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ELPA21 Field Test
 Pre-ID Upload Quick Reference Guide
	To Upload Your Pre-ID File
Using your Questar issued user information that will be distributed on December 17, 2014, you can upload your pre-ID file via the “Home” tab of the online Questar Administrative site at: https://elpa21ft.questarai.com/admin.
Before beginning upload, verify the file format is: Excel Spreadsheet (.xlsx), either Excel 2010 or 2013 version. In addition, the following files are available on the Home tab:
· ELPA21 Pre-ID File Format (Layout) 
· This document describes the required file layout and field requirements (including character limits, etc.), as well as optional fields.

· ELPA21 Pre-ID File Sample Template 

· This document may be used to assist you in creating a file if you are creating it manually.
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1. To upload a file, click the “Browse” button in the center of the screen.
2. This will take you to your computer where you will find and select your pre-ID file.  Click on your file and click on the “Open” button in the window.
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3. When your file is selected, the path of your file will appear in the “Browse” window.
4. Once you are ready to upload your file, click the “Upload” button.

5. During upload and if the system identifies errors in your file (e.g., missing required fields, incorrect format, etc.), error messages will appear below the “Upload” box. The error display message will include the record line and a message describing the error. You must correct the errors and re-try your upload before any records will be uploaded. There is a limit of 20 errors that will be displayed.

6. Once the file is uploaded successfully, the screen will display a “Successful” status message. The successful status will include the number of student records imported.

	Questar Assessment, Inc. Customer Service and Technical Support 

Business Hours:

Monday–Friday, 7:00 AM – 5:00 PM ET
                                                                         (7:00 AM – 9:00 PM ET - During Test Window)

Customer Service:                 (800) 574-5583, ELPA21Support@questarai.com
 


