/2002.

Case-sensitive means that the system cares about uppercase v lowercase letters. If 2 field is case-sensitive, it will count ‘example’ s different from ‘Example’ or EXAMPLE' If a field is NOT case-sensitive, it will count ‘example’ as the same as ‘Example’ or "EXAMPLE

er text to search.
Field Name

First Name.

Last Name

D Number

Gender

Specify Gender

Ethnicity

Specify Ethnicity

Race

Specify Race

Program Hire Date
Email Address

Program Termination Date

Program Termination Reason

Specify Program Termination Reason

Job Function

Job Function Start Date

Job Function End Date

Assigned Classroom 1D

Classroom Assign Date

Classroom Leave Date

Classroom Leave Reason

Spacify Classroom Leave Reason

Field Type

Text

Text

Text

Text

Text

Text

Text

Text

Text

Date
Text

Date

Text

Text

Text

Date

Date

Text

Date

Date

Text

Text

Description
This s the employee's legal first name.
This s the employee's legal last name.

This s the ID number assigned to the employee by the program that s
uploading this information.

This is the employee’s gander.

Adescription of the employee's gender with a maximum length of 100
characters,

This is the employee’s ethnicity.

A description of the employee's ethnicity with a maximum length of 100
characters.

Thisis the employee's race.

A description of the employee's race with a maximum length of 100

characters.
This s the date the employee was hired by the program,
This s the employee’s email address

Thisis the date the employee was terminated from the program,

Thisis the reason that the employee was terminated from the program.

More details about the Program Termination Reason.

Thisis the employee's job function.

Thisis the date the employee started working in the job function.

Thisis the date the employee stopped working in the job function.

Thisis the ID number for the classroom that the employes is assigned to,

Thisis the date the employee was assigned to the clessroom.

Thisis the date the employee left the classroom.

Thisis the reason that the employee left the classroom,

More details about the Classroom Leave Reason,

Acceptable Input
Any text,
Any text.

Any combination of letters and numbers. This field must not have any duplication within the file.If the program doesn't assign ID
numbers to their employees, please implement an Il number scheme that uses letters and numbers to create a unique ID number for
every employee that you wish to import. if you are creating an ID number scheme, we recommend that the ID numbers do not contain
the employee's initials, BOB, or other persanally-identifiable information.

The text in this field must match one of the following options (not case-sensitive):
Female,

Gender Nonconforming/Transgender,

Male,

Non-binary,

Other,

Prefer not to report

If 'Other'is entered for the employee's gender, then this is required. Otherwise, it should be left blank.

The taxt in this field must match one of the following aptions (not case-sensitive):
Hispanic or Latino of any race,

Nat Hispanic or Lating,

Other,

Prefer not to report.

If 'Other' is entered for the employee's ethnicity, then this is required. Otherwiss, it should be left blank.

The text in this field must match one of the following ptions (not case-sensitive)
Alaskan Native,

American Indian,

Asian,

Black or African-American,
Latino or Hispanic

Native Hawaiian

Oher,

Pacific lslander,

Prefer not to report,

Tws or more races,

White

If 'Other' is entered for the employee's race, then this is required, Otherwise, it should be left blank.

Any valid ate that is not in the future and not after the Program Termination Date (if entered).
Any valid email address that isn't already taken by an employes in the system o in this import.

Since this field is optional, it may be left blank. If entered, it must be a valid date that is notin the future and the Program Termination
Reason field is required,

this field must match one

Since this field is optional, it may be left blank. If entered, the Termination Date field is required and the text
of following options [not case-sensitive:

Emplayee left the program,

Emplayee was terminated

Other.

If Other' was sed as the Program Termination Reason for this emplayee. this is required and can be any text. Otherwise this field wil be
ignored and can be left blank.

Since this field is optional, it may be left blank. If entered, the Job Function Start Date field is required and the text in this fiekd must
match one of following options (not case-sensitive):
Administrator,

Behavior Specialist

Classroom Aide,

Classroom Coach,

Consultant,

Data Collector,

Disabilties Coordinator,

Education Coordinator,

Family Support Specialist (Family Advocate or similar role),
Leadership Coach

Occupational Therapist,

Physical Therapist,

Social Worker,

Special Education ftinerant Teacher,

Speach Therapist

Support/Administrative Staff,

Teacher,

Teaching Assistant,

TPITOS Reliable Observer,

TPOT Reliable Observer

Since this field is optional, it may be left blank. If entered, it must be a valid date that is natin the future, not before the Program Hire
Date, and not after the Program Termination Date

Since this field is optional, it may be left blank. If entered, it must be a valid date that is notin the future, not before the Program Hire
Date, and not after the Program Termination Date.

