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Logging in
You will need to be logged in to the portal using an o�cial email address and SSO from LAUSD.  Please 
contact support here if you have any issues.

Gather necessary files
After logging in you can �nd the diplomas available here.  Please note that you will need 2 �les before 
entering the diploma order.

1.  Data/Excel File:  Download the template from this link.  Once you download, please �ll in the  
     required �elds and save as .csv.  The required �elds are:
 •  School Name
 •  Program Name (If Applicable)
 •  Student Name - Type name exactly as you would like it to appear on the diploma in one �eld.  
     - Do not use commas or any other characters on this �eld unless they are part of the name and required to be on diploma.
 •  Day
 •  Month
 •  Year

2.  Signature File: Create your own and save it as a .png or .jpeg.  Or you can use this app to draw your 
      signature and download it by clicking “Download eSignature”.
      (IMPORTANT: You do not need to pay to use this site / Do not enter any payment information).
 

1.  Click blue button login with SSO:  Please do not enter any information on the �elds below the blue 
      button.

Click here to
login with SSO

Do not use
these �elds to login
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Ready to enter 

Upload files

After gathering the 2 required �les, you can proceed to enter and order the diplomas.

1.  Enter order quantity: In the quantity box, the number you enter must match the number of rows in 
      the data �le.  Make sure these match.
 •  IMPORTANT: To order blank diplomas, the data �le must include rows with the school and date 
    completed and the student’s name blank.

2.  Click on “Customize Order”button.

1.  Click the  Variable data “Select”button: Upload your data/excel �le.

2.  Click on “Add Image” button: Upload the signature image �le.

3.  Click on “Update Preview” button: This will take you to the data assigning page.



Review and assign your data

Diploma PDF Proofs ready for review

1.  Review Fields: Make sure all �elds from your data �le are assigned to the correct
      �eld on the PDF.

2.  Click on “Update Preview”button: This will produce a PDF proof with populated data.
 •  IMPORTANT: The PDF generation will take about 1 second per row in the data �le.

1.  Click on “Download Proof” button: Review PDFs for accuracy and save for your records.
 •  If you �nd a mistake — edit the data �le to correct the mistake. Once corrected, re-upload the 
                   �le to the data �le �eld and click “Update Preview”. Then download the PDF and review again.
 •  If all are diplomas are correct — click on the blue “Finish Editing” button, Add to Cart, and 
                   complete your order on the following pages.

When all required �elds are completed, the “Update Preview” button will change to say “Finish Editing”.  
DO NOT click this yet.




