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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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Online Resource Guides

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.