Since this field is optional, it may be left blank. If entered, it must be a combination of letters and numbers that matches the ID Number
(not ease-sensitive) of one of the existing classrooms in the program. If entered, job function information must be entered,

Since this field is optional, it may be left blank. If entered, it must be a valid date that is notin the future, not before the Job Function
Start Date, not after the Job Function End Date, and not after the Classroom Leave Date.

Since this field is optional, it may be left blank. If entered, it must be 2 valid date that is notin the future, not befare the Job Function
Start Date, not after the Job Function End Date, and the Classroom Leave Reason field is required.

Since this field is optional, it may be left blank. If entered, the Classroom Leave Date field is required the text in this field must match one
of following options (not case-sensitive):

Moved to a different classroom

No longer at the program,

Other.

If ‘Other’ was used as the Classroom Leave Reason for this employee, this is required and can be any text, Otherwise this field will be
ignored and can be left blank.

6. Save the template CSV file after you have added all the necessary information.
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7. Scroll down to the Import CSV File section at the bottom of the page.

8. Inthe Import CSV File section, ensure the program selected in the Program drop-down list is
the one that you wish to add employees to.

9. Click the browse button in the Select File to Import field and select the template file that you
filled out and saved.

Import C5V File

Program Select File to Import

o

Allowed file extensions: .csv

Maxirnum file sizec 1 ME.

10. Click the Import and Preview Results button. This will take you to a new page to preview the
import results before the final confirmation to add the employees to the system.

11. Employees will not be saved to PIDS until you confirm the import on the next page.

Employee Preview Results Page

This page allows you to review the employee information that you uploaded before saving it to PIDS.
Please follow these instructions to save the employee information:

1. All the employee information that was in the CSV file you uploaded should appear in the Import
Result Preview table below.

2. Review all the rosters that are listed in the table to make sure they look correct.

Import Result Preview
Program: Pragram 1

A\ Only the rosters that are valid will be imported into PIDS

B Export Invalid Rosters to Excel
Specify Job Specify
P P P Job Assigned Gl < a
s s . Fist  last D Specify _ . Specify Specify oo rogram  PO9"M  program  Job  Function ssigned Hlassioom Hassroom HEsSIOOM Classroom
" . Reasons Invalid Gender Ethnicity P° Y Race Hire  Email Address Termination Termination 00 Function Classroom Assign  Leave  Leave
Valid Duplicate Name  Name  Number Gender Ethnicity Race Termination Function Start Leave
Date Date Reason e EndDate D Date Date Reason
hispanic
Employ: ¢ lati lask
v X falid TPV B2 male eristne slaskan 1/1/2020 emplo teacher  1/1/20:
1 ofa native
ace
Email Address is already
taken by an employes in
the existing classroom — not Employee resching
X v n m001, Valhd O EM232  female hispanic 2/1/2020 employee2@example.com 9/10/2021  left the ey /172020 571072020 100 27172020
° or latina =

program

same 1D Number

3. Take note of the Is Valid field. If there is a green checkmark in this field, the employee

information is valid and will be saved. If there is a red X in this field, the employee information is
invalid and will not be saved.
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Is Is
Reasons Invalid
Valid Duplicate oo A

Email Address is already
taken by an employee in
the system.
Assigned Classroom 1D
does not match any of
the existing classroom
X v IDs in the system: 001,
111, AutoGenl, C381,
CL1, CL2, Test1.
Duplicate row. There is
already an employee in
the system with the
same |ID Number.

4. If the Is Valid field has a red X, look at the Reasons Invalid field to see an explanation of why the
field is not valid. Note: Even if some of the rosters are invalid and will not be saved, they will not
interfere with saving the valid rosters. Valid rosters will always be saved, regardless of how
many invalid rosters there are.

5. Once you have verified that all the information looks correct, click the Save Valid
Rosters button.

B Save Valid Rosters

6. Inthe pop-up that appears, read the warning make the final confirmation to save the rosters.
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