
DataManager Quick Steps 

To access and use DataManager 
1. All Test Coordinators, or the primary contact, for the school will receive an email from Riverside 

with a DataManager user ID (user’s email address) and a temporary password.
a. Test Coordinators, or primary users, will follow the instructions in “To Manage Staff 

Users” to add additional users to the system (i.e. teachers, counselors, other admin, 
etc.).

b. Schools who are NOT testing online, DO NOT need to upload student roster files. The 
student data is loaded automatically when the documents are scored.

2. To access the school reports, users will select the app switcher icon               next to Overview 
underneath the Blue Bar at the top left. 

3. After selecting the app switcher, Paper/pencil testers will only need to use the Reports option.
a. In the Reports section, schools can Add DataManager Reporting Keys, Create a Report, 

and go to the Report Center to open/download created reports.

To use Manage Rosters to Add Students 
1. Go to Admin located on the Blue Bar at the top of the DataManager landing page. It is right by 

where it says, welcome (and your name).
2. Select Manage Rosters from the left menu.

a. Under Active Rosters, locate ACSI 2017-2018 and select Add a student.
b. Then use the Location/Class and arrow next to ACSI, then the school’s region, select the 

arrow next to the school’s region again, then the school’s name, and the grade/class 
the student needs to be rostered to.

c. The Grade should populate automatically. If not, then choose the correct grade.
d. Enter the biographical information for the student.

i. Starred items are required.
ii. Ethnicity and Race are optional.

iii. Use Program Codes to help classify any students you would like to disaggregate/
exclude from reports. It allows the school to pull other special reports with or 
without those students.

e. For the Unique Student Id, please be sure to use the 4-digit prefix assigned to the 
school followed by a 6-digit ID number. If the school already has 6-digit student ID 
numbers they can use those. If not, the school will need to create the ID number.

i. ID numbers are saved to the system, so the file can be easily exported with the 
student data to use for the next testing season.

f. Click Save and then you can continue adding students, or go back to the home page by 
using the app switcher at the top left of the screen, next to Administration.

To Search/Edit Students 
1. Go to Admin located on the Blue Bar at the top of the DataManager landing page.
2. Select Manage Students from the left menu, to search or add students.

a. Select Search/Edit Student.
b. Use the first name, last name, and/or student ID to locate the student.
c. Select Search Students.
d. Find your student in the list and use the Actions to the right to Edit or Delete a student.
e. The Change_Log can only be adjusted prior to testing when the school submits a new

roster file to ACSI.
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To Manage Staff Users 
1. Go to Admin located on the Blue Bar at the top of the DataManager landing page. It is right by

where is says, welcome (and your name).
2. Select Manage Staff Users from the left menu.
3. Select Add Staff/Users to add a new user and grant them specific permissions for accessing

DataManager.
4. Select Search/Edit Staff/Users to delete the user, change roles, reset passwords, assign specific

grades/groups, etc.
5. Schools can track login and activity with the Usage Report option.
6. Schools can export a list of all staff users with the Export Staff Users option.




