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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.



Objectives

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


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. 


First Time Log In This School Year

Login

B Email Address
m Password

Forgot Your Password?

First Time Login This School
Year?

The password you used during the previous
school year has expired.

Request a new one for this school year.

Reset Your Password

B E-mail Address

Return to Login Page



Presenter
Presentation Notes
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.



Activatmg your Account

Reset Your Password
= Follow the activation link in your email.

O Please create a password in accordance with the New " Cre ate a pa SS Word f()r TIDE that mece tS the pa SS WOI‘d
Password Requirements. .
requirements.

e Atleasteightcharacters
New Password

At least one upper case letter

At least one lower case letter

m Confirm New Password

At least one specialcharacter

At least one number

= Submit your new password.

Return to Login Page
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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

E Email Address Login credentials are secure and
must never be shared.

m Password
- Users must never login using another
Forgot Your Password? staff member’s user credentials.

» - Users must never share their login

credentials with anyone.

First Time Login This School
Year? - Users must never login with a student

The password you used during the previous access Card'

school year has expired.

Request 2 new one for this school year.
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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

Enter Code

0 A code has been sent to your email address. The code
will expire after 15 minutes.

B Enter Emailed Code
Resend Code

Cancel

The TIDE system has an authentication
process that will be triggered when you log in
from a different device or browser, or clear
cache.

If you see this screen, an email will have
automatically 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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Presentation Notes
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. 


Resetting Your Password

Reset Your Password

Email Address

E-mail Address
Password B

Return to Login Page
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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. 


Admimistration Details

EEMITMENTQF EDUCATION

Administration: 2019-2020 | User: Test Administrator (TA)

[+ Log Out

2

Administration Details

Select the Test Administration, User Role, District, and School (as applicable):

Test Administration: ‘ Indiana 2020-21 v|

User Role: ‘ Corporation Test Coordin: v |

“State: | 000000 - Indiana v

"Corporation: | 9998 - Demo district 9992 v |

2

Administration Details

Select the Test Administration,

Test Administration:
User Role:
*State:

“Corporation:

User Role, District, and School (as applicable):

Paper Orders IREAD-3 F ~ |

Select a Test Administration
Indiana 2020-21

Paper Orders ISTEP+ Winter Retest 2020

| Paper Orders IREAD-3 Fall 2020

Paper Orders IREAD-3 Spring 2021

Paper Orders ILEARN Biology (December 2020)

Paper Orders ISTEP+ Spring Retest 2021

Paper Orders | AM

Paper Orders ILEARN 3-8 (Spring 2021)

Paper Orders ILEARMN Biclogy (February 2021)

Paper Orders ILEARN ECA (Spring 2021)

Paper Orders IREAD-3 Summer 2021
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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 Home Page

TIDE
I 5 Administration: indiana 2020-21 | User: LastCTC2, FirstCTC2 (CTC)
Emmsm (@ Help g Inbox 3 Manage Accountw  [# Log Out

Student IDMUser Email q

o

Preparing for Testing Administering Tests After Testing

*./* Dala Cleanup
£ ineguianties

8 e
o Rosters B Print Student Access Cards
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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 Tasks:Preparing for Testing

Student ID/User Email Q

-

)

Preparing for Testing Administering Tests After Testing

B users

& Monitoring Test Progress

-,
s,/ * Data Cleanup °

§8 regularities

1] Test Settings and Tools

B _pon sttt scss s
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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 Tasks: Admimistermg Tests

Student ID/User Email Q

) @2

Preparing for Testing Administering Tests After Testing

B users . /** Data Cleanup °

& Monitoring Test Progress

§8 regularities

€ Print Student Access Cards

& Rosters

1] Test Settings and Tools

Il
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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 Tasks: After Testing

Student ID/User Email Q

-

Preparing for Testing Administering Tests After Testing

B users . /** Data Cleanup °

& Monitoring Test Progress

§8 regularities

€ Print Student Access Cards

& Rosters

1] Test Settings and Tools

I
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Presentation Notes
In the After Testing section, Corporation level users can perform data cleanup operations involved with resolving paper test discrepancies.



