
DISTRICT UPLOAD INSTRUCTIONS 

 

From our home page, you will need to click ONLINE LOGIN (text link at the top right side of the screen). 

 

Once you have clicked online login, you will get this page: 

 



Once you get to this page, click login. Now you will be redirected to another site and to the  

right side of the screen you will put in your login information (login ID and password).

 

 

 

Now that you have entered in your login information and clicked on sign in  

you will be directed back to our website: 

 

Once on this page you will need to select District Section. 

  



Now that you have clicked on district section you will see this screen: 

 

On this page you will enter in your already assigned district code and then click continue. Once you have 

entered in your district code you will see the following screen and will have two options to select from: 

 Find District Personnel Data 

 Create an Excel Report of Personnel Data 

 

 



To do a batch upload of social security numbers you will want to select “Create an Excel Report of 

Personnel Data.” Once you have clicked on create an excel report you will get the following screen:

 

On this screen you will need to click “Please click here for help with formatting the excel spreadsheet” 

(this link is purple). 

After you have clicked on the link you will be directed to another page with detailed instructions on how 

to create your excel spread sheet. Follow these instructions closely and you will be able to upload your 

personnel data. 

Now that you have created an excel spreadsheet you will need to save that document in your documents. 

On this page you will need to select the browse button and it should open up your documents. Select the 

file name you gave your spreadsheet and finally click on submit spreadsheet. 


