Effective April 2025

AP Digital Audio
Submission (DAS)
Portal Help

The DAS portal is used for submitting audio files for AP French, German, Italian, and
Spanish Language and Culture Exams, and AP Music Theory. This document provides
instructions on how to use the DAS portal: technical requirements, setting up accounts,
uploading and submitting files, and troubleshooting tips.
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Section 1: Accessing the AP DAS Portal

Access the DAS portal: apaudio.ets.org

Hardware/Software Requirements

= A computer (Mac® or PC) with access to the internet
= Computer access to the student response files recorded for the AP Exam
= Minimum supported web browsers:

+  Firefox 133

+ Google Chrome 131

+  Microsoft Edge 131

+ Safari 17.1

File Type Requirements

= File format: All files recorded using a digital language lab, handheld digital recorder, or computer
must be saved in MP3 file format.

= File naming convention: The student’s eight-character AP ID, underscore, and exam form letter.
All letters (including those in the AP ID) must be uppercase. An example of a correctly named
file is WXYZ1234_0. Do not include any additional information on the student’s file or in the file
name. The exam form can be found on the front cover of the Section Il orange booklet in the lower
right corner.

Note: The Digital Audio Capture (DAC) app directly names students’ recorded response files. The
DAC app for iPad uses the M4A file format, which is acceptable for these files. The DAC app for
Chromebook uses the MP3 file format. Do not change DAC app file names.

Important: Read below if you have a student testing with a braille exam.

The exam form letter “R” must be used at the end of the file name for all braille exams. Each student’s
response file must be named as the student’s unique AP ID, an underscore, and the exam form. (e.g.,
WXYZ1234_R). For submission through the DAS portal to be successful, each student’s file must be
named correctly. If “R” is not included in the file name, the file will not upload and will result in an error
message. Schools must upload files to the correct exam subject and braille box by clicking the upload
files button for that box.

Schools need to save and name student response files if handheld recorders, computers with MP3
recording software, or a digital language lab were used for recording. If the school used the Digital
Audio Capture (DAC) app, the app directly names and uploads files to the DAS portal.

FILE SUBMISSION DEADLINE: All files must be uploaded and submitted as soon as possible, preferably
directly following the exam, but no later than the close of the next business day after your school’s last
scheduled exam of a particular AP Exam administration period (i.e., regular or late). Submitting files after
this point could result in score delay.
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Section 2: Creating a DAS Portal Account

This section explains the process of setting up a DAS portal account for AP coordinators and school staff.
AP coordinators are required to have a DAS portal account if their school is administering AP French,
German, Italian, or Spanish Language and Culture Exams, or AP Music Theory Exams. AP coordinators
must have an account set up even if they plan to delegate file upload and submission to a designated staff
member. This is because a coordinator account must be set up to get the Coordinator Key; the
Coordinator Key must be provided to other school staff who need to set up a DAS portal account (see
page 7).

School staff accounts are optional, depending on whether the AP coordinator requires assistance.
(Important: See page 11 for information about eligibility requirements for designated staff.)

AP coordinators and designated school staff must have DAS portal accounts before the exam
administration. No other login information may be used to access the DAS portal (i.e., login used to order
AP Exams or AP Digital Portfolio login).

Setting Up Access—AP Coordinator

AP coordinators who created a DAS portal account in 2024 and are at the same school can use the
account they established in 2024 and don’t need a new account. Log in with the existing account
information and jump to page 8. (If the coordinator has not logged in within a year, they will be prompted to
answer their security question and perform a password reset.)

New AP coordinators or AP coordinators who moved to a different school need to create a new DAS portal
account using their six-digit school code and AP Registration and Ordering access code.

1. With the school code and AP Registration and Ordering access code, AP coordinators go to
apaudio.ets.org and click Create Account to begin the process.

O AP

Sign In to Your
Account to Get
Started

Username

Password

AP® Digital Audio T Remember Me
Submission Portal ( = )

The Digital Audio Submission (DAS) portal is used
by schools to upload and submit recorded audio
responses to the AP Program for the AP French,
German, Italian, and Spanish Language and
Culture Exams and the AP Music Theory Exam.

Need help? Instructions and Help Don't have an account?

#

Forgot username or password

AP® Digital Audio Submission (DAS) Portal Help © 2025 College Board 4


https://apaudio.ets.org/

2. Onthe Select Your Access Type page, select AP Coordinator from the drop-down menu and
then click Next. This launches the Access Setup page.

Home / Create an Account

Select Your Access Type

Access Type

‘AP Coordinator V‘

Select one
School Staff |

AP Coordinator

Home / Create an Account

Select Your Access Type

Access Type

AP Coordinator v
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3. Complete all required fields on the Access Setup: AP Coordinator page, then click Submit to
create an AP coordinator account. Note: Passwords must be eight or more characters and contain
a combination of letters (upper and lower case), numbers, and special characters (all characters
on a standard keyboard are acceptable).

B o A

Home / Create an Account / Access Setup

Access Setup: AP Coordinator

* = Risguired Flads

iour Aok

AP coondinstor

First Hama *

|

Last Mama®

Emiall

Aatypa Emall *

Dasined Lsamams *
FagEwond ©

Aatypa Password *
She-Digh Sciuedl Cods *

School Mame  (our Schodl nami will appear automatically onos you arter schodl poda )

AP Faglstration and Drdering Accass Code

This infiormation will B used only if you forget your usemame o passwaord.

Securty Juastion

A
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4. After setting up your account, you’ll see the confirmation page. The account setup process is
complete. You may click Return to Login to return to the home page (see page 8), or you may
simply close the portal if you don’t want to make any further changes at this time.

B © A5

< Return to Login .

0 Confirmation: Your account has been set up.

Click Return to Login above and log in with your username/password.

Note: You will receive a confirmation email that includes your Coordinator Key and your six-digit school code. Designated staff
need both of these codes to set up access to the DAS portal.

After the account setup is complete, check for a confirmation email. It's important to keep this email for
your records.

IMPORTANT: The email will contain a unique alphanumeric code called a Coordinator Key. The
Coordinator Key and the six-digit school code must be shared with any school staff who need to
create an account to upload and/or submit files. The AP coordinator must set up DAS portal access
and obtain the Coordinator Key before any other school staff can set up access. AP coordinators with
existing accounts can obtain their Coordinator Key by accessing their View/Update User
Information page (see page 10).