TIDE Banner

TIDE v

Administration: indiana 2020.21 | User: LastCTC2. FstCTC2 (CTC)

TIDE
@ Help & lnbox 4 Manage Accountw  [$ Log Out

TDS - TA Inferface {OperationalPractice)

TDS = TA Inferface (RIR) tudent ID/User Email o

@

a

ORS - Online Reporting System

Toots for Teachers

-}

Preparing for Testing Administering Tests After Testing
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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. 



anner: Inbox

ration: indiana 2020-21 | User: LastCTC2, FirstCTC2 (CTC)

Indiana

DEPARTMENT OF EDUCATION & Inbox Manage Account w  [3 Log Out

Student ID/User Email aQ

i

Administering Tests

After Testing

Preparing for Testing

Q Lambwm | Sacure File View ] View Documents X Send Files

Inbox _
| Enter Keywords | &
. Show| 10~ |entries
Archived (e v]
0 Name Creation Date Expire Date Days Available Actions
A System Labele m
] RostersAtDemo inst 9993xtsx TIDE 08/17/2020 04:41 PM 09/16/2020 04:41 PM _ E @
TIDE
~ Custom Labets Lo} 0 RostershiDemo inst 993 0xisx [TIDE 08/1712020 04:41 PM 0911612020 04:41 PM _ B W
Susan (0)
Showing 110 2 of 2 entries 1

Copyright @ 2020 Cambium Assessment, inc. All rights reserved. «
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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:Sendimng Files

$ General Resourcesw (@) Help & Inbox & Manage Accountw  [# Log Out

Q s | Secure File View @ ViewDocuments & Send Files

Select Recipients

@ By Role O By Email

Select Role(s)

O pistrict roles  ® School roles

* School Roles: | None selected v

+ Select Organization(s)

14

* State: | DemoStste ¥
* District | DemoDistrict Y

* School: | DemoSchool ™

Add File

0 of 10 documents

I

* By clicking Send, you agree that Cambium Assessment cannot be held liable for data shared as a result of sending these files.

Copyright @ 2020 Cambium Assessment, Inc. All rights reserved.
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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 Banner: Manage Account

TIDE v
I : Administration: Indiana 2020-21 | User: LastCTCZ FurstCTC2 (CTC)
‘DEPARTMENT OF EDUCATION (D Help g Inbof |4 Manage Accountw JJ& Log Out

Change Role

Email g

My Contact

Reset Password

d

Preparing for Testing Administering Tests After Testing
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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. 


Navigation Toolbars

o @ Preparing for Testing 9 Administering Tests e After Testing Student ID/User Email 2

Monitoring Test Progress v Imegularities w  Print Student Access Cards w
Plan and Manage Testing
@ Use this page to view participation report. \more info -

==  Choose What

Test Instrument: | ILEARN v *Test Name: | All selected (37) v

Administration: | 86 ¥

==  Search Students

Student's First Name: I

G
o
g
@
2
o
=
1
2]
o

*Corporation: | -- Select - v
*School: | None selected - Middle Name: |
Gender: '/ Male '“ Female
STN: |
Date of Birth: |
Student’s Last Name: I
Grade: | None selected v|
B ~dvanced search
Search Fields: | - Select -

v Additional Criteria Chosen:

Remove All | | Remove Selected
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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.


—BIW (3 Help & Inbox 3 Manage Accountw [+ Log Out

o e Preparing for Testing 9 Administering Tests e After Testing

Usersw  Studentsw  Hosters w  Test Settings and Tools v Test Windows w

Student IDMUser Email =%

Upload Users >
1. Upload 2. Preview 3. Validate 4. Confirmation

Download Templates

© Use this page to upload a file of users you want to add, modify, or delete. |more info -

= Click Download Templates to download the Excel or CSV template. Open the template in a spreadsheet application.
s Populate the template with valid values.

= Click Browse and select the file you created.

= Click Next and follow the prompts.

Step 1: Upload File

Browse

== Upload History

FileMame Date Uploaded | Status | Validation . | Records . | Records .| User 1
2 " | Report ” | Rejected ¥ | Processed x ¥
IN

IN-JARVIS-Proctors xlsx gﬁzwzm R Processed  N/A I Download (100)

ADMIN1@demo.user

06/28/2019 4:36 ul
PM Validated

IN-

IN-JARVIS-Proctors xlsx ADMIN1@demo.user

Download N/A NiA
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Presentation Notes
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 Search

Hmumrm (@ Help & Inbox & Manage Accountw [+ Log Out
o o Preparing for Testing 9 Administering Tests e After Testing I Student ID/User Email o I
Students v  Rosters w  Test Seffings and Tools v  Test Windows w

View/Edit/Export Students

© Use this page to view, edit, or export students. more info -

— Search Students

*Corporation: - Select -- A4 . Middle Name: I
*School: | None selected v Gender. '/ Male "' Female
ST | Date of Birtn: |
Student's Last Name: I Grade: | None selected v

Student's First Name: |
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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. 


