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Presenter
Presentation Notes
Welcome to the online training module for the Test Information Distribution Engine, also known as TIDE. This training module includes many examples of TIDE’s features. The 2020-2021 TIDE User Guide on the Indiana Assessment Portal has additional information about features in TIDE.




Preparing for Testing
• Activating your new TIDE account and logging in to TIDE
• Navigating the TIDE interface
• Understanding account permissions
• Managing user accounts 
• Managing student information and test settings
• Ordering paper test materials

Administering Tests
• Managing irregularities 
• Monitoring test progress

After Testing
• Data cleanup

Obje ct ive s
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Presenter
Presentation Notes
This presentation will address numerous topics related to TIDE, including tasks that typically take place when preparing for testing, during test administration, and after testing has concluded.

We will also call attention to when TIDE features are limited based on user role, throughout this presentation. 



Firs t  Tim e  Log In This  School Ye ar
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The Indiana Department of Education (IDOE) in coordination with Cambium Assessment, Inc. (CAI) updated the 2020-2021 Corporation Test Coordinators (CTCs) within TIDE for the deployment of the 2020-2021 Indiana TIDE. 

Existing users from 2019-2020 will remain active in TIDE. It is highly recommended that test coordinators review all users for the 2020-2021 school year to ensure personnel have proper access. If a user should no longer have an account, authorized users should follow the process in the TIDE User Guide to remove system access for that user. Additional information on managing user accounts is in the TIDE User Management Guidance Document.

All existing Indiana Assessment user account passwords will be reset on September 13th, 2020. If you have not done so already, you must complete the following steps to set up your password for the 2020-2021 school year:

Select one of the user cards on the portal.
From the user page, select any available systems card.
On the system login page, click on the link to “Request a new one for this school year.”
Enter the email address that is associated with your user account and click submit.
An email (from DoNotReply@cambiumassessment.com), containing a clickable link will be sent to the email address associated with your account.
Click on the link. You will be directed to a page where you can enter a new password. 
The link will expire in 15 minutes; if you do not create your new password within 15 minutes you will need to request a new link.
Follow the on-screen prompts to create a new password.




▪ Follow the activation link in your email.
▪ Create  a  password for TIDE tha t meets  the  password 

requirements .
• At leas t e ight characte rs
• At leas t one  upper case  le tte r
• At leas t one  lower case  le tte r
• At leas t one  specia l cha racte r
• At leas t one  number

▪ Submit your new password.

Act ivat ing  your Account

4

Presenter
Presentation Notes
When you are first added to TIDE, you will receive an account activation email containing a temporary link to reset your password. 

The email contains:
An activation link; and 
A second link to request a new activation email.

The activation link is valid for only 15 minutes. After that time, the link will expire and you will need to click the second link to request a new activation email. 

When you click the activation link, the Reset Your Password page will appear. Create the password you will use to access TIDE. If the password you enter is not processing, please ensure that you have met all system password requirements. 

A TIDE password must contain at least eight characters, at least one upper case and one lower case letter, at least one special character, and at least one number.

If you do not reset your password, you will not be able to access the system. 

If your password meets all requirements, click Submit. 




Logging  in

Login credentials are secure and 
must never be shared. 

• Users must never login using another 
staff member’s user credentials.

• Users must never share their login 
credentials with anyone. 

• Users must never login with a student 
access card.
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After activating your account, you will have access to the various systems located on your portal.

To access TIDE, go to the Indiana Assessment portal, select the specific Indiana assessment page, and then select the TIDE icon within the user card that applies to you. Once you are on the login page, enter your email and password and click Secure Login. 

Just as is true in any situation, staff must never share login credentials even when experiencing a technology disruption or issue. Best practice is always to resolve the technology issue, not to use credentials that are not your own. This includes staff sharing with other staff or staff using a student access card to attempt to access a student test. Remember that all user activity is tracked in TIDE and TDS. When a user account completes an action, that action is tied to the user. For the user’s own protection and for the fidelity of the testing process, never share your credentials and only login with your own user account. 

The use of another staff member's username and/or password to access vendor systems or administer test or the use of a student's login information to access practice tests or operational tests are at risk for invalidation.






How to Log into  TIDE

▪ The TIDE system has an authentication 
process  tha t will be  triggered when you log in 
from a  diffe rent device  or browser, or clear 
cache . 

▪ If you see  this  screen, an email will have  
automatica lly been sent to your email 
address .

▪ Enter the  code  and click Submit .
▪ If you need the  code  resent, click Resend 

Code .
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To improve security, an authentication process has been added. This will be triggered if you log in on a new device or browser or clear the cache on a previously-used browser. You will see an Enter Code page.

If this page appears, an authentication code (from DoNotReply@cambiumassessment.com) will have automatically been sent to the email address you use to login to the TIDE system. You will be required to enter the code on this page within 15 minutes of receiving the email.  If you do not receive a code or do not enter the code within the 15-minute time limit, select Resend Code. Click Submit after entering the authentication code to enter the system. 



Re s e t t ing  Your P as s word
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You will need to reset your password in the following situations:
You forget your password.
Your activation link expires.
A TIDE administrator locks your account.

To reset your password, do the following:
On the login page, click Forgot Your Password? The Reset Your Password page will appear.
Enter your TIDE email address and click Submit. A confirmation message will display, informing you that a link to reset your password was sent to the email address you entered.
Click the link in the email to access the Reset Your Password page.
Enter your new password following the password requirements.
Click Submit.

