Generic Test Score Load Spreadsheet Instructions
Do NOT change the column widths!!
(1) Enter the relevant INSTITUTION in Column A, beginning with Cell A2.(IUBLA, IUCOA, IUEAA, IUFWA, IUINA, IUKOA, IUNWA, IUSBA, IUSEA). 
(2) Enter the relevant EMPLID in Column B. 
(3) Enter the TEST ID in Column C. These values should map to SIS.
(4) Enter the TEST COMPONENT in Column D. These values should map to SIS.
(5) Enter the TEST DATE in Column E (e.g YYYYMMDD).
(6) Enter the SCORE in Column F (e.g. 9999.99) format.
(7) Last Name in Column G (note: Search/Match is looking for exact match on Last_name and match like First_name%.
(8) First Name in Column H (note: Search/Match is looking for exact match on First_name and match like Last_name%.
(9) Enter the LOAD TYPE in Column I (e.g. L = Last, H = Highest, A = All) one character will designate whether the Highest, Last, or All score are added SIS). 

(10) Enter the DATA SOURCE in Column J (e.g. SCH = school, ETS= for PRAXIS Tests, or other SIS values). 
(11) Enter the SCORE LETTER in Column K (Note this field defaults to Blank).

(12) Enter EXT ACAD LEVEL in Column L (Note this field defaults to 0 zero – unknown).
(13) Enter the PERCENTILE in Column M (Note this field defaults to 0 Zero).

(14) Enter the TEST ADMIN in Column N (Note this field defaults to ‘Y’).

(15) Enter the TEST INDEX in Column O (99999.9 format. This field defaults to 0).
Enter Contact Name & Email in cells R1 & R2.  Without Contact information, we cannot let you know the results of your file run.
*All required data entry fields are highlighted in yellow.

Once all data has been entered and verified, save the file for your records and submit a copy for batch processing to USSS Batch Processing (\\ads\usss\Admissions_Batch_Loads_RC\Test_Scores).