User Roles and Permissions

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

For a detailed list of user roles and associated permissions, see the 7/DE User Guide.
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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.


Preparing for Testing

Add User
View/EditExport Users

Upload Users

1] Test Settings and Tools
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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 Users

Preparing for Testing

-I- Users

. Add User

ViewrEdiExport Lisers

Upload Users

1] Test Settings and Tools

o o Preparing for Testing 9 Administering Tests @ After Testing Find Studant by 1D 2
Shudenis w Test Setfings and Tools w

Add User
@ Use this page to add users to assessment systems. | mere info -

= PERSONMEL

“Emasil: I

= Add user or add roles to user with this email
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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 Users

Preparing for Testing

Add User

ViewlEQIWEXpor Lisers

l Upload Users

1] Test Settings and Tools

Upload Users

1. Upload

>

2. Preview 3. Validate

4. Confirmation

@ Use this page to upload a file of users you want to add, modify, or delete. |more info -

Step 1: Upload File

= Upload History

IN-JARVIS-Proctors xlsx
IN-JARVIS-Proctors. xlsx
Users Template(4).xlsx
Users Template (12).xlsx
Users Template (12) xlsx
UploadUserEdit xlsx
UploadUserAdd xlsx
UploadUserDelete xlsx
UploadUserEdit xlsx
UploadUserEdit xlsx

06/28/2019 4:39 PM
06/28/2019 4:36 PM
06/25/2019 2:57 PM
06/25/2019 11:31 AM
06/25/2015 11:31 AM
05/17/2015 4:43 AM
05M14/2015 4:42 AM
05/05/2015 4:44 AM
05/05/2015 4:44 AM
05/04/2015 4:41 AM

Processed
Ul Validated
Processed
Processed
Processed
Processed
Processed
Processed
Processed

Processed

Download
NIA

NIA

Download
Dowmnload
Download
Dowmnload
Download

Download

NiA
NiA
NiA
NiA
Download (1)
Download (1)
Download (1)
Download (1)
Download (1)

Download (100)
MNIA

Download (8)
Download (2
Download (1
1

(
(
Download (
Download (1
(

)
)
)
)
Download (1)
Dovmload (1)
Dowmload (1)

Download Templates »

Ccsv
EXCEL

Date Uploaded Validation Report Records Rejected Records Processed _

IN-ADMIN1@demo.user
IN-ADMIN1@demo.user
IN-STATE1@demo.user
IN-STATE1@demo.user
IN-STATE1@demo.user
in-state 1-auto@aft user
in-state 1-auto@aft user
in-state1-auto@aft user
in-state1-auto@aft.user

in-state1-auto@aft.user
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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 Users,continued

Preparing for Testing

Add User
ViewiEdIExport Lisers

Up Users

1] Test Settings and Tools

Upload Users D) IS ) T )

) . — Download Validation Report
1. Upload 2. Preview 3. Validate 4. Confirmation

@ Review the validation results, then click Continue with Upload. | mare infa -

Step 3: Validate Legend: dk Error: The fil= can be uploaded, but this row will not be included. Waming: This field is invalid, but the row will be uploaded
—m-
Patricia hartin _ priEair.org
5 e G001 Patricia Martin A\ pm@siror CITC Add

| Continue with Upload | | Upload Revised File | | Cancel |
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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.


View/Edit/Export Users

View/Edit/Export Users
© Use this page to view, edit, or export users. more info -

Preparing for Testing

*Role: | Corporation Test Coordini ¥ | First Name: I
*State: | 000000 - Indiana v Last Name: I
Add User
ViewlEOiVExport Users *Corporation: | 9999 - Demo district 999S ¥ | Fhaone: I
Upload Users Email I TA Course Completed: | Mone selectad -

1] Test Settings and Tools
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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. 