The procedure for changing your password is the same as for resetting your password. 



Adm inis t ra t ion De ta ils
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After logging in, an Administration Details page will appear. Select a Test Administration, User Role, Corporation, and School (as applicable to your user role) from the dropdown menus. Some user roles are able to impersonate some of the other roles. For example, a CTC may impersonate CITC, Co-Op, STC, SITC, and TA roles. None of the user roles are able to impersonate a Principal (PR) role. 

Please note the restructured Test Administration drop-down menu. All tasks related to ordering paper test materials are accessed in their own standalone test administrations, separated by assessment program. The image to the right on this slide shows paper test administrations for ISTEP+, IREAD-3, ILEARN and IAM. All other TIDE tasks (rosters, test irregularities, etc.) are handled through the Indiana 2020-21 administration. 

For example, Corporation and School level coordinators placing additional orders for IREAD-3 Fall will select the “Paper Orders IREAD-3 Fall 2020” administration when logging in to TIDE. 

When you have made your selections in the Administration Details page, select the Submit button. 



TIDE Hom e  P age

9

Presenter
Presentation Notes
The TIDE home page appears after you log in. The home page is designed to reflect the stages of the testing process as directly and simply as possible. Each of TIDE’s three sections list menus for the tasks available in that section. For example, the Users menu contains options for adding users, viewing/editing/exporting users, and uploading users. To expand a task menu and view its set of related tasks, click the down arrow on the end of that menu. 

To perform a task, click the name of that task listed in the menu. As mentioned at the beginning of this presentation, it is important to note that your user role will determine what features are visible to you. For example, a Corporation Test Coordinator will have a different view in TIDE than a Test Administrator because their differing user roles allow each to perform different actions appropriate for their level of access. Note that users can impersonate lower roles. 



TIDE Tas ks : P re paring  for Te s t ing
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Tasks in the Preparing for Testing section are typically performed before testing begins. This category includes tasks for managing records for users, students, rosters, and test settings and tools. 

TIDE can group students into rosters. A roster is a collection of students sharing a similar characteristic who are assigned to a specific teacher. Rosters typically represent classrooms but can also be used to group students with special needs or students participating in particular activities or programs. The use of rosters also informs the Online Reporting System (ORS). Once scores are calculated and presented in ORS, users can use the TIDE Rosters functionality to visualize how a specific group of students performed as a whole.

Note that rosters are NOT required to administer tests. IDOE recommends the use of rosters, as they can make printing Student Access Cards more efficient and are valuable for reporting purposes.



TIDE Tas ks : Adm inis t e ring  Te s t s
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Tasks in the Administering Tests section are typically performed during the administration window.�
Corporation and school administrators may use TIDE to invalidate a test or to request an irregularity or appeal, such as a request to reset or reopen a test. A complete list of irregularities requests and appeal types is provided in the TIDE User Guide. These requests require IDOE approval and must be submitted in a timely manner along with a completed Testing Irregularity Report.

Please note that test invalidations do not require approval, but once submitted an invalidation cannot be reversed. Use great care when submitting test invalidations. 

In this section, you may also monitor test progress, generate test participation reports, and print Student Access Cards.



TIDE Tas ks : Aft e r Te s t ing
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In the After Testing section, Corporation level users can perform data cleanup operations involved with resolving paper test discrepancies.




TIDE Banne r
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A banner appears at the top of each TIDE page showing the current test administration and your current user role. On the left, there is a drop-down list for accessing other CAI systems. On the right, you will find a Help button that displays the TIDE User Guide, an Inbox button, a Manage Account drop-down list where you may change user roles, reset your password, and edit your account details, and a Log Out button. 




TIDE Banne r: Inbox
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To access secure documents and files you have previously exported in TIDE and other CAI systems, click the Inbox button on the banner. Note that files are displayed in the order which they are generated, uploaded, or archived.  CTCs or STCs are responsible for communicating and enforcing a check in and check out process for secure documents accessed through the Inbox.  

The inbox displays the name of the file, creation and expiration dates, days available, and an actions column. To show system and custom labels, select Show on the corresponding toggle bar and mark checkboxes for the label(s) you wish to display. To hide labels, select Hide on the appropriate toggle bar. 

The inbox is also where certain materials, such as Read Aloud Scripts, will be shared with CTCs. 

For more information on the Inbox and its features, see the TIDE User Guide.




Inbox: Se nding  File s
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You can send a file or files within TIDE to individual recipients by TIDE user account, or to groups of recipients by user role. 

To send files, select the Inbox button from the TIDE banner. Next, select the Send Files tab at the top of the window. Select By Role to send a file or files to a group of users by their user role. Select By Email to send a file or files to a single recipient by their TIDE user account. 

To send files by role, select By Role under Select Recipients. Then, select the role group to which you want to send a file or files. A drop-down list appears.
You can choose Select all to send a file or files to all roles in the selected role group. 
From the Select Organization(s) drop-down lists, select organizations that will receive the file(s) you send.

To send files by TIDE user account, select By Email under Select Recipients. Then, enter the TIDE user account of the recipient to whom you wish to send a file or files. After entering the recipient’s TIDE user account, select Browse under the Add File field to select a file or files to send. A file browser appears. From the file browser, select up to 10 files to send.

