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This Manual

This Online Field Test Coordinator’s Manual serves to guide Test Coordinators in log-in and general test 
administration activities. Instructions for test administration in the classroom are provided in a separate Test 
Administration Manual (TAM). The TAM and additional information can be accessed from the Help tab on the 
ELPA21 Online Administration System located at:

•	 elpa21ft.questarai.com/Admin

All devices intended for use in the administration of the ELPA21 field tests must be set up and configured to 
test using Questar’s student test delivery system. Specific instructions on set-up can be found in the Setup and 
Installation Guide located on the ELPA21 Online Administration System Home page. If you have any questions, 
you can contact Questar by phone or email at:

•	 Phone: 800-574-5583
•	 Email: ELPA21Support@questarai.com
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Login

For those districts already registered for the field test, Questar will distribute login information to District/School 
Test Coordinators on December 17, 2014 via email. If you do not receive your login on the 17th, contact Customer 
Support by phone at 800-574-5583 or email at ELPA21Support@questarai.com. 

For those districts who register between December 15th and January 16th, you will receive your login information 
on January 20, 2015. If you do not receive your login on January 20th, please contact Customer Support.
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Once you have been given your Username and Password, enter this website address in your browser window:

•	 elpa21ft.questarai.com/Admin

q	Enter your Username and Password, then click Login.

w	The first time you log in, you will be asked to change your password.

	You will also be asked to acknowledge and agree to the Security Compliance statement the first time you  
log in.

Login

wq

e
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The Home Page

The Home page gathers together all online administrative resources.

q	Test Coordinators will use “Pre-ID Upload” to generate lists of Teachers, Students, and Classes. If you use 
this method and have no other changes to make to your rosters, you may advance to the “Print Student 
Login Tickets” section in this manual and then distribute the login tickets. This manual reviews both of these 
steps first and then discusses how to make changes to your rosters once they have been uploaded into the 
system.

w	You may select the Help tab at any time for additional support.

e	The upper right corner of the screen shows the user’s name, the test that will be administered, and the link 
to log out of the admin site.

w

q
e
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Pre-ID Upload

q	From the Home page, locate the “Pre-ID Upload” area and then select “Choose File.” A navigation window will 
open, allowing you to find and select your Pre-ID File. Only Excel files in .xlsx format are accepted. Double 
click on the file in the navigation window to select it. The Pre-ID file template and format documents are 
posted on the Help tab.

w	Next select “Upload” from the “Pre-ID Upload” area of the Home page. Your file will now upload into the 
system.

w

q
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Pre-ID Upload

e	The system will confirm your successful upload by displaying a green confirmation message.

r	If the system encountered a problem in Pre-ID Upload, it will display a red error message. The error message 
will help you identify any missing information that needs to be added to your Pre-ID file. Once you have added 
the information, please try to submit again.

t	If you need additional assistance with this upload, please contact Questar Customer Service at  
800-574-5583 or by email at ELPA21Support@questarai.com.
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Print Student Login Tickets

To Print Student Login Tickets:

q	Click on the Test Admin tab.

w	Find the appropriate Teacher/Class and click on View Details/Student Logins.

e	You will now see Student Usernames and Passwords for this Teacher/Class. To print Login Tickets  
click on the “Print Student Test Logins” link. A PDF of login tickets is generated. Login tickets are formatted to 
fit Avery 5160 labels for printing purposes. Please refer to the Test Administrator Manual Overview section for 
security protocol of online test materials (e.g., tickets with student login information).

w

e
q
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Add or Edit a Teacher

To Add or Edit a Teacher:

q	Click on the Teachers tab.

w	You will now see the Teachers page displayed. You may sort Teachers by Name or Email.

e	Click on the Edit link to review or edit a Teacher’s information. You will see the Teacher Profile displayed. 
Change information as appropriate and click Save when you are done. 

r	Click on Add Teacher to add a new Teacher not previously in the Pre-ID Upload list.

t	You will now see the New Teacher Profile displayed. Enter all required information for the new Teacher.  
NOTE that all fields marked with a red asterisk MUST be completed.

y	Be sure to click Save when you are done.
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Add or Edit a Student

To Add or Edit a Student:

q	Click on the Students tab.

w	You will see the Students page displayed. You may sort Students by Student ID, Name, or Class.

e	Click on the View/Edit link to review or edit a Student’s information. You will see the Student’s demographic 
information displayed. Change information as appropriate and click Save when you are done. Once testing has 
begun, the district, school, class, and/or form(s) CANNOT be changed.

r	Click on Add Student to add a new Student not previously in the Pre-ID Upload list. 

t	You will now see a blank student demographic information page displayed. Enter all required information for the 
new Student. NOTE that all fields marked with a red asterisk MUST be completed. Be sure to click Save when 
you are done.

	 Note: In order for login credentials to be generated, the student must be assigned to a class.
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Review Classes

You can review Students within a Class as follows:

q	Click on the Classes tab.

w	You will now see the Classes page displayed.

e	You may see information about any Class by clicking the View Details link.

r	You can also create a new Class by clicking on the Create New Class link. You will see a screen similar to the 
Add and Remove Students screen. Please see the next page for more details.
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Add and Remove Students To a Class

Classes are assigned based on the Pre-ID file 
uploaded. Classes can be changed after the upload, 
before the test session begins, if needed. To add a 
Student to a Class:

q	From the Classes page, click View Details for an 
established Class (or select Create New Class if 
you want to add a new one).

w	Click Edit Class if editing an existing Class.

e	Select a Teacher or confirm the correct Teacher is 
displayed.

r	Name your new Class or confirm the correct 
existing Class name is displayed.

t	Highlight the Student(s) in the left column whom 
you wish to add.

y	Click the Add button.

u	Student name(s) will be added to this Class.

i	Click Save.

IMPORTANT: Classes 
cannot be modified after the 
test session has begun. If a 
change is needed, please 
contact Questar Assessment 
Customer Service at  
800-574-5583.
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Add and Remove Students To a Class

To Remove a Student from a Class:

o	Highlight the Student(s) in the right column whom you want to remove.

a	Click the Remove button.

s	Student name(s) will be removed from this class and return to the left “unregistered” column.

d	Click Save. 
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Various reference materials, such as the Test Administration Manual (TAM), are available on the ELPA21 Online 
Administration System Help tab.

q	Click the Help tab to access these resources.

w	Click on any document title to open.


