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Step by Step Instructions for Entering PLTW Student Data 
 

1. You will need the following information to complete a student data form: 
a. Student Name 
b. Student EMIS ID (Obtain from your EMIS Coordinator or your ITC.) 
c. Student Gender 
d. Student Ethnicity (Race) 
e. Project Lead The Way Course Title(s) 
f. Part A Test Score (whole number) 
g. Part C Test Score (whole number) for Pre-engineering  

 – OR – 
Part B Test Score (whole number) for Biomedical 

h. PLTW Course Letter Grade 
 

2. Your school will be issued a single username, based on each school's IRN 
number.  The person designated to enter data for that school will be 
issued a password by the PLTW Ohio staff to access the system and 
enter the information for each PLTW class taught within that school.     
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3. Enter the username and password into the matching fields and click on 

“Login”. 
 

4. Once your login credentials are accepted, you will be taken to the “Quick 
Start” page that has some reminders of the information contained in this 
document. 
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Entering the Data 
1. Click on “High  School Students” and you will see the following screen: 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

2. Next Click on “New”. 
A page will be displayed that will accept your student’s data.  
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3. After Clicking on “New” the page below will be displayed. Enter all the 
required information.  You must enter data for at least 1 PLTW course but 
you may enter data for up to 3 courses.  When you are done, click on the 
“Submit” button at the bottom of the page.  
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4.  Click “Submit” to save the information.  You will see a confirmation screen. 
 

 

5. To add another student, click the “New” menu option again and repeat 
steps 3 and 4.
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Editing the Data 
 

1. Click on “High School Students” and click “GO”, and you will see the 
following screen. 
 
The students you have entered into the system already will be displayed. 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Click on a student’s first or last name to view the current information on 

file. 
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3. After clicking on the first or last name you will see a page with current 
information:  

 
4. To add information or to change information, click on the “Edit” button. 
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5. Make changes or add information. 
6. Click on “Save Changes”. 