Select Send. The recipient will receive an automated email (from DoNotReply@cambiumassessment.com) indicating the file is retrievable within the Secure Inbox. The Secure Inbox will never send files to a recipients email address, only notice that the file(s) are ready. 



TIDE Banne r: Manage  Account
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The Manage Account drop-down list allows you to update your contact information or reset your password.

Depending on your permissions, you can switch to different schools, corporations, and user roles in TIDE. 



Navigat ion Toolbars
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When you enter any task page, a navigation toolbar appears at the top of the page. This toolbar allows you to access each task and action that was available on the dashboard. To view the task menus for a particular TIDE category, click the icon for that category above the toolbar.

Some pages in TIDE are divided into multiple panels. Each panel contains a group of related settings and fields that you can edit. You can click the minus sign in the upper-left corner of a panel to collapse it, or click the plus sign in a collapsed panel to expand it. Additionally, a floating Go To Section toolbar appears on the left side of pages with multiple panels. This toolbar includes a numbered button for each panel in the form. You can hover over a button to display the label of the associated panel and click the button to jump to that panel.



He lp Te xt
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Most pages in TIDE have help text that describes the page and how to use it. To show or hide help text on a page, click the gray more info link under the page title.

To read more detailed information about the page you are currently viewing, click the Help button in the banner.



Quick Se arch
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To quickly search for a user or student to view or edit, enter the user’s email address or student’s STN in the search box. Then click the magnifying glass to the right of the search box. 

If searching for a user to view or edit, the View/Edit User form will appear. If searching for a student to view or edit, the View and Edit Student form will appear. 

When you are finished viewing/editing a student or user, click the Save button. 



Us e r Role s  and P e rm is s ions

For a detailed list of user roles and associated permissions, see the TIDE User Guide.
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Level Role Abbreviation

Corporation Corporation Test Coordinator CTC

Corporation Information Technology Coordinator CITC

Co Op User COOP

Corporation Reporting CR

School Nonpublic School Test Coordinator NPSTC

School Test Coordinator STC

School Information Technology Coordinator SITC

School Reporting SR

Principal PR

Test Administrator TA

Tools for Teachers TFT_SC

Presenter
Presentation Notes
Your TIDE account is assigned a role, and that role has certain permissions. This table shows all of the different user roles in Indiana. 

Permissions limit the scope of access to TIDE tasks. For example, a corporation-level user may be able to perform tasks that are not available to a school-level user. Permissions also limit the scope of data access. A corporation-level user can work with data pertaining to that corporation, and a school-level user can work with data pertaining to that school.

Corporation Reporting and School Reporting users are limited just to ORS. These user roles will not have access to any TIDE tasks and are intended for score reporting activities only. 

Please note that, the Principal role is used solely for requesting ILEARN test item rescores. Also, the NPSTC has corporation-level user permissions at their specific school.

For more details on user roles and their associated permissions, see the TIDE User Guide on the Indiana Assessment Portal.



Us e rs
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Before testing begins, and throughout the school year, TIDE is used to manage user accounts for TIDE itself, the TA Interface, ORS, and other CAI systems. The Users task menu allows you to add users; view, edit, or export users; and upload users from an external file.



Add Us e rs
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You can manually add new users from the Add User page. Enter the email address for the user you want to add. Click the + Add user or Add roles to user with this email. If the email exists, then options will be available to add multiple roles for the user. 

The new user’s email address will serve as their username when logging in to any CAI system.



Upload Us e rs
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A second way to add new users to TIDE is to use the Upload Users page to compose an upload file in Excel or CSV format and then upload that file. This method is easiest if you have many new users and you don’t want to add them one at a time from the Add User page.

The easiest way to compose an upload file is to download an available template by clicking Download Templates. You may also access files that you have previously uploaded by clicking the blue plus sign to expand the Upload History panel.
Open the template, enter information for the users you wish to add using Excel or another program, and save the file in Excel or CSV format. Detailed instructions for composing an upload file can be found in the TIDE User Guide.

Once you return to TIDE, click Browse, and select the file you just saved.

Click Next to upload the file. A file preview page will appear, allowing you to verify you uploaded the correct file. If the preview is correct, click Next to continue.



Upload Us e rs , cont inue d
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Next, TIDE will validate the file and display any errors or warnings according to the legend on the page. Click the orange error icons and blue warning icons in the validation results to view the reason a field is invalid. If a record contains an error, that record will not be included in the upload. If a record contains a warning, that record will be uploaded, but the field with the warning will be invalid.

To complete the upload, click Continue with Upload. 
To upload a different file, click Upload Revised File.
To cancel the upload, click Cancel.

If your file contains a large number of records, TIDE will process it offline and send you a confirmation email when complete. While TIDE is validating the file, do not press Cancel, as TIDE may have already started processing some of the records. 

To view a PDF file listing the validation results for the upload file, click Download Validation Report in the upper-right corner.

When the upload is complete, a confirmation page will appear with a message that summarizes how many records were committed and how many were excluded.



Vie w/Edit /Export  Us e rs
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The View/Edit/Export User page includes a form for setting selection criteria to retrieve users. In this example, the required criteria are the user’s role, state, and corporation. Other criteria are optional, such as the user’s first or last name. Click Search to continue. The search panel will automatically collapse, and your search results will appear below. 

