
STI PD – Data Upload for 
Employee Information 

About this Feature 
The STI PD system allows for data upload of tab-delimited text files for the following sets of employee 
related data: 

• Employee Profiles 

• Employee Credential Data 

• Employee Classification (Job) Codes 
 
The data upload features may be accessed from the Data Manager screens.  

IMPORTANT NOTE FOR SCHOOLS IN CHANDLER, AZ: Due to the specific nature of 
Chandler’s credential features (inclusion of endorsements, subject areas, etc.), the data upload 
feature for “employee credentials” will not work at this time for Chandler. STI will need to 
schedule time to review the credential data that Chandler has on hand and then make the necessary 
enhancements so that the Chandler credential data can be uploaded through the existing interface. 
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Data Manager Role 
In order to access these screens, the user must be assigned to the role of Data Manager. To assign a user to 
this role, checking the appropriate box in the Edit This Profile screen shown below: 

 

 

Uploading Employee Data 
The Data Management main menu is shown below: 
 

 
 

• Click on the employee profile data link to access the data upload screen for employee profiles. 
The Upload Data File (EMPLOYEE) screen will appear next. This screen will show details for the 
layout of the text file that will be uploaded. 
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• When creating the text file for upload, any fields that do not have data should be left blank (they 
should NOT be skipped). For example: if the employee with an Employee Number of 1234 has a 
First Name Bob and a Last Name Johnson but has no Middle Name, the text file should contain: 

 
1234 (tab)  Bob (tab) (tab) Johnson 

• Note the empty field for the Middle Name section above. 

• To upload the text file, click the Browse button. This will cause a dialog box to appear which 
may be used to navigate to the location of the text file on your hard drive. When you are ready to 
continue, click the CONTINUE UPLOAD button at the bottom of the screen.  

• The Data Upload Confirmation (EMPLOYEE) screen will appear next. This screen will display a 
sampling of the data contained in your text file. If the expected format is correct, the screen will 
have an UPLOAD NOW button at the bottom. Otherwise, the screen will tell you that there is a 
problem with the text format and will not allow you to continue. 
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• If you are ready to continue, be sure that the correct district is selected in the Select the 
District/Organization for this upload pull-down list. Then click the UPLOAD NOW button to 
upload your data. 

• The upload will take several minutes to complete, so you may wish to leave your computer while 
it processes. If the data you upload is large, the system will break it down into several smaller 
pieces and you may notice the screen being refreshed while these pieces are processing.  

• When the upload is complete, the system will let you know how many employees it has processed. 
Please note: The system relies on the Employee Number to determine whether the employee is 
already in the STI PD database. If the Employee Number is not found, it will create a new profile 
for the employee. If it is determined that the employee is already in the system, the existing profile 
will be updated with the information from the data that has just uploaded.  
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