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PowerSchool and Parchment 

This document will walk you through the process for updates student records, creating an export roster, 

and submitting transcripts to Parchment 

 
Overview 
This document will cover the following process:  

• Updating student Grad Year using Change Field   

• Exporting the roster file for Parchment 

• Exporting transcripts 

• Upload batch transcripts 
  
 

1.   Update student Grad Year using Change Student Field Values 
a. Go to the People icon  
b. Select the grade level you wish to update 
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In this example I’m updating the 9th grade.  The current school year is  23-24 school year their       

grade year would be 2027 

From the Function drop down menu select Change Student Field Values 

 

 

 

On the Change Student Field Values screen select the field for grad year and enter the appropriate grad 

year, click on Submit.   

 

To check the grad year field, go to People icon, select student, on student profile screen scroll down to 

Graduation Year 
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2.  Exporting student roster for students you  are uploading to Parchment.  Go to Data & Reporting,        

Exports, Export Using Template 

 

 

 

 

 

 

 

 

 

 

 

 

3. From the Export Using Template, Type of Export: select Student 
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4.  From the Export template drop down select Parchment and then submit.  Next open the file in 

Excel and save the file in .CSV format. This will be the file you upload for roster.  Note: the roster 

file needs to reflect the students you are creating in the transcript batch file. 

 

5.  Create a batch file for transcripts.  Go to People icon, select students you want to send to 

Parchment.   
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Next go to MBA Plugins, select MBA Report Creator, under Functions select Run Reports.  Select the 

Transcript Report, select Student Selection and the remaining desired fields, click on Generate Report, save 

transcripts in PDF file. 

 

 

 

Parchment Instructions: 

Step 1: Follow the steps in the video below to upload a roster to Parchment before 
uploading the transcript batches: 
https://vimeo.com/showcase/9669937/video/729307382 
 
 
Step 2: After uploading the roster, you would follow the steps in the video below to upload 
batch transcripts: 
https://vimeo.com/showcase/9669937/video/729302845 
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