Please note the separate options in the TA Course Completed drop-down menu for “ILEARN/IREAD-3/ISTEP+ TA Course Completed” and “I AM TA Course Completed”; you can select one or both of the courses as search criteria. 



Vie w/Edit /Export  Us e rs  Re s ult s
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After clicking Search, TIDE will display all the users satisfying the search criteria. If your user role permits, you can edit or delete a user’s information by clicking the green pencil icon. Another page will appear where you can edit and save information. 

To export user information, mark the checkboxes next to the user or users you wish to export and click the green export button above the search results. A drop-down menu will appear giving you the option to Export All or Export My Selected in either Excel or CSV format. 

To delete users from TIDE, mark the checkboxes next to the users you wish to delete and click the orange trash can button above the search results.

To make the search form reappear and search for additional users, click the plus sign in the Search Users panel, which appears as a blue bar.

For more detailed information on managing users, see the TIDE User Guide.

Please note the following change: In March 2020, the separate columns for “ILEARN/IREAD-3/ISTEP+ TA Course Completed” and “I AM TA Course Completed” were consolidated into a single “TA Course Completed” column, which indicates whether the user has completed one, both, or neither of the courses. 



Stude nt s

27

Presenter
Presentation Notes
TIDE manages student information and keeps track of which assessments students are eligible to take. The Students task menu allows you to view or export students, upload tested grade and Retester flags (IREAD-3 and ISTEP+ only) and generate frequency distribution reports.

CTC, NPSTC, and STC user roles are able to access the Upload Tested Grade and Retester Flags (IREAD-3 and ISTEP+) task. These user roles are able to flag existing students within TIDE needing IREAD-3 and ISTEP+ Restester eligibility via an upload file. These user roles can also flag an individual student by following the search modules on the View/Edit/Export Students page.  

Student data is populated in TIDE through the nightly data feed from IDOE. The nightly data feed is compiled from multiple sources of data submitted by schools to IDOE, including enrollment data, demographics data, testing accommodations data, and test eligibility data.

Please note that downloaded reports contain FERPA-protected student information. Reports should be handled with care and securely destroyed once no longer needed. 



Vie w/Edit /Export  Stude nt s
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The View/Export Students page includes a form for setting selection criteria to retrieve students. Required criteria, such as the corporation and school are marked with asterisks. Other criteria are optional, such as the STN and the student’s first or last name. 

If available, you can further refine your criteria by entering additional demographic information or test settings in the Advanced Search panel. 

The students you can retrieve on this page are limited by your role’s scope. For example, if you are a corporation-level user, you can retrieve students enrolled within your corporation. If you are a school-level user, you can only retrieve students enrolled within your school.

Click Search to continue. The search panel will automatically collapse, and your search results will appear below. 



Vie w/Edit /Export  Stude nt , cont inue d
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After you click Search, you will see a message asking whether you would like to view the results of your search, export the list of students to your inbox, or modify your search criteria and try again. If you choose to export the results to your inbox, you will receive an email when the file is ready for you to download.



Vie w/Edit /Export  Stude nt  Re s ult s , cont inue d
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When you click View Results, TIDE will display all the students satisfying the search criteria. Because not all columns can fit on the screen at once, you may need to click the blue arrow on the right side of the screen to scroll right and display more information. To add or delete displayed columns, click the drop-down menu at the upper-right corner of the results. You can edit or review a student’s information, including designated features and accommodations, and student test participation data, by clicking the green pencil icon.

You can print students from TIDE by selecting the desired students and clicking the Print button above the search results. 

To export the results, mark the checkboxes next to the results you wish to export and click the green export button above the search results. A drop-down menu will appear giving you the option to Export All results or Export My Selected results and download in Excel or CSV format. 

To make the search form reappear and search for additional students, click the plus sign in the Search Students panel, which appears as a blue bar.

Please note that only IDOE can edit student test accommodations in TIDE. If a student’s test accommodations need to be changed before testing, then a Corporation Test Coordinator will need to contact IDOE to make sure the change is recorded appropriately. Embedded designated features, such as color contrast or print size, may be changed in either TIDE or the Test Administrator Interface. 

 For more detailed information on managing students, see the TIDE User Guide.



Fre que ncy Dis t ribut ion Re port s
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A frequency-distribution report is available to Corporation level users and pulls demographic and enrollment information based on the selected criteria.

To generate a report from the Frequency Distribution Report page, select a corporation and school from the drop-down lists (if available). Mark checkboxes in the Select Demographics panel to filter the report for additional demographics and accommodations, as desired.

Click Generate Report to display a frequency distribution report using the selected criteria.



Fre que ncy Dis t ribut ion Re port s , cont inue d
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TIDE will display the frequency distribution report in grid format. This example shows a report by gender and grade.

To display the report in tabular format, click Grid. 

To display the report in graphical format, click Graph.

To display the report in both tabular and graphical format, click Grid & Graph.

To download the report as a PDF, click the Print icon.



Te s t  Se t t ings  and Tools
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TIDE keeps track of student test settings, such as font size and color contrast. The Test Settings and Tools task menu allows you to view or export test settings and tools. As mentioned previously, your user role determines your level of access in TIDE. Test Administrators will not see Test Settings and Tools in TIDE but may review a student’s settings prior to testing following the steps just described in the previous slides.



