
Correcting​ ​an​ ​Individual​ ​Student 
Required​ ​MAP​ ​role:​ ​​Data​ ​Administrator​​ ​or​ ​​Proctor 

1. In​ ​the​ ​left​ ​navigation​ ​pane,​ ​select​ ​​Manage​ ​Students​. 
2.  
3. Enter​ ​criteria​ ​to​ ​search​ ​for​ ​the​ ​student​ ​and​ ​click​ ​​Search​. 
4. Tip:​​ ​To​ ​broaden​ ​your​ ​search,​ ​try​ ​using​ ​an​ ​asterisk​ ​(*)​ ​as​ ​a​ ​wildcard​ ​in​ ​the​ ​student 

names.​ ​To​ ​narrow​ ​your​ ​search,​ ​try​ ​specifying​ ​the​ ​Term​ ​when​ ​the​ ​student​ ​was 
added. 

5. Select​ ​the​ ​student​ ​to​ ​update​ ​and​ ​click​ ​​View/Update​.  
6. Select​ ​the​ ​term​ ​and​ ​click​ ​​View/Update​ ​Term​. 

 

7. Complete​ ​any​ ​gaps​ ​in​ ​the​ ​profile,​ ​particularly​ ​the​ ​attributes​ ​marked​ ​​R​​ ​(Required 
for​ ​reporting)​ ​so​ ​that​ ​the​ ​student​ ​appears​ ​on​ ​MAP​ ​reports. 

8. Click​ ​​Update​ ​Term​. 
9. Click​ ​​Continue​. 
10.Click​ ​​Submit​. 
11.You​ ​are​ ​finished​ ​when​ ​you​ ​see:​ ​"​Student​ ​profile​ ​has​ ​been​ ​updated 

successfully.​" 

 