AP DAS Portal: Coordinator Access Confirmed

w3 @~ = &  ~  EiShare to Teams @, Zoom a8 Jd~ E-~

AP DAS Portal: Coordinator Access Confirmed

AP Advanced Placement Program 0 & &~ : &

Tor

Dear [AP coordinator]:

You've successfully set up access to the Ap® Digital Audio Submission (DAS) portal as an AP coordinator.
Access the AP DAS portal at: apaudio.ets.org

Your Coordinator Key is Your Coordinator Key will be listed here.

If you plan to have any school staff assist with uploading and/or submitting student response files,
provide them with both the Coordinator Key and your six-digit school code. Designated staff need
both codes to set up access to the AP DAS portal each year.

If you have questions, contact AP Services for Educators at 877-274-6474 (toll free in the U.S. and
Canada), 212-632-1781, or at cb.org/apeducatorcontact.

This message was automatically generated by the AP DAS portal. Please do not reply directly to this
email.
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Initial Login and Accessing User Information

Setting up access is now complete. There is no further action to take with the DAS portal until after the
exam administration. However, AP coordinators may log in to view or change account information.

5. Goto apaudio.ets.org and sign in with the username and password established during the setup
process.

© [AP

Sign In to Your
Account to Get
Started

Username

Password

AP® Digital Audio C1 emermber e
Submission Portal C " )
The Digital Audio Submission (DAS) portal is used

by schools to upload and submit recorded audio
responses to the AP Program for the AP French,
German, Italian, and Spanish Language and
Culture Exams and the AP Music Theory Exam.

Forgot username or password

Need help? Instructions and Help Don't have an account?

Create Account
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6. On the Home page, click the icon next to the username (upper right corner).

Digital Audio Submission Portal 4y Home  Instructions and Help

LISA ACADEMY Jane Smith &

Home

Click Add Uploads to upload and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previously
uploaded or submitted. DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's
last scheduled exam of a particular AP Exam period.

IMPORTANT: The portal can only accept filez in MP3 format, and named with the student’s eight-digit AP |0, underscore, and exam form
letter. {An example of a correctly named file is WXY¥Z1234_0). If you are using the Digital Audio Capture (DAC) app to record student audio
responses, the DAC app automatically names files using the correet format.

NEXT STEP: Click Add Uploads below to select the exam form for which you want to add files. Or, review unsubmitted files and then
submit them for scoring.

9 UPLOADED FILES

9 UPLOADED FILES

9 UPLOADED FILES

9 UPLOADED FILES

French Language German Language Italian Language Music Theory
and Culture and Culture and Culture

Upload 0 Upload [ Upload [} Uplcad 0
Submitted 0 Submitted a Submitted 1] Submitted [1]

MP3a MF3 MF3

9 UPLOADED FILES VIEW DATA

Spanish Language No Audio Response

and cu'tl.ll"e Enter information for students
who choose not o take the
speaking or sight-singing part

Upload 0 of the exam.

Submitted 0

MP3

7. Select View/Update User Information from the pop-up window.

° View/Update User Information
- Sign Out
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The View/Update User Information page is displayed. View or make any changes to account
information here. (The Coordinator Key, DAC Activation Key, and Six-Digit School Code fields will
be populated but cannot be edited.)

o A

Digital Audio Submizsion Portal 4y Home  Instructicns and Hisp

View / Update User Information

LT

Jana Smith

o Aok

AP Coordinsicr

First Hama

~ana

wast Mama®

Smith

Emnad] *

Rafypa Emall *
Fasawond

Ratypa FasEaword
Coorcinator Kay
DAC Actvalion Kay

She-Dight Schaool Ciodis

Schodl Hame:

CED

Return to Contents
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Setting Up Access—School Staff

The AP coordinator may choose to delegate the tasks of uploading and submitting files to school staff. In
this case, staff members must also create their own DAS portal accounts.

Important: Because AP French, German, Italian, and Spanish Language and Culture teachers and AP
Music Theory teachers cannot have any access to student recordings, these teachers are not permitted
to have DAS portal accounts or any access to the DAS portal. Teachers can still serve as proctors for
exams in a subject area other than the one in which they teach or have taught. (See page 122 in Part 2 of
the 2024-25 AP Coordinator’s Manual.)

Before staff accounts can be created, the AP coordinator must have created an account and received a
school-specific Coordinator Key,or accessed an existing account to view the Coordinator Key on the
View/Update Information page. Account setup for school staff requires the six-digit school code and the
Coordinator Key. Staff should contact their school’'s AP coordinator to receive these codes.

Note: School staff must set up a new account, even if they had an account in 2024.

1. With the school code and Coordinator Key, school staff go to apaudio.ets.org and click Create
Account to begin the process.

© [AP

Sign In to Your
Account to Get

Started

Username

Password

AP® Digital Audio 0 Remember ve
Submission Portal ( )
Submit

The Digital Audio Submission (DAS) portal is used
by schools to upload and submit recorded audio
responses to the AP Program for the AP French,
German, Italian, and Spanish Language and
Culture Exams and the AP Music Theory Exam.

Forgot username or password

Need help? Instructions and Help Don't have an account?

(o)
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2. Onthe Select Your Access Type page, select School Staff from the drop-down menu and then
click Next. This launches the Access Setup page.

Home / Create an Account

Select Your Access Type

Access Type

‘AP Coordinator V‘

Select one

School Staff

AP Coordinator

Home / Create an Account

Select Your Access Type

Access Type

School Staff -
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3. Complete all required fields on the Access Setup: School Staff page, then click Submit to create
a staff account. Note: Passwords must be eight or more characters and contain a combination of
letters (upper and lower case), numbers, and special characters (all characters on a standard
keyboard are acceptable).

o

Home / Create an Account / Access Setup

Access Setup: School Staff

*w Raguiad Fldds

Your Rolks

School staff

First Hama =

Last Hama =

Emniall =

Ratypa Emall =

Dausired Lsamama *
Fasawond *

Fatypa Fasswond *
Sbe-Dight School Code *
Sohool Name  (YoUr Sehool nams Wil appear sLRomatically Once you emtar school code )
Coorcinator Ky =

Coordnator Mama  (Your AP comdingtorns name wil appaar sutomatically onos you anter your Coondingtor Kay)

‘This information will be used only if yow forget your usemame o password.

