
     
         

      

 

        

 

     

    

  

PA Guidelines for Uploading Enrollment Templates in DLM 
Purpose: 

This instructional guide offers Pennsylvania-specific guidance for uploading student enrollment data into the DLM system. Instructions should be reviewed prior 
to entering student enrollment data into Educator Portal on the DLM website. 

Audience: 

• Assessment Coordinators/District Test Coordinators 

• Building Test Coordinators 

• Data management personnel 

Timeline: 

• Test coordinators should take part in the following recorded trainings prior to engaging in data management tasks: 

• PASA Getting Ready 

• Getting To Know DLM for Assessment Coordinator Modules 1 and 2 

• The enrollment window is open from 10/19/20 through 12/11/20. 

Additional Information: 

Click  PaTTAN PASA webpage for  general information and correspondence  regarding  the new PASA  DLM  Assessment. 

Questions: 

Contact alternateassessment@pattan.net with any questions concerning these instructions. 
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Introduction 
Activating users and enrolling students 

The DLM process for enrolling students differs from the former PASA Digital procedures. While data will not transfer directly from the 
old system to the new system, tools have been created to help facilitate the transition. 

In general, Test Coordinators will be responsible for uploading and managing 3 different kinds of files referred to as ‘upload templates’ 
within the DLM Kite Educator Portal: 

1) User upload template 
2) Enrollment upload template 
3) Roster upload template 
The upload templates  must  be uploaded in order.  The following  slides explain how  to  create  and upload 2) Enrollment  upload template 

Note:  If you have not yet completed step 1) User upload template, please go to Simple User Upload Guidance at PaTTAN PASA for 
detailed instructions. 

New this year: 

• PASA student enrollment data will be extracted directly from PIMS. 

• A new COGNOS report extracts data that can be uploaded using the DLM Enrollment upload template process. 

• The  COGNOS report  provides  most (but  not  all) of the  required variables. 

• Students  MUST be  entered into PIMS in Field 212  as A  – PASA, no PSSA  precode label in order  to  appear in the COGNOS  report. 
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Step 1) Download the PASA 
DLM Enrollment Report. PIMS 
Coordinators received this 
email message describing the 
location of the report. Be sure 
the report is downloaded and 
saved as a CSV file. 
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Step 2)  The downloaded  file  will show all students  who are entered  into  PIMS  Field 212:  PSSA  /  PASA  Assessment  as  
A – PASA,  no PSSA precode label.   Save this  file as a CSV  (comma-delimited) on  your  computer. Expand  the columns  
out  to  see the  full names and all of  the data.   

Note:  When saving the file  as  
a CSV,  Excel may warn about  
data loss.  There  will be no  
data  loss  with this file.   Close 
any warning messages  and 
proceed. 

Step 3)  Verify that students  scheduled  to  take PASA  in  20-21  are  all listed  in  the file using the  former  www.pasadigital.com site  
and  another independent list  of  students e ligible  to  take  the  PASA.   Instructions  for accessing  students who  were scheduled to  
take PASA  last  year appear  on  pages 5-7  of this document. 
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Step 4) To access  the list of students  who  were scheduled to take PASA last year, go to  www.pasadigital.com. This is  
the former PASA login page. 

Step 5)  Click  Login. 

Step 6)  Login  to  the former PASA  digital website  using  last year’s  
credentials.   New  ACs  must follow the  instructions  that were  
emailed previously from  alternateassessment@pattan.net . 

Note:   For login issues, contact  
alternateassessment@pattan.net . 

The Secure AC side of the 
website  provides historical 
information  such as  
previous student  score  
reports  and historical data 
that  can be used  to aid in  
transitioning information  
into  the DLM  system. 
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Step 7) Click on ‘Student Archive’ at the top tab or 
at the link at the bottom of the page. 

