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Connecting to the Pre-Identification (Pre-ID) Data Management Application 

1. To place an order for student Pre-ID labels, logon to the secure District Portal of 
the CELDT Web site at http://www.celdt.org/. 

2. Once logged on to the District Portal, select the Pre-ID Data Management link. 
(See Figure 1.)  

Figure 1 – CELDT District Portal 

 

http://www.celdt.org/
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3. On the Pre-ID Data Management Web page, enter the purchase order number in 
the box and select the Submit PO Number button. (See Figure 2.) For details on 
how to calculate the district’s estimated Pre-ID costs, refer to the Pre-
Identification Services Web page at http://www.celdt.org/resources/pre-id/. The 
Pre-ID Data File Layout can also be downloaded from this location. 

 
Figure 2 – Enter Purchase Order Number 

 

http://www.celdt.org/resources/pre-id/
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Uploading Files to the Pre-ID Data Management Application 

1. To upload a Pre-ID file, select the Start Pre-ID Import Wizard button on the  
Pre-ID Data Management Web page. (See Figure 3.) 

Figure 3 – Start Pre-ID Import Wizard 

 
 

2. The Pre-ID Import Wizard: Introduction Web page displays information on file 
upload requirements. (See Figure 4.) Read this section carefully to ensure that 
your file is formatted to match application requirements. Then, select the 
Continue to Pre-ID Import Wizard button at the bottom of the Web page and 
the File Upload Web page is displayed. (See Figure 5.) 
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Figure 4 – Pre-ID Import Wizard: Introduction 

 
 

3. On the File Upload Web page, select either the Fixed-Width Text or Excel 
Template file format radio button. (See Figure 5.) 

4. Select the Browse button and navigate to the Pre-ID file stored on your 
computer. Then select the Upload File button.  

Figure 5 – Pre-ID Import Wizard: File Upload 
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5. The File Upload Result Web page provides information on the success of the file 
upload. If the upload was successful, select the Begin File Validation Now 
button. (See Figure 6.) 

Figure 6 – Pre-ID Import Wizard: File Upload Result 

 
 

6. The file validation process verifies that the file itself is in the expected format and 
that it contains information critical to the upload. If the file upload was not 
successful, the Critical File Error screen displays details of the file issue. (See 
Figure 7.) 
From this point there are two options: 

a) Upload the file again by selecting the Restart Pre-ID Import Wizard 
button. 

b) Select the Go to Pre-ID Data Management Home Page button to make 
changes to the file on your computer. It is recommended that you take 
note of the errors, fix the file offline, and upload it again. 
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Figure 7 – Pre-ID Import Wizard: File Upload Result 

 
 

7. After successful file upload and validation, the File Validation Results screen is 
displayed. (See Figure 8.) The left side of the screen confirms the total number of 
records uploaded, how many records are valid (no errors), and how many 
records contain errors or warnings, as well as a breakdown of records by test 
purpose. 

8. If the file contains errors, the error details, listed by fields that generate fatal 
errors, are identified on the right-hand side of the screen. From this screen there 
are three options:  

a) Delete File & Start Over: If the file has a high number of records with fatal 
errors (e.g. more than 25 percent of the records with errors), delete the 
entire file, correct all errors in the original file, and upload the file again. 

b) Correct Errors Now: If the file has only a few errors or warnings, select 
this button to correct the issues online. 

c) Correct Later & Go to Pre-ID Data Management Home Page: To save 
the file and correct errors or warnings later and upload additional files, or 
review previously uploaded files, select this button. 
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Figure 8 – Pre-ID Import Wizard: File Validation Results 
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Correcting Errors 

1. After selecting the Correct Errors Now button on the File Validation Results 
Web page, the File Summary Web page is displayed. (See Figure 9.) 

 From this point there are two options: 
a) View All: To view a list of all errors or warnings for all schools in the 

district, select this link. 
b) View individual school records: To view a list of errors or warnings for a 

specific school, select the school name from the links provided. 
Figure 9 – File Summary  
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2. The Error List Web page displays a list of all records with at least one error or 
warning. (See Figure 10.) 
On this Web page, the following actions can be performed: 

a) Sort by the fields shown as headers 
b) Filter by error field 
c) Filter by type (All Types, Errors or Warnings only) 

After selecting sort and filter options, select the Go button. 
To edit individual student records, select the Edit action link. 
To delete individual student records from the file, select the Del action link. 

Figure 10 – Error List 
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3. After selecting the Edit action link from the Error List, the Correction Form Web 
page displays a list of fields for the individual student’s record. (See Figure 11.) 
All errors and warnings are listed in a box at the top of the Web page. 
Within the field list, errors are shaded in a red box and warnings are shaded in an 
orange box. 
To edit a specific error, select the Jump link next to the error, or scroll down and 
select that item. 
Enter the correct information for this student. Only items displayed in text boxes, 
drop downs or with radio button or checkbox options may be edited. 
Select the Apply Edits button at the bottom of this screen (not shown below) to 
save the changes made to this record. Otherwise, select the Cancel Changes & 
Go Back button (not shown below) to begin again without saving changes. 

Figure 11 – Correction Form 

A CLASS 
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4. After applying edits to a corrected record, the application revalidates the record 
to ensure all changes meet the field criteria and whether new errors or warnings 
are introduced. The Error Correction Results screen displays validation 
information for that record. (See Figure 12.) Select the Return to Error List 
button to continue editing additional student records. If new errors or warnings 
are introduced, an Edit Record Again button will display on this screen. 

Figure 12 – Error Correction Results 

 

Submitting Files 

1. Once all records have been edited, the file is ready to be submitted. Select the 
Submit this File button at the top of the File Summary screen (available if the 
file contains fewer than 3% of records with fatal errors). Follow the additional 
screen instructions to complete the submission process. (See Figure 13.) 

Note: Records that are deleted and any records with fatal errors remaining in 
the file upon submission are dropped and labels are not printed for these 
records. 

Figure 13 – File Summary Submit this File Button 
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2. If the file contains more than 3% of records with fatal errors, the file cannot be 

submitted. Navigate back to the Errors List Web page to continue correcting data 
errors and/or deleting records with errors. (See Figure 14.) 

Figure 14 – File Errors Exceed 3% 
 

3. Once the file has been submitted, a confirmation is shown on the Submit File 
Web page. (See Figure 15.) Educational Data Systems will print a Pre-ID label 
for each valid record once the district purchase order has been received. 

Figure 15 – File Submitted 
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Pre-ID Label Samples 
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