Sacurty Queston *

Answar®

CIIED
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4. After setting up your account, you'll see the confirmation page. The account set up process is
complete. You may click Return to Login to return to the home page (see below), or you may
simply close the portal if you don’t want to make any further changes at this time.

< Return to Login -

Q Confirmation: Your account has been set up.

Click Return to Login above and log in with your username/password.

Note: You will receive a confirmation email.

Initial Login and Accessing User Information

Setting up access is now complete. There is no further action to take with the DAS portal until after the
exam administration. However, school staff may log in to view or change account information.

5. Log in with the username and password established during the setup process.

Sign In to Your
Account to Get

Started

Username

Password

AP® Digital Audio © Remember Me
Submission Portal ( == )

The Digital Audio Submission (DAS) portal is used
by schools to upload and submit recorded audio
responses to the AP Program for the AP French,
German, Italian, and Spanish Language and
Culture Exams and the AP Music Theory Exam.

Forgot username or password

Need help? Instructions and Help Don't have an account?

Create Account
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6. On the Home page, click the icon next to the username (upper right corner).

Digital Audio Submission Portal {:r Home  Instructions and Help

LISA ACADEMY Jane Smith (2

Home

Click Add Uploads to uplead and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previously
uploaded or submitted. DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's
last scheduled exam of a particular AP Exam period.

IMPORTAMNT: The portal can only accept files in MP3 format, and named with the student’s eight-digit AP |0, underscore, and exam form
letter. (An example of a correctly named file is WXYZ1234_0). If you are using the Digital Audic Capture (DAC) app to record student audio
responses, the DAC app automatically names files using the correct format.

NEXT STEP: Click Add Uploads below to select the exam form for which you want to add files. Or, review unsubmitted files and then
submit them for scoring.

9 UPLOADED FILES 9 UPLOADED FILES e UFLOADED FILES 9 UPLOADED FILES

French Language German Language Italian Language Music Theory
and Culture and Culture and Culture

Upload 1] Upload 0 Upload 1] Upload []
Submitted o Submitted o] Submitted 1] Submitted 1]
MP1

9 UPLOADED FILES

Spanish Language

MP3

VIEW DATA

No Audio Response

L7 ]

MP3

and Cull'l,ll"e Enter infarmation for students
wha choose not to take the
speeking or sight-singing part

Upload 0 of the exam.

Submitted 0

MFP3

7. Select View/Update User Information from the pop-up window.

° View/Update User Information
- Sign Out
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The View/Update User Information page is displayed. View or make any changes to account
information here. (The Six-Digit School Code field will be populated but cannot be edited.)

Digital Audio Submission Portal £ Home  Instructions and Help

View / Update User Information
* = Required Fields

Username

Jay Smith

‘Your Role

School staff

First Name *

Jay

Last Mame *
Smith

Ermail *

Retype Email *
Password
Retype Password

Six-Digit School Code

School Name

CAED

Return to Contents
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Section 3: Uploading and Submitting Files after the
Administration

This section explains the process of uploading, managing, and submitting students’ recorded response
files in the DAS portal. Delete all old audio files from computers before this year's AP Exam administration.

Selecting the Exam and Form

Log in to the DAS portal (apaudio.ets.org) after the exam has been administered and you’re ready to
upload students’ responses. You will be taken to the Home page. The Home page will show only the 2025
AP Exam subjects (French, German, Italian, and/or Spanish Language and Culture, and/or Music Theory)
that your school ordered.

8. Click Add Uploads in the subject for which you are uploading audio files. If you’re uploading files
for more than one subject, complete the following steps for one subject, and then return to this
page and repeat for each subject.

m Lish ACADEMY Jonesmin &

Digital Audio Submission Portal {5 Home Instructions and Help

Home

Click Add Upleads 1o uplead and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previously
upleaded or submitted. DEADLINE: All files must be upleaded and submitted before the close of the next business day after your school's
last scheduled exam of a particular AP Exam period.

IMPORTANT: The portal can only accept files in MP3 format, and named with the student’s eight-digit AP |0, underscore, and exam form
letter. (An example of a correctly named file is WXYZ1234_0). If you are using the Digital Audic Capture (DAC) app to record student audio
responses, the DAC app automatically names files using the correct format.

NEXT STEP: Click Add Uploads below to select the exam form for which you want to add files. Or, review unsubmitted files and then
submit them for scoring.

@ UPLOADED FILES 9 UPLOADED FILES e UPLOADED FILES 9 UPLOADED FILES
French Language German Language ltalian Language Music Theory

and Culture and Culture and Culture

Upload ] Upload o] Upload 1] Uipdoad ]
Submitted 0 Submittad 1} Submitted 0 Submitted 0
MP2 MP3 ] WP

9 UPLOADED FILES VIEW DATA

Spanish Language No Audio Response

and Culture Enter information for students

wha choase not to take the

speaking or sight-singing part
Upload of the exam.
Submitted

EE=]
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9. You will now be on the subject’s page. Exam information (Exams ordered, Exams uploaded, and
Test date) for each form is displayed in its respective frame. If multiple forms are listed, be sure to
upload response files to the correct form (the form letter is listed on the bottom right corner of
students’ orange booklets). If you try to upload files to the wrong form, you will receive an upload

error message, and your files will not be uploaded.

NOTE: If you have a student who took a braille exam, see “File Type Requirements” on page 3 for

form letter information.

To begin the upload process, select the form by clicking Upload Files. If you are giving exams during
more than one testing administration (i.e., regular or late), log in to the DAS portal to upload files after

each administration period.

Digital Audio Submission Portal

Spanish Language and Culture

Click Upload Files below to upload student audio response files for each form.

Jane Smith &

ﬁ Home Instructions and Help

DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's last scheduled exam of

a particular AP Exam period. Submitting files after this point could result in score delay.

FORM O FORM A FORM Z

SPANISH LANGUAGE SPANISH LANGUAGE SPANISH LANGUAGE
AND CULTURE AND CULTURE AND CULTURE

Exams ardered - 5 Exams ordered - 5 Exams ardered - 5

Exams uploaded - 0 Exams uploaded - 0 Exams uploaded -0

Test Date: 05/15/2023 Test Date: 05,/23/2025 Test Date: 05/28/2025

@ 4m - .

