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We’re here to help you make the most of your school’s Picture Day process! This brief tutorial will guide 
you through the simple steps to upload your student roster to your photographer’s secure School 
Portal. By using the School Portal, you’re adding an important layer of protection for your students' 
privacy. Rest assured, your photographer won’t have access to any student data until their parents or 
guardians choose to place an order, ensuring complete control and security throughout the process.

1. Open the link provided by your photographer. You should see a page similar to this one:

2. Click on the Actions dropdown on the right side of the screen, and then select Upload data.

3. You will then be asked to upload your roster. You can use an XLS, XLSX or CSV file, but it must 
be in a UTF-8 format. 

Please note:

4. On the following page, make sure the values to import match the fields in the column on the 
right (e.g., first names match the “Firstname” field, email addresses match the “Buyer email” field, 
etc.). 

The “Identifier” column should contain student ID numbers (if applicable).
A parent/guardian email must be entered. If only a phone number exists, the student 
information will not be imported correctly.
The “Group” column should contain the grade of the student.
The “Teacher” columns should contain the homeroom teacher's name or homeroom number.



5. Then, confirm by clicking the blue Confirm columns button.

6. After confirming, the system will process the data. This can take a few moments, depending on 
how many students are in your roster.



7. Once the data has been processed, click the blue Start import button on the upper right of the 
screen:

8. Once the import has been completed, click the blue Done button in the upper right of the 
screen, and then close the window.



That’s it! Thank you for uploading your student data via the School Portal.  


