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Tips for Importing and Editing Demographic Data 
in Acadience Data Management 

This document provides guidance for districts on importing and editing student demographic 
data in Acadience Data Management.  

Getting Started 

Importing demographic data is an additional step that does not automatically happen when a 
district imports students and sets up classes in Acadience Data Management. Most districts and 
schools will likely need to use the Import Data function to include student demographic data. 
Small schools with limited access to technology support may find it easier and more efficient to 
enter demographic data by class rather than to import a file. If this is the case, skip the Import 
section below and proceed to Enter & Edit. 

Import 

To get started login to Acadience Data Management, go to Import Data, Import Demographics 
and review the guidance on how the import file should be set up. Here are some tips we have 
learned along the way:  

• If you are not familiar with how to export data from your district’s Student Information System 
(SIS), work with whoever at your district is most skilled at using the SIS and make sure that 
person reviews the Acadience Data Management webpage on Importing Demographics as 
well as this document before they export a file for you. 

• Make sure the file you receive from the SIS export is in Tab Delimited Values format (.txt). 
• Next you will need to make adjustments to that file (or copy information into a new file) so 

that the import file matches the fields and valid responses outlined by Acadience Data 
Management. 

o Make sure the column headers match.  
o Make sure the text in each cell matches the Valid Responses listed by Acadience 

 Make sure the Student ID matches what was used in the initial import of 
students into Acadience Data Management. Ideally this should always be the 
UIC, but it is good to double check. 

 If your district uses a numeric code for special education category, you will 
need to replace each code with its corresponding valid response. If cells are 
left blank for students who are not eligible for special education, these cells 
will need to say “Not Eligible”. (In this context Not Eligible means any student 
who is not currently receiving special education services.) 

 Multiple races can be listed in the race column using & to separate each race 
listed for a student. 
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 The Tests administered with accommodations field is asking for information 
about whether the Acadience tests were administered using approved 
accommodations. (If an unapproved accommodation was used, then the 
score should not be entered into the data system.)  

• Once the import file is ready, double check that it is saved in Tab Delimited Values format 
(.txt) and then click on the “Choose File” button at the bottom of the Import Demographics 
page on Acadience DM to select the file and then click “Upload Demographics”. 

• If you run into problems, email info@acadiencelearning.org and ask if you can securely share 
your file with Acadience Staff for troubleshooting.  

Enter & Edit 

• If you prefer to enter (or edit) demographic data by class rather than importing a file, go 
to Data Entry, Edit Demographic Information. Then select the school, grade and class.  

• If you need to edit demographic information for a specific student or class, go to 
Administrative, Students, Edit. 

• If some demographic information has already been entered into Acadience DM and you 
want to find out what information is missing, go to Data Export, select Benchmark 
Scores, select district or school, select all grades, and make sure to check the box 
“Include Demographics Data.” You can add the missing information directly into the 
export file and then save the file. Then go back to Import Data, Import Demographics to 
upload the updated file. (Federal reporting option combines race and ethnicity.) 

Confirm & Report 

The following School and District reports allow results to be broken down by demographics: 

• Demographics Summary report 
• Status report 
• Effectiveness of instructional support levels report  

Annual Upkeep 

Once you have completed the initial import or entry of demographic data, you will want to set up 
a process for annual upkeep. You can develop a written process or capture the essential 
information within your MTSS Assessment System. Here are some questions to consider: 

• When rostering kindergarten students in Acadience Data Management at the start of 
each school year, how will you ensure that their demographic data is included? 

• When rostering new students in Acadience Data Management throughout the school 
year, how will you ensure that their demographic data is included? 

• If a student’s eligibility for or access to a federal service or plan (e.g., special education, 
Title 1, 504) changes during the school year, how will you ensure that change is also 
reflected in Acadience Data Management?  

• How will errors in demographic information be reported and rectified? 
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