BRAILLE

SPANISH LANGUAGE
AND CULTURE

Exama ordered - 5
Exams uploaded- 0

Test Date: 05,/15/2025

&

The Exams ordered field displays the number of exams your school has ordered for each form. The
number of files you can upload cannot exceed the number of exams ordered for each form.

AP® Digital Audio Submission (DAS) Portal Help
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Uploading and Managing Files

10. After clicking Upload Files, a search window pops up. Navigate to the file location on your
computer or external drive, select the files for upload, and click Open. You may select one or more
files to upload at a time.

Important: Make sure all files have an eight-character AP ID, underscore, and form letter. Also make
sure that all files have been saved in MP3 file format (the files should end with “.mp3”). If there are any
incorrectly named files or files with a file format other than MP3 spotted at this step, correct the file
names or convert the files to the MP3 format before attempting to upload. If your recordings are in a
different format (.wav, .acc, .wma, .aiff), use file conversion software to convert the file to MP3. Please
consult with your IT staff for assistance. You must not simply rename the file name extension to .mp3.

« N « Documents > YYYY AP Spanish Language and Culture Exam ~ & | SearchVVVY AP Spanish Lang... 0
Organize New folder ® @
~ B Desktop * 4 vZvosov_0.mp3
g Documents ] 1¥187123_0.mp3
YYYY AP Spanish Language and C 4 4WZZ8199_0.mp3
[ Documents 4 SWWUVAOW_O.mp3
4 6WEVV196_0.mp3
4 Downloads

@ TVUWYZS7_0.mp3

D Music 1 BYVZAWY4_ 0.mp3
=] Pictures 1 28XUV3VE_O.mp3
B Videos 4 71¥2UT93_0.mp3
55 OSDisk (C) 41 378Z52XW_0.mp3

&} 38383V75_0.mp3
£ UST504V_0.mp3
4 UZZ16171_0.mp3
41 W5VZ962_0.mp3

| ZZ789X28 O.mp3

File name: ~| | AllFiles ) v

Open Cancel

After files have been uploaded to the DAS portal, you will see the Status page. The Status page
displays File Name, Status, Status Date, and Student Permission for any uploaded and/or
submitted student response audio files for your school. As files are uploading, the status column will
show the progress.

When the upload is complete, the Status column will display Uploaded but not submitted.
If you need to upload more files, click Add Uploads.

—m LISA ACADEMY JaneSmith 2

Digital Audio Submission Portal 4 Home  Instructions and Help

Spanish Language and Culture

DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school’s last scheduled exam of
a particular AP Exam period. Submitting files after this point could result in score delay.

0 Confirmation: 5 files have been uploaded successfully.

Uploaded Files 5 files (0 selected ) Upload Status
0 File(s) Uploading
0 Error(s) Export Report

Status
R S

o
01-02-2025
Uploaded but not submitted
O  38383v75.0MP3 Play | Upl 154823
01-02:2025
O  7vuwyzs7.0MP3 Play | Uploaded but not submitted
154421
01-02:2025
Uploaded but not submitted
O 6W&VV196 OMP3 Play | Upl 15480
O  187123.0Mp8 Play | Uploaded but not submitted 01:02:2029
- L - 154418
01-02:2025
O  1vzvosov_oMp3 Play | Uploaded but not submitted sas1y
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Error Messages

If an error occurs during upload, a message will display. Files with errors will not be uploaded. File naming
errors must be corrected on your computer and then the correctly named files should be uploaded. The
error log in the right pane will list the files with errors and the action needed to correct them.

IMPORTANT: The error log is available only when you are on the Status page and during your current
session. Errors will disappear after you log out, leave this page, or go back to perform additional uploads.
Export the error log before leaving this page.

11. Click Export Report to save your error log in Excel format.

m LISA ACADEMY Jane Smith &

Digital Audio Submission Portal {3 Home  Instructions and Help

Spanish Language and Culture

DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's last scheduled exam of
a particular AP Exam period. Submitting files after this point could result in score delay.

Uploaded Files o fife (0 selected ) Upload Status

0File(s) Uploading

(Add Uploads) ‘ Q Search by filename ‘ C) 0 File(s) Uploaded

4 Error(s) Export Report

Status
o e CON 3l oo o

File format error. Only mp3 files can be

uploaded. The file must be recorded as
or converted tomp3. Please upload the

file in the correct mp3 format

TVUWYZ97.0  Error ®
File naming error. Exam form is missing
The file name must contain 0, 1, A, Z or R
and conform to APID_form.mp3, (e .
WXYZ1234_0.mp3). Please correct the

file name and upload the file.

12. After correcting errors, click Add Uploads to return to the exam subject’s main page. On the main
page, click Upload Files again.

If duplicate files were uploaded from the DAC app, the DAS portal will display a duplicate files warning
message on the Home page. This message will only appear on the Home page and will remain there until
the duplicate files have been resolved.

13. If you see the duplicate files message, click “here” in the message. You will be taken to the DAC
File Troubleshooting Site to resolve duplicate files. You must then return to the DAS portal to
submit those files.

—m LISA ACADEMY Janesmith &

Digital Audio Submission Portal {3 Home Instructions and Help

Home

Click Add Uploads to upload and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previously
uploaded or submitted. DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school’s
last scheduled exam of a particular AP Exam period

IMPORTANT: The portal can only accept files in MP3 format, and named with the student’s eight-digit AP ID, underscore, and exam form

letter. (An example of a correctly named file is WXYZ1234_0). If are using the Digital Audio Capture (DAC) app to record student audio
I( the DAC app at i names files using the

NEXT STEP: Click Add Uploads below to select the exapp f
submit them for scoring.

ich you want to add files. Or, review unsubmitted files and then

o Important! You have duplicate files. Click here to resolve.

@ vrLorvenFiLes @ vrLorven FiLes @ vrLosven FiLes @ vrLonven FiLes
French Language German Language Italian Language Music Theory
and Culture and Culture and Culture
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Submitting Files

After files are uploaded and student permissions are set, the files are ready for the final step in the
process: submission to the AP Program for scoring.

DEADLINE: All files must be uploaded and submitted as soon as possible. Submission must be no later
than the close of the next business day after your school’s last scheduled exam of a particular AP Exam
administration period (i.e., regular or late). Submitting files after this point could result in score delay.

