
 
 
The Batch Unclaim functionality in Texas ELMS can be used to unclaim multiple students in one action instead of 
individually searching and unclaiming each student. 
 
 
 
Prepare a file of the students you would like to batch unclaim. 
Following the same format as the enrollment upload file, double check that all required information is included. 
Select the row containing your column headers and delete the row. The first student record should appear in Row 1. 
 
In Texas ELMS, select the Direct Certification tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Batch Unclaim Multiple Students 

 



 
Click Upload Unclaim. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Click Browse and select the prepared Excel document containing students you want to unclaim. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Click Upload a batch unclaim file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



If you are certain you want to unclaim the students on the selected file, review the warning message and confirm the 
action by clicking Submit your Batch Unclaim. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Did you complete a batch unclaim by mistake or for the wrong set of students? 
Reach out to FNSystems@TexasAgriculture.gov to request a reversal. Be sure to note your CE Name, CE ID, and the date 
on which the mistaken batch unclaim occurred. 

 

mailto:FNSystems@TexasAgriculture.gov

