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Uploading Multiple Students to Check4Learning
In eDIRECT, from the Upload Multiple Students tab of the Manage Students page, you can add multiple 
student records to the Check4Learning system at once. To add multiple student records, you must upload 
a file that meets certain file layout requirements. The file must be in the comma‑separated value (.csv) 
format used by Microsoft Excel and the fields in the file must be in specific columns. After a file is 
uploaded successfully, the students with data in the file will be automatically added to Test Sessions at their 
designated school and grade level.

Note: The Upload Multiple Students tab contains links to both a sample PDF file that contains instructions 
and a sample .csv file that you can use to create the actual file.
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1.	 To	create	and	upload	a	student	file,	click	the	Students	option	
from	the	Test	Setup	menu	to	display	the	Manage	Students	
page	and	select	the	Upload Multiple Students tab.

2.	 Click	the	Download the File 
Layout link	to	display	the	Multiple	
Student	Upload	Pre‑ID	File	Layout.
pdf	file.	

	 This	file	displays	the	required	
layout	of	the	.csv	file	you	will	
upload	to	DRC	with	rules,	
instructions,	and	examples	
describing	how	to	create	and	
format	the	file	(see	the	complete	
sample	on	the	following	pages).
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Uploading Multiple Students to Check4Learning (cont.)

Nebraska Sample Multiple Student Pre‑ID File Layout, Page 1
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Uploading Multiple Students to Check4Learning (cont.)

Nebraska Sample Multiple Student Pre‑ID File Layout, Page 2

Note:	Refer	to	the	Formatting	Rules	and	Acceptable	Values	
and	the	Validation	and	Required	Rules	fields	for	the	rules	
regarding	the	data	included	in	the	Excel	file.	
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2014 NeSA Technology Trial

3.	 Click	the	Sample File link	to	download	or	display	the	
NESampleStudentFile.csv	file.	

	 This	file	is	only	a	sample	of	the	type	of	file	you	will	upload	
to	DRC.

	 Depending	on	the	browser	you	are	using,	a	dialog	box	
may	appear	for	you	to	use	to	open	or	download	the	file.

2014 NeSA Technology Trial

4.	 Use	the	NESampleStudentFile.csv	file	to	create,	
rename,	and	save	a	student	file	to	upload.

	 Note:	Be	sure	to	keep	the	header	column	rows	in	the	
file	you	upload.

3.	 Click	the	Sample File link	to	download	or	display	the	
NESampleStudentFile.csv	file.	

	 This	file	is	only	a	sample	of	the	type	of	file	you	will	upload	to	
DRC.

	 Depending	on	the	browser	you	are	using,	a	dialog	box	may	
appear	for	you	to	use	to	open	or	download	the	file.

Uploading Multiple Students to Check4Learning (cont.)
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Uploading Multiple Student Records to Check4Learning (cont.)

2015 NeSA                              

2015 NeSA                                      

5.	 After	you	have	created	a	students	
file,	click	Browse	to	locate	it,	select	
the	file,	and	click	Open	to	display	it	
in	the	File	field	of	the	Upload	Multiple	
Students	tab.

6.	 Click	Upload.	A	message	displays	indicating	the	file	has	been	
transferred	and	is	being	checked	for	errors.	

	 After	the	file	has	been	validated,	you	can	review	its	status.	If	the	file	
contains	errors,	you	must	correct	them	and	repeat	Steps	5	and	6.