14. On the Status page, check the box(es) of the uploaded file(s) you would like to submit and click
Submit for Scoring at the top of the table. The Submit for Scoring button will become active
when files are selected.

m LISA ACADEMY Jane Smith &

Digital Audio Submission Portal 12 Home  Instructions and Help

Spanish Language and Culture
Audio files you previously uploaded and submitted are shown in the table below. Submit uploaded files by selecting one or more files and
clicking Submit for Scoring.

DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school’s last scheduled exam of a particular AP Exam period.

Uploaded Files 5 files ( 5 selected ) (Suhmit for Seoring) ( Delete )

(Add Uploads) ‘ Q Search by filename ‘ C)
Status
5

X 01-02-2025

38383V75_0.MP3 Play = Uploaded but not submitted 154423
01-02-2025

TVUWYZ97_0.MP3 Uploaded but not submitted 15:4421
X 01-02-2025

EWEVV196_0.MP3 Play Uploaded but not submitted 15:4420
X 01-02-2025

1¥187123_0.MP3 Play Uploaded but not submitted 15:4418
01-02-2025

1VZYOBOY_O.MP3 Play = Uploaded but not submitted 154417

Note the following:

+ You can select all files at once by checking the box at the top of the first column.
+ Delete allows you to delete selected uploaded and/or submitted files.

+ File Name, Status, and Status Date allow you to sort or filter files.

+  Search allows you to search for an individual file. The Search field has searches on partial
terms built in so if you enter a string of numbers, such as 123, it will display every file that
contains that string starting in any position.

— Enter the form letter into the search field to see how many files have been uploaded for each
form.
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15. After you click Submit for Scoring, a confirmation window will appear indicating the number of
files you have selected for submission. Click Submit to submit the selected file(s) for scoring.

Submit for Scoring

You have selected 5 Spanish Language and Culture files to submit for

h S

The Status field for the file(s) you submitted for scoring will update from Uploaded but not submitted
to Submitted for scoring, confirming that submission was successful. Any files with boxes that were
not checked will remain in the Uploaded but not submitted status. The Status Date field always
displays the date of the last completed action.

—m LISA ACADEMY Jane Smith &

Digital Audio Submission Portal {3 Home Instructions and Help

Spanish Language and Culture

Audio files you previously uploaded and submitted are shown in the table below. Submit uploaded files by selecting one or more files and

clicking Submit for Scoring.

DEADLINE: Al files must be uploaded and submitted before the close of the next business day after your school's last scheduled exam of a particular AP Exam period.

o Confirmation: The 5 files you selected have been submitted for scoring

Uploaded Files 5 files ( 0 selected )

Add Uploads ‘ Q Search by filename | @

Status
Status
01-02-2025
] 38383V75_0O.MP3 Play | Submitted for scoring 155313
01-02-2025
O TVUWYZ97_0.MP3 Play | Submitted for scoring
15:53:13
01-02-2025
] 6WEVV196_0.MP3 Play | Submitted for scoring
155313
01-02-2025
] 1Y187123_0.MP3 Play | Submitted for scoring
155313
) ) 01-02-2025
O TVZYDB0Y_O.MP3 Play | Submitted for scoring 155313
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After files have been successfully submitted, the AP coordinator will receive a confirmation email.
(Note: A confirmation email is sent every time files are submitted. If, for example, files are submitted
one at a time, the AP coordinator will receive an email for each file.)

AP DAS Portal: Student Audio Response Files Submitted

w B M~ & % -~ KEiShareto Teams @ Zoom a8 Jd E~v B

AP DAS Portal: Student Audio Response Files Submitted

AP Advanced Placement Program 0 « &« -~ i &

b=
To:

Dear [AP coordinator],

You've successfully submitted student audio responses for the ap® Spanish Language and Culture Exam to the AP Digital
! Audio Submission (DAS) portal for scoring.

You can log in to the AP DAS portal to check the status of your student audio response files at apaudio.ets.org.

| If you have questions, contact AP Services for Educators at 877-274-6474 (toll free in the U.S. and Canada), 212-632-1781,
or at ch.org/apeducatorcontact.

| This message was automatically generated by the AP DAS portal. Please do not reply directly to this email.

If you choose to log out without submitting files, you will receive a pop-up confirmation message before
logging out. You will be able to log back in and resume the submission process.

Uploaded but not submitted

There are 4 uploaded files that are not yet submitted for scoring. Do you
want to log out without submitting the files for scoring?
(You can log in again to submit the files.

=@
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If you need to delete files for any reason, you may do so when files are in the Uploaded but not
submitted or Submitted for scoring status. Files in Submitted for scoring status are in a queue
waiting to be sent to the scoring application. They are still in the DAS portal and can be deleted and re-
uploaded if necessary. If you delete files, you will receive a message to confirm the deletion.

Delete File

Are you sure you want to delete the 2 selected file(s)?

Once you delete you cannot undo. You will have to re-upload the file(s).

( cancel ) ( pelete )

At any time, you may log back in to the DAS portal to review the files you submitted. After the initial
login, the Home page displays the total number of files across all forms and the number of files in an
Uploaded but not submitted status.

The Access Uploaded Files link is now available for you to continue working on previously submitted
files. You can continue to upload and submit files until submission is complete.

LISA ACADEMY Jane Smith 2

Digital Audio Submission Portal { Home  Instructions and Help

Home

Click Add Uploads 1o upload and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previously
uploaded or submitted. DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's
last scheduled exam of a particular AP Exam period.

IMPORTANT: The portal can only accept files in MP3 format, and named with the student’s eight-digit AP 10, underscore, and exam form
letter. (An example of a correctly named file is WXYZ1234_0). If you are using the Digital Audic Capture (DAC) app to record student audio
rezponses, the DAC app automatically names files using the correct format.

NEXT STEP: Click Add Uploads below to select the exam form for which you want to add files. Or, review unsubmitted files and then
submit them for scoring.

