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Getting to the Import Page 

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

 

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

 

 

 

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. 

 

3. 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. 

4. In the 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. 
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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. In the 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. 
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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. 

 

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. 
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4. 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. 

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

 

6. 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: 

1. Download the template CSV file in this section. 

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. 

 

3. 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. 

4. 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. 

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. 
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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. In the 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. 

 

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. 

 

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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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. 

 

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