
Setting up 
Minga Digital ID Cards 

MINGA 7.0

A quick guide to setting up Digital Student ID Cards 
in Minga.



Set up Automated Rostering

Minga currently supports automated rostering via
OneRoster API or SFTP (Secure File Transfer Protocol).

With either method, Student and Teacher data will be  
added, updated and archived from Minga
automatically every day.

Reach out to your system administrator at your site or
district for your Student Information System to
complete the following steps. 

Add your SIS administrator to Minga as an Owner1.
Follow these instructions to identify if you should
use OneRoster or SFTP and set up your SIS
appropriately

2.

Monitor the OneRoster/SFTP history to ensure
rostering is correct

3.

STEP 1

https://support.minga.io/knowledge/setting-up-automatic-rostering-with-your-sis


Or... Manually Import Data

If you need to wait for your SIS system administrator to
set up automatic rostering, you can upload your data
manually in the mean time. 

Export a list of staff and students (as an Excel or CSV)
from your SIS with the following information. 

First Name (required for all)
Last Name (required for all)
Email (required for all)
Grade (required for students)
ID Number (required for students)

Optional fields
Role* (only needed if multiple roles uploaded together)
Phone (student phone number)
Parent Email 
Parent Phone
idField 1 (custom ID field, i.e Job title, Secondary ID number)
idField 2 (custom ID field, i.e Job title, Secondary ID number)

STEP 1



Upload the list to your Minga

Login from your computer (https://app.minga.io)

Go to the People page
Click Import List and upload or drag in your CSV
or Excel file
Select a default role for anyone who may not have
a role assigned to them in the data
Click the right arrow to scroll across your data
columns
Select the correct headers for all fields
Click Import List

STEP 1

https://app.minga.io/
https://app.minga.io/


STEP 2

Get started by clicking on
the Settings tab in the
navigation menu.

Welcome to the ID Manager! 

Great! Now that you have
all your people uploaded
into Minga it's time to set
up your Digital ID Cards. 

Click on ID from the
navigation menu



Customize your Digital ID Settings 

Here we can customize your Digital IDs
Background Color and Font Color to match your
school colors.

Choose to show or hide Minga Role, Grade,
& ID Number on the ID Cards.

'Students Can Upload Temporary Photos' is
off by default. This is our recommendation
unless you wish students to be able to
upload their own ID photos. 

Customize the Suicide Hotline Page
Settings and add custom information

Click here for full instructions

STEP 5

https://support.minga.io/knowledge/suicide-prevention-and-domestic-violence-hotlines-on-student-id-cards


Choose your ID Managers 

You can choose any person within Minga to
assist you with the management of IDs. Upload
a list or manually select.

These ID managers can: 

Edit IDs

Upload photos

Take and add temporary photos

Add and assign stickers

Inactivate IDs

Export lists 

STEP 6

Click here to choose who
can manage IDs in your
Minga



We recommend Option 2. 

For this option you must ensure the file name of each
photo is the student number as it appears on your
student list.

Upload Student Photos!

Click on the Photos tab then Option 2

Upload all your student and staff photos -
Minga supports JPG or PNG file formats

Minga will match your photos with the
correct students automatically 

1.

2.

3.

STEP 7

If your photo files are not labelled by student number you
can upload with Option 1. 

Click here for full instructions on both options

https://support.minga.io/knowledge/uploading-photos-to-minga


Upload Temporary Photos

If you don't yet have photos from your photographer for
a particular student owners and ID Managers can
choose to upload a temporary photo for individuals. 

Open the Minga App on your phone
Click the menu icon top right 
Open ID
Search for the student or filter by role
Click on the 'No Photo Available' icon 
Click the camera icon to open your camera app 
Take a photo 
Make your selection and hit save
Done!

1.
2.
3.
4.
5.
6.
7.
8.
9.

STEP 8



Reporting

To pull a list of all students who have temporary photos
or have no photos just click on the dashboard icon and
then Export List. 

Your ID Manager dashboard will always show you how
many students do not have a photo and which ones
have temporary photos. 

STEP 9



Add Digital ID Stickers 
Now let's add some digital stickers to show
membership affiliations, lunch passes, free periods
and more.

Go to the Stickers tab in ID.1.
Click on Create Sticker 2.
Choose an image or upload your own!3.
Give your sticker a name4.
Hit Save5.
Click Add Members 6.

Upload a list, search by name or
filter by Group, Grade or Role

a.

Set your sticker priority7.
Priority "0" is the highest priority
and will ensure this sticker appears
first on the Digital ID cards

a.

STEP 10



Review your ID Cards 

Go to the Dashboard tab
Review your ID Cards and Photos
Search for a student or staff member by Name
or ID Number and filter by Role or Grade
Update a photo easily just by clicking on it
Inactivate an ID easily by clicking 'Inactive' if you
need to remove campus access from any
student or staff member

1.
2.
3.

4.
5.

STEP 11

Easily remove access to
campus facilities by
inactivating a student ID



View Templates

Sending IDs to Your Students

STEP 12

Now that your people are uploaded into Minga, they are
all registered via their school email addresses. 

Staff and students will use their Google or Microsoft
single sign on to access Minga - no more usernames or
passwords to remember!

We have created a few email templates for you to use
when you inform your staff, students and parents that
you are now using Minga at your school. 

https://support.minga.io/knowledge/digital-id-introduction-template-student-edition
https://support.minga.io/knowledge/downloadable-resources


How To Access Your Digital IDs

STEP 13

Visit us at app.minga.io or download the Minga app.

Staff and students can log in with their school email
address through Google or Microsoft single sign on. 

http://app.minga.io/


Minga Help Center

Visit Help Center

For any other support you need when setting
up and using your Minga, please visit our Help
Center and the knowledge base.

We host weekly training sessions on Zoom
which are a great opportunity to get specific
questions addressed in person.  We encourage
you to attend!

RESOURCES

https://support.minga.io/knowledge?_gl=1*1soonoz*_ga*MTU0NTA2MDAwOC4xNzEwNzg5MDMx*_ga_KR90T0D2Q4*MTcxMTk5NDQ2Ny42LjAuMTcxMTk5NDQ2Ny42MC4wLjA.*_gcl_au*MTk3MTExMzEyLjE3MTA3ODczMDUuMzY2Mzg2MTU3LjE3MTE5ODczNjMuMTcxMTk4NzM2OA..