9 UPLOADED FILES 9 UPLOADED FILES 9 UPLOADED FILES 9 UPLOADED FILES

French Language German Language ltalian Language Music Theory
and Culture and Culture and Culture
Upload 3 Upload 0 Upload 2 Upload 0
Submitted 0 Submitted o Submitted 1 Submitted 0
3 files have not been
1 file has not been submitted.

subm ited._Acf:en ”P“"‘.‘“" Access Uploaded Files to
Files to review and submit for (icer ard submit for scori
pry review and sul sconing.
MP3 MP2 L] MP3
9 UPLOADED FILES VIEW DATA
Spanish Language Mo Audio Response
and Culture Enter information for students.

who choose not to take the

speaking or sight-singing part
Upload 5 of the exam.
Submitted 5
MF3
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Files Sent to Scoring System

On a date sometime after your files have been submitted, the AP Program will transfer your submitted files
into a scoring application. When this happens, the status of your files will change to Sent to scoring
system. Once files are in this status, you can no longer delete them or change student permissions.

If you need to make any changes to a file that is in Sent to scoring system status, please contact
AP Services for Educators for additional instructions.

_m LISA ACADEMY Jane Smith &

Digital Audio Submission Portal 12 Home Instructions and Help

Spanish Language and Culture

Audio files you previously uploaded and submitted are shown in the table below. Submit uploaded files by selecting one or more files and
clicking Submit for Scoring.

DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school’s last scheduled exam of a particular AP Exam period.

Uploaded Files 5 files ( 0 selected )

Add Uploads ‘ Q Search by filename ‘ @
Status
Date

O
m] 38383V75_0MP3 Pl : 01-02-2025
)_{ PlayH Sent to scoring system 15:5313
m} 7VUWYZ97_OMP3 Pl i 01022025
s Playll Sent to scoring system 155312
01-02-2025
O 6W6EVV196_0.MP3 Play|| Sent to scoring system
15:53:13
01-02-2025
m] 1¥187123_0.MP3 Play Submitted for scoring
16:53:13
01-02-202%
O 1VZYDBOY_O.MP3 Play Submitted for scoring 155313
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No Audio Response

If any student chose not to take Section Il, Part B (speaking or sight-singing) of the exam, you must enter
their information in the DAS Portal following the instructions below and complete an Incident Report (IR).
See “Student chooses not to record the Speaking part of French, German, Italian, and Spanish Language
and Culture, or the Sight-singing part of Music Theory” under “Administration Incidents” in Part 2 of the
2024-25 AP Coordinators Manual for detailed instructions. If a student didn’t take any part of the exam,
do not indicate this in the DAS portal. You must set the student’s exam to “unused” in AP Registration and
Ordering.

To complete this section, you must have the student’s AP ID and exam materials.

1. Onthe Home page, click Add Data in the No Audio Response box.

Digital Audio Submission Portal {r Home  Instructions and Help

LISA ACADENY Jane Smith &

Home

Click Add Upleads to upload and submit your audio files. Click UPLOADED FILES or Access Uploaded Files to access files you previcusly
upleaded or submitted. DEADLINE: All files must be uploaded and submitted before the close of the next business day after your school's
last scheduled exam of a particular AP Exam period.

IMPORTANT: The portal can only accept files in MP3 format, and named with the student’s sight-digit AP |0, underscore, and exam form
letter. (An example of a comrectly named file is WXYZ1234_0). If you are using the Digital Audio Capture (DAC) app to record student audio
responses, the DAC app automatically names files using the correct format.

NEXT STEP: Click Add Uploads below to select the exam form for which you want to add files. Or, review unsubmitted files and then
submit them for scoring.

@ UPLOADED FILES

9 UPLOADED FILES

9 UPLOADED FILES

@ UPLOADED FILES

French Language German Language Italian Language Music Theory
and Culture and Culture and Culture
Updoad o Upload 1} Upload 0 Updoad ]
Submitted o Subrmitted 1] Submitted 0 Submitted o
MP3 MP3 P MP3
e
9 UPLOADED FILES WVIEW DATA
Spanish Language Mo Audio Response
and Culture Enter information for students
who choose not to teke the
speaking or sight-singing part
Updoad 3 of the axam.
Submited 5
WP
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https://apcentral.collegeboard.org/pdf/ap-coordinators-manual-part-2.pdf

2. Enter the student information into the required fields and select Save. Required fields are noted
with an asterisk (*).

+ Allinformation must be entered as soon as possible, preferably directly following the exam,
but no later than the close of the next business day after your school’s last scheduled exam of
a particular AP Exam administration period (i.e., regular or late).

+ If you are trying to enter information and the form letter is not active, call AP Services for

Educators.
LISA ACADEMY Jane Smith &
Digital Audio Submission Portal {3 Home  Instructions and Help

< Return to Home

No Audio Response

Fill out the information below if a student chose not to record the Speaking part of the French, German, Italian, or Spanish Language and
Culture Exam, or the Sight-singing part of the Music Theory Exam. Compilete an Incident Report (IR) according to the Administration
Incidents section in Part 2 of the AP Coordinator's Manual.

Students who chose not to record will not be permitted to retest. Their score will be reported based on what was completed unless they
request a score cancellation. If a student did not take any part of the exam, do not indicate that on this page. You must set the student's
exam to “unused” in AP Registration and Ordering.

Student Information

* = Required Fields

APID *

Initials

DOE (MM/DD)

Exam Mame *

| Select one v |

Form *

| Select one v |

D) (D
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3. The information you entered will be saved in the table following the Student Information fields.

+ You may delete entries that are incorrect and re-enter the correct information.

Q, Search l.r ‘I

\, /
e .

- - - - — |~

(]} IFIEIVTS Wy 1020

A5 Wusic Theary

(] U337V s o103 AP Spanish Language and Culture o

4. Complete an Incident Report (IR) according to the directions provided in Part 2 of the 2024-25 AP
Coordinator's Manual.

Additional Help

If you have any questions about the DAS portal access, upload, or submission process, call AP Services
for Educators (Monday—Friday) at 877-274-6474 (toll free in the U.S. and Canada) or 212-632-1781.

Return to Contents
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Section 4: Frequently Asked Questions

DAS Portal Access

For AP Coordinators:

1. 'm my school’s AP coordinator. How do | gain access to the AP Digital Audio Submission (DAS)
portal?

If you created a DAS portal account in 2024 and are still at the same school, you don’t need to set up a
new account. Log in with your existing account information (update your password when prompted). You
will be asked to answer your security question. However, if you set up an account last year but changed
schools, then you must set up a new account this year. New AP coordinators must also create an account.

