
Updating Ship To Information in ADAM 

1. Sign into ADAM 
 

2. Go to Roster/Users 

 
3. Enter your county in the “Org” 

 
4. Enter “Student” in the “Role” 
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5. Select all by selecting the box in upper left corner 

 

 

6. Select the three dots in the upper right corner (next to the Export History button) 

 

 

7. Select “User Metadata Upload” 
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8. Select “Click to download the template” in Step 2. 

 

 

9. Go to “Template History” in the upper right corner 
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10. Download the file once the file status states “Success” 
a. Note: You can select “Refresh” to get an update on file status.  

 

 

11.  In the template, update the students Ship to Organization (Column G) by putting in 
the LEA Number and School Number (6-digit number). 

a. Example: 123456 

 

b. Save file when completed 
 

12. Choose Step 4 to upload your file. 

 
 

13. When completed, send email to Pearson noting the completion to: 
AQMCAPProgramDeliveryTeam@grp.pearson.com 

mailto:AQMCAPProgramDeliveryTeam@grp.pearson.com
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14. To review your upload history, select the “Upload History” button in upper right 
corner 

 