Vie w/Export  Te s t  Se t t ings  and Tools
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The View/Export Test Settings and Tools page includes a form for setting selection criteria to retrieve a student’s test settings and tools. Required criteria, such as the corporation and school in this example, are marked with asterisks. Other criteria are optional, such as the STN and the student’s first or last name. 

You can further refine your criteria by entering additional demographic information or test settings in the Additional Search panel, if it is available. 

The students you can retrieve on this page are limited by your role’s scope. For example, if you are a corporation-level user, you can retrieve settings for those students enrolled within your corporation. If you are a school-level user, you can only retrieve settings for those students enrolled within your school.

Click Search to continue. You’ll see a message asking whether you would like to view the results of your search, export the list of students to your inbox, or modify your search criteria and try again. If you choose to export the results to your inbox, you will receive an email when the file is ready for you to download.



Vie w/Export  Te s t  Se t t ings  and Tools  Re s ult s
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When you click View Results, TIDE will display all the students satisfying the search criteria. If all columns cannot fit on the screen at once, you can click the blue arrow on the right side of the screen to scroll right and display more information. 

To make the search form reappear and search for additional students, click the plus sign in the Search Students panel, which appears as a blue bar.

Print or export student information from TIDE by selecting the desired students and clicking the Print or Export buttons above the search results. 

To export the results, mark the checkboxes next to the results you wish to export and click the green export button above the search results. A drop-down menu will appear, giving you the option to Export All results or Export My Selected in either Excel or CSV format. 

You can edit a student’s designated features or review a student’s test participation data by clicking the green pencil icon. 



Vie w/Export  Te s t  Se t t ings  and Tools , cont inue d
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A View/Edit Student window will appear. The options available for a test setting are grouped to indicate if an option is a designated feature or an accommodation. The panels display a column for each of the student’s tests. You can select different settings for each test using the drop-down lists and toggles, if necessary. 

Click the minus sign in the upper-left corner of a panel to collapse it or click the plus sign in a collapsed panel to expand it. Additionally, you can use the floating Go To Section toolbar to expand panels. 

Click Save to save any changes to the student’s test settings. 

For more detailed information on managing student test settings and tools, see the TIDE User Guide.




Ros te rs
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The Rosters task menu allows you to add rosters; view, edit, or export rosters; and upload rosters from an external file. 

Once test scores are calculated, roster information is used to generate reports in the Online Reporting System of how students in the roster performed as a group.



Add Ros te r
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On the Add Roster page, you can manually add students to a roster. This page contains two panels, a Search for Students to Add to the Roster panel and an Add Students to the Roster panel.  

To search for students, complete the fields under the Search for Students to Add to the Roster panel.  The fields marked with an asterisk are mandatory. You can further refine your search by selecting criteria under the Advanced Search section. 

You can refine the list of available students by completing the fields in the Add Students to the Roster panel. To display current students only, click the Current Students radio button. To display current and past students, click the Current and Past Students radio button. Then click Search.



Add Ros te r, cont inue d
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In the Add Students to the Roster section, the students in the left column are available to be added to the roster, and students in the right column are currently in the roster. 

First, enter a name for the roster and select the teacher who should be associated with the roster. Select if you want to display Current Students or Current and Past Students. 

Next, add students to the new roster. To add a single student to the roster, click the green plus sign next to a student in the left column. You can add multiple students to the roster by marking checkboxes next to the students you want to add, and then clicking Add Selected. Add all available students to the roster by clicking Add All.

To remove a single student from the roster, click the orange X next to a student in the right column. You can remove multiple students from the roster by marking checkboxes next to the students you want to remove, and then clicking Remove Selected. Remove all students from the roster by clicking Remove All.

Click Save to save your roster. 



Upload Ros te rs

Validation Report 
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A second way to add new rosters into TIDE is to use the Upload Rosters page to compose an upload file in Excel or CSV format and then upload that file. 

This task is performed by following the same steps used to upload new users: download a template file, enter information into the template, save, and click the Browse button to locate the file and upload it to TIDE.

Users can also delete a student from a roster via an upload file. For specific instructions on deleting students from a roster via upload file, see your TIDE User Guide. 




Vie w/Edit  Ros t e rs
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The View/Edit Rosters page includes a form for setting selection criteria to retrieve rosters. Expand the Search for Rosters to Edit navigation toolbar, and select the Corporation, School, and Roster Type criteria. Click Search to display a list of rosters matching your criteria. 

Print, export or delete rosters from TIDE by selecting the desired rosters and clicking the Print, Export, or Delete button above the search results. 

Click the pencil icon next to a roster to view or edit its details. The Edit Roster form will appear. This form is similar to the form used to add rosters, and you may edit the roster name, teacher name, and students to display in the roster in the same way that you would for a new roster.

As mentioned earlier, rosters are not required for test administration. IDOE recommends the use of rosters, as they can make printing Student Access Cards more efficient and are valuable for reporting purposes. 

TAs can administer assessments to any student within their corporation regardless of roster setup. However, rosters are required for TAs to log in to ORS to view test results. TAs will only be able to view student results if a student is assigned to a roster.
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If your user role has access to TIDE’s Paper Ordering task menu, then selecting one of the Paper Orders test administrations will bring you to the task menu seen on this slide. 