To create a new DAS portal account, you need your six-digit school code and AP Registration and
Ordering access code. The six-digit school code was included in the email sent to AP coordinators in April
announcing that the DAS portal is available. Your AP Registration and Ordering access code is displayed
on the homepage after signing in to myap.collegeboard.org (The AP Registration and Ordering access
code is the same code AP coordinators used to first access AP Registration and Ordering.)

With the six-digit school code and AP Registration and Ordering access code, go to apaudio.ets.org
and click Create an Account to begin the process.

For more information about setting up AP coordinator access to the portal, see pages 4-10 of this Help
document.

2. I’'m an AP coordinator and | did not receive an email about the DAS portal. How should | proceed?

You can proceed without the email. Go to apaudio.ets.org to access the DAS portal and follow the steps
on pages 4-10 of this Help document. To create an account, you need your six-digit school code and AP
Registration and Ordering access code.

Your AP Registration and Ordering access code is the code you used to initially sign in to AP Registration
and Ordering and was emailed to you and your school’s principal in August. It will also be displayed on the
homepage after you sign in to myap.collegeboard.org.

You may find your school code by going to collegereadiness.cb.org/k-12-school-code-search.

If you are unable to determine any of this information, contact AP Services for Educators.

3. 'm an AP coordinator and I’'m using my DAS portal account from 2024. Will | use the same
Coordinator Key from 2024 to create new school staff accounts or will | be issued a new one?

If using your DAS portal account from 2024, you will be automatically assigned a new Coordinator Key.
After logging in to the DAS portal, your new Coordinator Key will be on the View/Update User Information
page, displayed in the Coordinator Key field (see page 10). Your new Coordinator Key will be a unique
alphanumeric code.

4. I’'m an AP coordinator for multiple schools. Can | log in using the same DAS portal account for
each school?

No. If you are an AP coordinator for multiple schools, you need to create separate DAS portal accounts for
each school at which you serve as AP coordinator.
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For Staff:

5. ’'m a school or district staff person. How do | gain access to the AP Digital Audio Submission
(DAS) portal?

If you have been designated by your school’s AP coordinator to upload and submit files through the DAS
portal, the AP coordinator must provide you with a school-specific alphanumeric Coordinator Key and six-
digit school code to create an account (contact your AP coordinator for these codes).

Note: All designated staff must create a new DAS portal account in 2025.

With the six-digit school code and the Coordinator Key, staff should go to apaudio.ets.org and click
Create an Account to begin the process. For more information about setting up staff access to the portal,
see pages 11-16 of this Help document.

Reminder, as noted on page 122 of Part 2 of the 2024-25 AP Coordinator’s Manual, because AP French,
German, Italian, and Spanish Language and Culture teachers and AP Music Theory teachers cannot have
any access to student recordings, these teachers are not permitted to have DAS portal accounts or any
access to the DAS portal. Teachers can still serve as proctors for exams in a subject area other than the
one in which they teach or have taught. See page 54 in Part 2 of the 2024-25 AP Coordinator’s Manual
for AP subject areas for assigning proctors.

Fo

=

Everyone:

6. | created a DAS portal account in 2024 to upload and submit student audio files. Do | need to set up
a new account this year?

If you are an AP coordinator at the same school, you don’t need to create a new account. However, DAS
portal accounts are tied to specific schools, so if you changed schools, you need to create a new account
using your current school’s information.

All designated staff must create a new DAS portal account each year. (See question 1 for AP coordinators
or question 5 for staff.)

7. | have a username and password for other College Board websites (AP Registration and Ordering,
AP Course Audit, Education Professionals, etc.). Can | use this login to access the AP DAS portal?

No. The usernames and passwords you use to access other College Board websites will not work with the
AP DAS portal. You need to set up a new user account (username and password) on the Access Setup
page in the DAS portal.

8. I’'ve forgotten my DAS portal username or password.

If you already have an account and have forgotten your username or password, go to apaudio.ets.org and
select the “Forgot Username” or “Forgot Password” link on the Login page.

9. Do students need an account on the DAS portal in order to record?

No. Recording and uploading are separate actions. Students record during the exam administration using
acceptable digital recording technology. Each student’s recording is saved as a file. After the exam
administration, only the AP coordinator or designated school staff may upload files to the DAS portal.
Students should never have access to the DAS portal.
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DAS Portal Usage

10.

11.

12.

13.

When and how do | upload and submit student response files to the DAS portal?

Uploading and submitting are two separate steps. First, files must be uploaded to the DAS portal. Then
they must be submitted in the DAS portal.

Deadline: All files must be uploaded and submitted as soon as possible, preferably directly following the
exam, but no later than the close of the next business day after your school’s last scheduled exam of a
particular AP Exam administration period (i.e., regular or late). Submitting files after this point could
result in score delays.

Instructions are in the “Saving, Naming, Uploading, and Submitting” section for the subject you're
administering in the 2024-25 AP Exam Instructions; “Using the DAS Portal to Upload and Submit Files”
on pages 122-123 in Part 2 of the 2024-25 AP Coordinator’s Manual; and this Help document.

Note: If your school is using the DAC app to record students’ responses, the app directly uploads files
to the DAS portal. After the exam administration, the AP coordinator or other designated staff member
must log in to the DAS portal to submit those files for scoring. See the Digital Audio Capture (DAC)
App Overview (iPad or Chromebook) available at cb.org/ap-dac for details about the

DAC app.

I’m using one of the supported browsers listed, but I’m still getting a warning when | go to the DAS
portal. What should | do?

Verify that the browser is one of the minimum supported browsers for 2025, as listed on page 3 of this Help
document:

+  Firefox 133
+ Google Chrome 131
+  Microsoft Edge 131
+ Safari 17.1
If you’re using one of these supported browsers, click “Continue anyway.”

Are a school’s AP teachers for AP French, German, Italian, and Spanish Language and Culture
Exams, and AP Music Theory permitted to upload and/or submit students’ recorded files through
the DAS portal?

No. See page 122 in Part 2 of the 2024-25 AP Coordinator’s Manual. Because AP French, German,
Italian, and Spanish Language and Culture teachers and AP Music Theory teachers cannot have access
to student recordings, these teachers are not permitted to have DAS portal accounts or any access to the
DAS portal. Teachers can still serve as proctors for exams in a subject area other than the one in which
they teach or have taught. See page 54 in Part 2 of the 2024-25 AP Coordinator’s Manual for AP subject
areas for assigning proctors.

