
What You Need to Know

Using Our Rosters Tool!

UPLOAD
After logging into your Panorama account, follow the steps below to upload your data file and double-check 
any potential errors.

Check out the Mapping FAQ for more information to map your data columns correctly the first time!

You can now use our Rosters Tool to securely upload your student, staff, and family data files and 
perform preliminary data integrity checks to ensure a smooth survey administration. In addition to 
performing an initial review of your data file, this tool minimizes the transfer of sensitive information 
via email. Be sure to review the Data File Guide to prepare your files for a seamless upload!

REVIEW SUMMARY

Select Admin 
(upper right)  and 
then Rosters 
(upper left) to 
navigate to the 
Rosters Tool

Select See Details for 
the applicable survey 
and upload the 
appropriate file. Once 
uploaded, map each 
column header to a 
selection from the 
dropdown menus

Errors
Must be corrected to complete 
the upload process
● These can be caused by a 

variety of issues depending 
on the type of survey being 
run

● Common errors include: 
same ID number listed with 
different individuals, invalid 
email addresses (may have 
a space or other typo)

Warnings
Do not require resolution but 
serve as flags that may require 
additional review
● Common warnings include: 

students with different ID 
numbers that have the same 
name or students enrolled at 
multiple schools. If these 
scenarios are expected, the 
data upload process can 
continue

Summary
Provides top-line digest of the 
data file for confirmation
● Use this section to confirm 

the anticipated number of 
schools, students, and 
demographic field values

● This is a great time to make 
sure all schools and grade 
levels are represented!

MAPPING

Once you’ve 
selected your 
Roster upload 
location, select 
Choose File and 
indicate whether 
you’ll be uploading 
a XLSX or CSV file.

Once you’ve selected 
your file for upload, you’re 
ready to map! Mapping 
columns is required to 
describe what data is 
represented in each. Use 
drop-downs to categorize 
each of the column titles 
from your file.



Frequently Asked Questions
What’s the easiest way to map the data? 
Type in a common name for that column and the list will automatically surface options that could match 
your column name.

What if I cannot find a column name? 
If it’s a demographic field, please use the “other demographic field” name. If it’s not a demographic field, 
please leave it blank and send your Panorama team an e-mail sharing that you weren’t able to map the 
field.

Can I leave a column blank? 
Yes. It is fine if you leave a few columns blank, especially if they are just extra columns in your data file 
that won’t be needed for your surveys or reports