The following user roles do not have access to the Paper Ordering task menu and will see a blank screen when selecting a Paper Orders test administration: Corporation Reporting (CR), School Reporting (SR), Principal (PR), and Test Administrator (TA).
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CTC, Co-Op, NPSTC, and STC user roles may submit additional orders for testing materials as needed. Users must verify the correct contact and shipping information is displayed in the section seen above before placing an additional order. If the correct contact and shipping information is not displayed in TIDE, please contact CAI’s Indiana Assessment Help Desk for assistance. 
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Corporation level users may place additional orders at either Corporation or School levels (for schools within the user’s corporation). School level users are only able to place additional orders for their individual schools. 

The image seen on this slide shows the form used to place additional orders. Users type the amount of additional materials needed under the column titled Additional Quantity. When all additional quantities have been entered, select the Save Orders button. Enter any comments as needed on the pop-up that appears. Click Submit to submit the additional order. 

Additional Order requirements are outlined in the Test Administrator's Manual/Test Coordinator's Manual for each assessment.

Please note that some Additional Orders require IDOE approval. 



Orde r His tory
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TIDE’s Order History task maintains a record of each order’s status, labeling the order’s status as pending approval, approved, or transmitted to the printing vendor. 

Viewing the Order History task allows users to differentiate between paper materials shipped as part of the Corporation or School’s initial order of materials, or as additional orders of materials. This report automatically pulls both Initial and Additional Orders into one table and labels them accordingly under the Order Type column. The screen shows an example of an additional order. 

Corporation level users will see initial and additional orders for all schools within their corporation, and school level users will see orders within their schools. Only State, Corporation Reporting, School Reporting, Principal, and Test Administrator user roles do not have access to the Order History task. 

Users can also access order details, and shipment tracking information in the Order History task, as well.  
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The Order Summary task delineates the expected shipping and the amounts needing approval for paper test materials ordered through TIDE. Corporation level users can filter between Corporation and school level amounts, while school level users can see the amounts for their school. 

Users choose to filter between initial orders or additional orders, or to include both in the search results. The search results do not differentiate between initial and additional orders. 

Like with the Order History task, all user roles except State, Corporation Reporting, School Reporting, Principal, and Test Administrator user roles have access to the Order Summary task. 
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In the Administering Tests section of the TIDE dashboard, the Irregularities task menu allows you to create new requests, view requests, approve requests, and upload requests.

In the normal flow of a test opportunity, a student takes the test in the Test Delivery System and then submits it. Next, the Test Delivery System forwards the test for scoring, and the Online Reporting System reports the test scores.

Irregularities are a way of interrupting this normal flow. Reasons for testing irregularity requests can vary. For example, a Corporation or School-level user may need to invalidate a test because of a hardware malfunction or an impropriety. 

There are two ways that test coordinators report irregularities: The submission of an IDOE Testing Irregularity Report and a TIDE Irregularity Request. The IDOE Testing Irregularity Report serves as official documentation when a testing irregularity occurs. The TIDE Irregularity Request allows schools to request specific action to be taken on a specific student test. An IDOE Testing Irregularity Report is required any time a TIDE Irregularity Request is submitted with the exception of reporting a problem item or requesting an item rescore for ILEARN.

For information on Indiana’s particular policies and procedures, please consult the assessment program’s respective Test Administrator’s Manual. 
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The Create Request page is where you create a request for a testing irregularity. 

The first step is to select the type of request you want to create. The TIDE User Guide lists the available request types and explains the implications of each.

Next, search for the test result for which you wish to create a request. From the drop-down lists and in the text field, enter your search criteria and click Search. TIDE will display the search results below.

Mark the checkbox next to each test result for which you wish to create a request and click Create. A pop-up window will ask you to enter a reason for the request. To create the irregularity request, enter a reason and click Submit.

It is important to note that resetting a test, reopening a test, grace period extension, and reopen a test segment requests require IDOE approval and should always be accompanied by a faxed Irregularity Request form. Requests must be submitted in a timely manner. If you are submitting a large number of requests, contact IDOE for additional guidance. 



Status  of Re que s t s  

Request Status Description of Status

Error Occurred An error occurred while the appeal was being processed

Item Information Sent Information regarding a Report Problem with Item appeal was sent to the 
designated recipients

Pending Approval Request is pending approval

Processed Request was successfully processed, and the test opportunity has been 
updated 

Rejected Another user rejected the request

Rejected by System Test Delivery System was unable to process the request

Requires Resubmission Request must be resubmitted

Retracted Originator retracted the request

Submitted for Processing Appeal submitted to Test Delivery System for processing

Resolved Appeal was resolved

49

Presenter
Presentation Notes
After a testing irregularity request is created, its status can change throughout its life cycle. This table describes the possible statuses a testing irregularity can have. 
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On ILEARN tests involving hand-scoring, Principal users can request a rescore of an individual open-ended item if they believe the student’s score for the item does not reflect the item rubric. Please note that only the Principal user role has access to the Request an Item Rescore irregularity in TIDE. 

To create a Request for Rescore irregularity request, first select Create Requests from the Irregularities drop-down menu. Under the Select Request Type and Search panel, select the Request an Item Rescore radio button. Then search by STN from the Search Student By drop down menu. Complete the field that appears below your search selection with the student's nine-digit STN. Then click Search. The search panel will automatically collapse, and your search results will appear below during the formal rescore request window only.