Is there a file naming convention | need to follow to save student response files?

Yes. See page 122 in Part 2 of the 2024-25 AP Coordinator’s Manual and the “Saving, Naming,
Uploading, and Submitting” directions for the appropriate subject in the 2024-25 AP Exam Instructions.

If your school recorded student responses using a computer, digital language lab, or handheld recorder,
you must save files in MP3 file format. You must name each student’s file with:

The student’s eight-character AP ID (found on the student’s orange booklet, or by playing the
beginning of their recording, if necessary), followed by an underscore, followed by the exam form
letter—for example, “O” (found at the bottom right corner of the orange booklet).

For example, if a student’s AP ID is WXYZ1234, and the exam form is “O,” that student’s digital file must
be named as WXYZ1234_0O and saved in MP3 file format. (See the chapter for your specific subject in the
2024-25 AP Exam Instructions book.)

Do not include any additional information on the student’s file or in the file name.
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14.

If files are not named with the correct naming convention, they will not upload and you’ll receive an error
message after attempting to upload in the DAS portal.

Note: Files recorded using the Digital Audio Capture (DAC) app running on iPad use the M4A audio
file format instead of MP3. This is correct for DAC app running on iPad and you should proceed with
submitting the M4A files. Files uploaded via DAC app running on Chromebook will use the MP3
format. Do not change the file name of files uploaded from the DAC app.

Important: Read below if you have a student testing with a braille exam.

The exam form letter “R” must be used at the end of the file name for all braille exams. Each student’s
response file must be named as the student’s unique AP ID, an underscore, and the exam form. (e.g.,
WXYZ1234_R). For submission through the DAS portal to be successful, each student’s file must be
named correctly. If “R” is not included in the file name, the file will not upload and will result in an error
message. Schools must upload files to the correct exam subject and braille box by clicking the upload files
button for that box.

Schools need to save and name student response files if handheld recorders, computers with MP3
recording software, or a digital language lab were used for recording. If the school used the Digital Audio
Capture (DAC) app, the app directly names and uploads files to the DAS portal.

The “Exams Ordered” displayed on the Status Page in the DAS portal does not match the number
of exams ordered by my school. Is this OK?

The “Exams Ordered” field will display the current number of exams your school has ordered for that
form. You should not have more files than the number of exams listed.

DAS Portal Processing Problems and Error Messages

15.

16.

While recording the responses, the student pressed “Stop” rather than “Pause” in between the two
responses, thus creating two individual files. How are these two files to be uploaded and
submitted?

As stated in Part 2 of the 2024-25 AP Coordinator’s Manual and the 2024-25 AP Exam Instructions,
each student’s responses must be recorded and saved as a single file.

If the student has not yet been dismissed, re-administer the speaking section of the world language exam
or the sight-singing section of the AP Music Theory Exam to the impacted students immediately, saving
each student response as a single file. (For world language exams, any impacted students should wait
quietly while students whose files were successfully recorded are dismissed.) Make sure students are
monitored until testing is complete. Do not dismiss students and have them come back to record their
responses at a later time.

If the student has been dismissed, contact AP Services for Educators for instruction.

I tried uploading files and received an error message. What should | do to resolve the error?

The following are common errors that may occur when trying to upload files to the DAS portal. If you
receive an error message, you must correct the problem with the file(s) on your computer and then try
uploading the file(s) again. You cannot correct the files within the DAS portal. (If you've used the DAC app
to record students’ responses, also refer to the troubleshooting information in the DAC Overview
document, available on cb.org/ap-dac. There are different processes for correcting upload errors and
duplicate files when the DAC app was used for recording.)

Note: The error log is available only when you are on the status page and during your current session
(see page 20 of this Help document). Errors will disappear after you log out, leave this page, or go
back to perform additional uploads. Click “Export Report” to save the error log as a separate
Excel document before leaving the Upload Status page.

+ If you get an error message stating that the student AP ID is invalid, refer to the student
AP ID on the orange booklet cover or at the beginning of the student’s recording, correct the
file name, then upload the corrected file into the DAS portal.

+ If you get an error message stating that there is a file format error, you must correct the file
format and try re-uploading the files. The DAS portal accepts only MP3 files if students
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recorded using handheld digital recorder, digital language lab, or computer with MP3
recording software. Before uploading into the DAS portal, ensure the file format is .mp3. If
your recordings are in a different format (.wav, .acc, .wma, .aiff), use file conversion software
to convert the file to MP3. Please consult with your IT staff for assistance. You must not
simply rename the file name extension to .mp3.

Note: Response files recorded using the Digital Audio Capture (DAC) app running on iPad use the
MA4A audio file format instead of MP3. This is correct for DAC app running on iPad response files and
you should proceed with submitting the M4A files. (Files uploaded via DAC app running on
Chromebook will use the MP3 format.)

+ If you get an error message stating the file size is too large, you will need technical support.
Contact AP Services for Educators.

+ Ifyou get an error message stating there are duplicate files: You need to determine
which of the duplicate files has the correct AP ID.

— If the file being uploaded has the incorrect AP ID, correct the AP ID in the file name, then
upload and submit the corrected file.

— If afile has already been uploaded with an incorrect AP ID, delete the incorrect file, re-save
the file on your computer using the correct AP ID, then re-upload the corrected file.

+ If you get an error message that the file name is invalid: Check to be sure that the file is
named correctly—student AP ID, underscore, and exam form letter (for example:
WXYZ1234_0). There should not be any other information in the file name.

Note: If you use Audacity to record the student responses, also refer to the troubleshooting information
in the guide available on cb.org/aprecordingaudio. Click on the link for “Recording Student
Responses Using a Computer.”

17. A student chose not to take Section Il, Part B (speaking or sight-singing) of the exam. For this
reason, | don’t have an audio file to upload for this student. How should | proceed?

First the school must complete steps 1-4 in the No Audio Response section on pages 26-28 of this
document. Then the school must fill out an incident report (IR) stating that the student did not take Section
I, Part B. See “Student chooses not to record the Speaking or Sight-singing part” under “Administration
Incidents” in Part 2 of the 2024-25 AP Coordinators Manual for detailed instructions. If a student didn’t
take any part of the exam, do not indicate this in the DAS portal. You must set the student’s exam to
“unused” in AP Registration and Ordering.
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