
While locations that are linked to scored data cannot be
deleted, there is a way for a DataManager customer to “clean
up” their locations by deactivating those locations that they
will no longer be using. No data will be lost during this process.
This procedure can be used by any customer during any
period where there is no open Test Event.  
 
The following steps should be taken for Location Clean-up:

4. Riverside Insights imports the staff file to move all users 
to the building or district locations.  

 
 

DataManager Location Cleanup

 Customer exports a staff
file (spreadsheet) from
DataManager. 

1.
2. Customer deletes the Class,

Code, and Grade values 

3. Upload Staff File to the sFTP site. Add “CLEAN-UP”

to the beginning of your file name. 
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...so that the user is not connected to any specific class or
grade, only to the school.  If removing any school locations,
you will simply remove the school building and school building
code from the spreadsheet and keep your staff rostered to the
district level.  If the staff user should not have access to
campus or district level data, put an "N" under the Active User
column.  Note: this staff user will not be able to log into
DataManager until the new staff roster is uploaded.  



8. Riverside Insights processes your Location File, which will activate only those
locations in the file and deactivate your unused locations.   

 

6. Customer edits the export file, deleting all locations that are to be deactivated and 
adding any new ones. 

 
 

7. Upload Location File to the sFTP site.  
Add “CLEAN-UP” to the beginning of

your file name.  

 
 

9. A new staff file can be uploaded if the
users need to be assigned to newly
added classrooms and/or buildings. 

10. A new student roster file should be
uploaded with students assigned to the

correct locations (usually done right
before the next testing window).  

5. Customer exports all locations 
from DataManager. 
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