
Employee Upload Process: 
 
Log into the eTrac system.  

1. Click on the “Import” link 
a. Review instructions carefully.  

 

 
 

2. Click on Download in the Template Section: 

 
  



This is what the template should look like. The template has two tabs – the layout tab and 
the data tab.  
 

 
 
 

 
 



Examples: 
 
This spreadsheet is incomplete due to missing fields. 
  

 
 
This spreadsheet is complete with all required fields 

 

 
 

• Make sure to include all of your employees on the Data tab of the spreadsheet 
o Ensure that all employees have been included to your spreadsheet.  

 Note: Each agency is limited to one upload. Missing employees 
will require manual data entry. 



• Save spreadsheet with a unique name  
 
After the template has been completed, access the eTrac system to upload your 
spreadsheet. 

3. Click on “Import” 
4. Click on “Choose File” 
5. Locate the spreadsheet on your computer  
6. Choose the correct document and click “Open” 

a. Review the file name to make sure you are uploading the correct document. 
7. Click “Upload” to send the file to Sandata for processing. 

 

 
 
 
When your template has been successfully uploaded, you will receive the following 
message:  

• Your file(s) have been uploaded  

 
  



Device Requests: 
 

In the previous example, the provider agency ordered six (6) devices for employees.  
• Please reference column “I” 
• In column “I”, “Y” indicates a state provided smart device is being requested.  

 
On the “List Devices” screen in eTrac, the provider can determine the status of device 
requests.  
 

 
 
 
If you request devices, you may access the “List Devices” screen in eTrac to check the 
status.  
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