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LMS User Profile Requirements for Successful Upload 

A special field is provided in the User 

Profile.  

The data in the PEF User ID field is 

required for a successful upload. This field 

must match the user’s login name.  

At the time this field was added, all 

existing users in the system had this field 

pre-populated with the user login 

information.  

When adding new users, you will need to 

make sure to populate this field by 

copying the Login Name and pasting it 

into the PEF User ID field. 

 

Each employee record must have an  

Employee ID number assigned (you 

create this) in EnergyU. 

Upload File 

For administrators who would like to upload a spreadsheet for use in automatically granting performance 

evaluation certificates in EnergyU, the PEF User ID field in the user’s profile must have the required data. 

Copy the user’s login name and paste it into the PEF User ID field – these values must match in order 

for the PEF upload to be successful. 

• Create an upload file can be created using the Excel template,  

• Upload the PEF Uploader.csv file created in the MEA Electronic Evaluation app  

The upload file must contain the six columns shown in the screen shot below. 

 

Drag-n-Drop Completion Data Using PEF Uploader 

http://econfirm.org/pef-upload/sample-course.csv
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Upload Approval 

NOTE: You must have a valid login for the EnergyU LMS in order to be granted upload permission. 

To gain access to the upload site, you must complete an initial login approval request. 

1. Go to http://www.econfirm.org/pef-upload  

2. Click the Request Login Approval button. 

 

3. Enter the required MEA Access Request information and click the Request Access button. 

 

http://www.econfirm.org/pef-upload
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Once you have login approval, you can login and upload your user PEF completion data file. 

1. Go to http://www.econfirm.org/pef-upload  

2. Login using your EnergyU LMS credentials. 

3. Drag your CSV file and drop it in the upload area of the screen, or click in the upload area and 

browse to the file location. 

 

A successful upload can be verified in the Credits-by-User report. As long as the user is enrolled in the PEF 

certificate, completion of the PEF course will grant the certificate. The course will automatically be placed in 

maintenance mode after 30 days. Courses in maintenance mode do not appear in the Credits-by-User 

report. The certificate remains valid during maintenance mode. View user certificate data for certificate 

expiration dates. 

 

Records that fail to upload will display at the bottom of the PEF Uploader screen. To view all records, click 

the History button at the top of the screen. Possible reasons for an unsuccessful upload include: 

1. Login name and PEF User ID fields do not match in user profile. 

2. Duplicate user in system (matching company and employee IDs). 

IMPORTANT! 

http://www.econfirm.org/pef-upload
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Locating the PEF Uploader File the Electronic Evaluation App 

If the evaluator does not have permission to upload directly from the app, or if a connection issue causes an 

upload failure, you may need to upload the data using the drag-n-drop feature of the PEF Uploader. The PEF 

Uploader.csv file is the file you will upload. 

Locate the file in the iOS version of the app: 

 

Locate the file in the Android version of the app: 

 

Locate the file in the legacy Windows version of the app: 

NOTE: The name of the Windows file is Pass_EZval_Records_File.csv.  

The file is located on your hard drive here:  

C:\MEA\EZval Performance Evaluation System\EZval Records\EZval Passed Records 
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Special Instructions 

If you were to open the logfile prior to uploading, and any of the employees in the report had an 

employee ID that begins with zero, you will corrupt the data unless the report is opened using a special 

method that prevents dropping the leading zero. 

Prevent dropping of leading zeros when opening the logfile in Microsoft Excel (Office 2016) 

This procedure only needs to be used when you have a field in your spreadsheet that starts with a zero. If 

none of your employee IDs start with zero, you should be able to open your CSV file normally. 

1. Launch Microsoft Excel and select Blank workbook to open a new worksheet. 

2. Select the Data tab. 

3. Under the Get Data section click From File then select From Text/CSV. 

 

4. In the Import Data window that opens up, browse to the file that contains the data you wish to 

import. 

5. Select the desired file and then click the Import button.  

6. Under Delimiter make sure the dropdown selection is set to Comma.  

7. Under Data Type Detection make sure dropdown is set to Do not detect data types. 
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8. Change the dropdown to select Load to…  

 

9. and then select Table and Existing Worksheet. (Note the import cell should be =$A$1) 

  

10. lick the OK button.  
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Prevent dropping of leading zeros in older versions of Microsoft Excel 

This procedure only needs to be used when you have a field in your spreadsheet that starts with a zero. If 

none of your employee IDs start with zero, you should be able to open your CSV file normally. 

1. Launch Microsoft Excel and select Blank workbook to open a new worksheet. 

2. Select the Data tab. 

3. Click on the From Text button in the Get External Data section. 

 

4. In the Import Text File window that opens up, browse to the EZval logfile that contains the data you 

wish to import. 

5. Select the desired file and then click the Import button.  

6. Within the Text Import Wizard – Step 1 of 3 window, select the Delimited radio button. 

 

7. Click the Next button. 

8. Within the Text Import Wizard – Step 2 of 3 window, select Comma (uncheck Tab) as the delimiter. 
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9. Click the Next button. 

10. In the Data Preview area of the Text Import 

Wizard – Step 3 of 3 window, select the User 

ID column, and then check the Text radio 

button in the Column data format area. This 

will format the column as text instead of 

numerals, and the leading zeros will not be 

dropped when imported. 

11. Click the Finish button to import the file. 

12. In the Import Data window, putting the data 

in the first cell of the first column (Existing 

worksheet: =$A$1) is fine, so click the OK 

button. 

 

 