The banner message serves as a reminder that this is a list of last year’s scheduled 
PASA test takers. This list cannot be edited or downloaded. 6 



   

     

     
      

    
     

    
    

      
   

    
  

     
          

      
 

COGNOS Report: Students coded as taking PASA in PIMS in 2020-21 

PASA Digital Archive: Students registered to take PASA in 2019-20 

Step  8)  Compare the  lists  of  students t o  ensure that  students expected to  
take PASA appear on the COGNOS  report.   

0 

Note that students who were in grades 4 and 5 
last year are on the COGNOS report in grades 5 
and 6. 

In this example, all students who were 
registered last year who are scheduled for 
testing this year and who are still eligible for 
PASA appear on both lists as expected. 

The  student  who  was in grade 11  last  year is  not  on the  
COGNOS report  because  she is  now in 12th grade,  
which  is not  a tested  PASA grade. 

Students in grades 3 and 11 who are eligible for 
PASA this year appear on the COGNOS report 
but not on the PASA Digital Archive, as they 
were not in PASA tested grades in 2019-20. 

Note:  If there is a discrepancy between the students expected on the COGNOS 
report and those who appear on the report, have the PIMS coordinator edit PIMS 
Field 212: PSSA / PASA Assessment to A – PASA, no PSSA precode label and re-run 
the COGNOS report. 7 



   

  
   

 
    

  

    
  

 

   

  
    

     

Step 9) Fill in Column N 
‘Attendance_School_Program 
_Identifier’ in the 
downloaded Cognos report 
using the State 
Organizational Table PA. (See 
below). 

Note: All required variables except for ‘Attendance_School_Program_Identifier’ 
are completed in the pre-populated Cognos report and are in the format 
required by DLM. No additional data needs to be entered. 

Go to the home page for DLM in Pennsylvania 
https://dynamiclearningmaps.org/pennsylvania .  No login is needed. 

Click on ‘Templates’. 

Click on ‘State Organization 
Table PA’. 
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Step 10)  Find the school(s)  within your  LEA/Service Provider in  the  ‘State  Organizational Table PA’.   Be  sure to  identify  the  school that is  the  service provider 
rather  than the  school of  residence,  if  the two  differ.   

Note:  The School Number  is either  the 
branch/school number in EDNA or the letter P  +  
the AUN listed in EDNA.  Check the State  
Organization Table PA on PA  DLM homepage to  
verify the  code. 

Step  11)  Copy the  School Number  associated  with a student.    
Paste the appropriate  School Number for  each student  into  
‘Attendance_School_Program_Identifier’. 

Step 12)   Your  enrollment  upload template  is  now complete and ready to  be  uploaded  into  the Educator Portal on  the DLM  
system!   Be sure to continue to save the file as  a CSV.   9 



Uploading Templates  to DLM 

Detailed instructions for  uploading  the  template appear  on page 72 of  the  DLM Data Management  Manual. As a reminder,  files are  uploaded 
through Educator  Portal.   

In addition,  a  brief  recording called a ‘helplet’  demonstrating how  to  upload templates  can be viewed at: 

Helplet Video: Uploading  Templates 

Note: Several resources  mentioned in these  instructions  can be accessed directly  through https://dynamiclearningmaps.org/pennsylvania 

• The DLM Data Management Manual  appears under the Manuals  and Blueprints tab.   

• The ‘helplet’ video  is  located under ‘Resources  for Educators and District Staff’ and ‘District Staff  Training Resources’.   It is  called ‘Uploading 
Templates’. 
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A Note About Editing Data 
• PIMS serves as the official record for student enrollment data. 

• Student data should not be changed within the DLM Portal in isolation. 

• If any of the data extracted in the COGNOS report is incorrect, it is imperative that the data be fixed within PIMS in addition to DLM. 

• If student data is edited directly in the DLM system without corrections being made in PIMS, testing for the student is at risk for not being
included in the accountability system. 

For questions about the process described for enrolling PASA students in DLM using the COGNOS report, please email 
alternateassessment@pattan.net. 
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