For additional information on Requesting Item Rescores, please refer to the Request a Rescore Training Module posted on the Indiana Assessment Portal.
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After clicking Search, TIDE will display all the results satisfying the search criteria. To view the item for which you want to request a rescore, click the eye button next to the item number. A pop-up window will display the student’s score on the item, as well as a link to view the student’s response. 

To create a Request for Rescore for a specific item, select the checkbox next to the item that you wish to have rescored. Then click Create. Please note that the Create button will not become active until you select an item for rescore. 

In the pop-up window that appears, type a reason for the rescore request. Then click Submit. When the request is processed, a pop-up will appear notifying you the request has been created. Click Continue to close the window.

Please note that once rescore requests are submitted, they cannot be reversed/retracted.

For more information on creating Item Rescore requests, please see the TIDE User Guide or view the Request an Item Rescore Training Module. 





Vie w Re que s t s   
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You can review submitted requests from the View Requests page. Select a request type and status and enter additional search criteria as desired. Click Search to display requests matching your criteria. “Request an Item Rescore” is the only request type available to the PR user role, so it makes no difference whether you select the “All” or “Request an Item Rescore” boxes. Select either “Submitted for Processing” or “Processed” as the request status and enter additional search criteria as desired. Click Search to display item rescore requests matching your criteria. 

To review the initiator’s reason for the irregularity request, click the green comment icon in the Request Status column, if available. 
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When you click Search, the search panel will automatically collapse, and your search results will appear below. 

To view the status of a request, click the green comment icon in the Status column. 

To process, reject, or retract a request mark the checkbox next to it, click Process, and then select the action you wish to perform.

To export the results, mark the checkboxes next to the results you wish to export and click the green export button above the search results. A pop-up will appear giving you the option to export to the Inbox in either Excel or CSV format. 

Processing a testing irregularities request will update the test opportunities and results accordingly. Rejecting a request will continue the processing of test results as if the request was never submitted.
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A second way to create new testing Irregularities requests in TIDE is to use the Upload Requests page to compose a file in Excel or CSV format and then upload that file. This task is performed by following the same steps used to upload new users.

Again, contact IDOE prior to submitting a large number of requests. 
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The tasks available in the Monitoring Test Progress task menu allow you to generate various reports that provide information about a test administration's progress.

Several types of participation reports are available:

The Plan and Manage Testing Report details all of a student’s test opportunities and the status of those test opportunities.
The Participation Search by STN allows authorized users generate participation reports by STN. 
The Test Completion Rates Report summarizes the number and percentage of students who have started or completed a test.
The Test Status Code Report may be used to review tests by their current status.

Test Coordinators needing to modify IREAD-3 and ISTEP+ student eligibility settings to track Test Completion Rates are able to do by composing an upload file, or by modifying student records individually directly within the TIDE system. Refer to the steps on slide 27 of this presentation, or to the TIDE User Guide for additional details. 






P lan and Manage  Te s t ing
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Plan and Manage Testing reports detail all of a student’s test opportunities and the status of each test opportunity. Because the report lists testing opportunities, a student can appear more than once on the report. The duration of a student’s test is now included in the Plan and Manage reports. 

To generate a report from the Plan and Manage Testing page, select a test instrument and administration under the Choose What panel. 

Next, in the Search Students panel, select a corporation, school, and teacher if applicable. The fields marked with an asterisk are mandatory. You can refine your search by adding additional criteria under the Advanced Search section. 

Finally, in the Get Specific panel, choose one of the filter options available and select parameters for that option. From 2019-2020 onward, you will be able to use this panel to retrieve students that have yet to start their required practice tests. 

Click Generate Report to view your Plan and Manage Testing report or click Export Report to open the report in Excel.
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Clicking Generate Report will display the report and collapse the Report Criteria panels. Because not all columns can fit on the screen at once, you may need to click the blue arrow on the right side of the screen to scroll right and display more information. 



▪ Which students have not yet tested?

▪ Which students have paused tests?

▪ Did all students in a test session submit their tests?

P lan and Manage  Te s t ing  Exam ple s

58

Presenter
Presentation Notes
This slide illustrates some common questions that can be answered using the options available in the Get Specific panel.

To find students who have not yet tested, select the first radio button and search for students who have not completed their test opportunity in the selected administration. As a change from the previous year, users will now be able to run reports for students who have not yet started practice tests. 

To find students who have paused tests, select the second radio button and search for students on their test opportunity in the selected administration with a status of paused.

To find out if all students in a test session submitted their tests, select the fourth radio button and search for students by test session ID between the dates when the test session took place.



Te s t  Com ple t ion Rate s
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The Test Completion Rates report summarizes the number and percentage of students who have started or completed a test.

To download a report from the Test Completion Rates page, choose the type of report you wish to export from the Report Types drop-down list. Select a corporation and school from the corresponding drop-down lists, if available. Finally, select a test instrument, administration year, and Test ID’s. Note that fields marked with an asterisk are mandatory.

To download the report as an Excel spreadsheet, click Export Report.
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The Test Status Code report may be used to check the status of student tests (completed or expired as two examples). To generate a report from the Test Status Code Report page, select a test and administration from the drop-down lists. To view the report on the page, click Generate Report. The report will appear below the Report Criteria panel. To open the report in Excel, click Export Report.
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A student access card is a printed form that includes a student’s login information to start taking a test. You can print student access cards from a student list or from a previously uploaded roster. Please note that printing student access cards is not a requirement. 

All user roles have the ability to print student access cards except for Corporation Reporting, School Reporting, and Principal user roles.
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To print student access cards from a student list, select Print from Student List from the Print Student Access Cards task menu. Complete the fields under the Search Students panel. The fields marked with an asterisk are mandatory. To further refine your search results, select additional search fields in the Advanced Search panel. Click Search to view your results. 




P rint ing  Stude nt  Acce s s  Cards  from  a  Stude nt  Lis t

All 
students

Specific 
students

63

Presenter
Presentation Notes
Next, select the students for whom you want to print student access cards. To print student access cards for specific students, mark the checkboxes for the students you want to print. To print for all students on the page, mark the checkbox at the top of the table. To print for all retrieved students, no additional action is necessary. This option is available by default. 

Click the printer icon and select an option from the drop-down menu. A student access card layout screen will appear. Choose a student access card layout and the Student Access Card print option. When you click Print, a PDF of the student access card will be downloaded. 
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To print student access cards from a roster list, select the Print from Roster List from the Print Student Access Cards task menu. Complete the fields under the Search for Rosters to Edit panel. The fields marked with an asterisk are mandatory. Click Search to display your results.
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Next, select the roster for which you want to print student access cards. To print student access cards for specific rosters, mark the checkboxes for the rosters you want to print. To print for all rosters on the page, mark the checkbox at the top of the table. 

Click the printer icon and select the Student Access Cards option from the drop-down menu. A student access card layout screen will appear. Choose a student access card layout and print option and click Print. A PDF of the student access cards will be downloaded. 

Please note that student access cards contain FERPA-protected student information. Student access cards should be handled with care and securely destroyed following testing.
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A Pre-ID label is a label that you affix to a student’s test answer booklet. Corporations and schools can print labels for students not included in the original Pre-ID upload for a given administration, such as students who transferred to a school after the Pre-ID upload. Printing Pre-ID labels requires the 5" × 2" label stock provided in your test materials shipment. You can print on partially used label sheets. 

To print Pre-ID labels, users can follow the same steps used to print Student Access Cards from a student list, discussed earlier in this presentation. To print a Pre-ID label, select the My Selected Pre-ID Label option from the printer icon’s drop-down menu. Note that at least one student must be checked in order to select the Pre-ID option. 

Please consult the TIDE User Guide on the Indiana Assessment Portal for detailed instructions on generating Pre-ID labels for students in TIDE. Schools must remember to label assessment books with Pre-ID labels. Access cards may not be used to label student assessment books - the barcode label is required. 

Please note that, Pre-ID Labels are not applicable to I AM students.
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In the After Testing section of the TIDE dashboard, the Data Cleanup task menu lets Corporation-level users resolve test discrepancies. The Data Cleanup task menu also allows only State users to view student enrollment history. 



Dis cre pancy Re s olut ion 
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Due to the nature and complexity of the testing process as well as the great volume of students involved, a variety of test discrepancies may occur when administering a test. After a student submits a test, TIDE performs checks for discrepancies. 

An example of a paper-and-pencil discrepancy is a student assessment book that is missing a pre-ID label. If a pre-ID label is missing, the assessment book cannot be associated to the correct student, and this must be resolved before the scores can be reported. These discrepancies are flagged and reported to the appropriate Corporation-level user associated to a Corporation through TIDE. 

For details on resolving each type of discrepancy, please consult the TIDE User Guide. 



You can contact the Help Desk for assistance with any technical issues you encounter.
When contacting the  Help Desk, please  be  ready to provide :
▪ Any error messages  tha t a re  appearing (including codes );
▪ Your opera ting sys tem and browser information;
▪ Your ne twork configura tion information;
▪ Your contact information for follow-up by phone  or email; and
▪ Any other re levant information, such as  tes t names  or content a reas , STNs , sess ion IDs , and 

search crite ria .

For tes t adminis tra tion or policy is sues , please  contact your Corpora tion Tes t 
Coordina tor.

Contact  t he  Indiana  As s e s s m e nt  He lp De s k
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You can find the TIDE User Guide and other helpful resources on the Indiana Assessment Portal. However, if you still require assistance with troubleshooting a technical issue, you may also contact the Indiana Assessment Help Desk. When contacting the Help Desk, please be ready to provide the following information: 
Any error messages that are appearing (including codes);
Your operating system and browser information;
Your network configuration information;
Your contact information for follow-up by telephone or email; and  
Any other relevant information, such as test names or content areas, STNs, Session IDs, and search criteria.

For questions about test administration or policy issues, please contact your Corporation Test Coordinator.




Additional Information
Indiana  Assessment Porta l 

• https ://indiana .porta l.cambiumas t.com/
Indiana  Assessment Help Desk 

• Toll-Free  Phone : 1.866.298.4256
• Email: indianahe lpdesk@cambiumassessment.com
• Chat: https ://indiana .porta l.cambiumas t.com/cha t.s tml

Indiana  Department of Educa tion
• Toll-Free  Phone : 1.888.544.7837
• Email: INassessments@doe.in.gov

Thank You!
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Thank you for taking the time to view this training module. For additional information, refer to the TIDE User Guide located on the Indiana Assessment Portal or contact the Indiana Assessment Help Desk. 

https://indiana.portal.cambiumast.com/
mailto:indianahelpdesk@air.org
https://indiana.portal.cambiumast.com/chat.stml
mailto:INassessments@doe.in.gov
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