View/Edit/Export Users Results

View/Edit/Export Users

© Use this page to view, edit, or export users. more info -

== Search users

Preparing for Testing | 2v| (@ ||

Number of users found: 2
— AL

Add User Enter =earch terms fo filier search results o

ViewrEdiExport Uisers
Edit Corporation Email First Last TA Course Completed
|..|F|i'|:|:-']ﬁ Users Nan]e Narne

9997-Demo district | AM TA Course Completed
L / C1C IN-CTC5{@demo.user CTCh Demo ILEARN/IREAD-3/STEP+ TA

2957 Course Completed
. 9997-Demo district ILEARMN/IREAD-3/ISTEP+ TA
#| CTC 9997 TestINSGT78@ Test user  Demo demo Course Completed

1] Test Settings and Tools
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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. 


Students

Preparing for Testing

View/Edit/Export Students

Upload Tested Grade and Retester Flags (IREAD-3 and
ISTEP+ only)

Frequency Distribution Report

Test Settings and Tools °
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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. 


View/Edit/Export Students

View/Edit/Export Students
© Use this page to view, edit, or export students. | more info -

== Search Students

*Corporation: | Demo district 9997 - 9997 * | Middle Name: I
2 " * .| Demo inst 9996 - 9997_9996 Gender: '~/ Male '~ Female
Preparing for Testing 5°“°°'-‘ v
ST I Date of Birth: I
* Users Grade: | None selected v

Student's Last Name: I

Student's First Name: I
we oludents

: Advanced Search
l View/Edit/Export Students =
Frequency Distribution Report Search Fields: | Section 504 Plan v Additional Criteria Chosen:
Section 504 Plan: ' Yes ) No Remaove All | | Remove Selected

7]  Test Setiings and Tools
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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. 


View/Edit/Export Student, contmued

o

Preparing for Testing

& students (A

. View/Edit/Export Students

=

Your search retumed 50 results

View Results | | Export to Inbox vl | Modify Search

OO,

Frequency Distribution Report

v[ Test Settings and Tools °
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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.


View/Edit/Export Student Results, continued

View/Edit/Export Students
© Use this page to view, edit, or export students. |more info +

=+ Search Students

Number of students found: 50

Enter search terms to filter search results. @

School Information Student Demographics

Corporation S5TN Student's
Last
¥ ¥ | Name

9997_9996
9997 -Deme | 5o 999744001 Simulation
disfrict 9957 inst 9996
9997_9996
9997 -Deme | _poo 999744002  Simulation
disfrict 9997 inst 9095
9997_9996
o 9997-Demo | _no o 999744003  Simulation
district 9997 inst 900G

Date of
Birth

10262005

10262005

10262005

Alternate
Tester

1-50 of 2000 records | Page: 4([ 1 of 40 »

# Corporation

# School IRN

¥ STN

# Student's Last Name

# Student's First Name

¥ Middle Name

¥ Gender

¥ Date of Birth

¥ Grade

¥ Paper Tester

¥ Alternate Tester

¥ |dentified English Learner
¥ Special Education

@ Section 504 Plan D
¥ Primary Disability

¥ Tested Grade (for IREAD-3)

¥ Student without an Observable Mode of Communication

# Color Contrast (Computer)
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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.


Frequency Distribution Reports

e Frequency Distribution Report
© Use this page to generate a Frequency Distribution Report. | more info *

Preparing for Testing = |[filt=rfor Report
*Corporation: ‘ 9997 - Demo district 9997 ~ |
“School: | 9997_9995 - Demo inst 9: |
Grade: | - Select - v
==  Select Demographics
View/Edit/Export Students Select Demographics: | Gender , Race/Ethnicity v

l Freguency Distribution Report Setectall
Gender
Alternate Tester
Identified English Learner
_ Special Education

| Section 504 Plan
7] Test Settings and Tools Race/Ethnicity
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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.


Frequency Distribution Reports,continued

Frequency Distribution Report

© Use this page to generate a Frequency Distribution Report. ' more info -
=4  Filters for Report
4  Select Demographics

Preparing for Testing

| B8 cria @ | | Mhcraph | | EB lhgrid and Graph &
O
View/Edit/Export Students Female 250
Frequency Distribution Report Male &1
Total 500
& Roslers °
- 10 500
7] Test Settings and Tools °

Generate Report

500
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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.


Test Settmgs and Tools

Preparing for Testing

* Users

&, Rosters

I

-|-T Test Settings and Tools o

View/Export Test Settings 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.


View/Export Test Settmgs and Tools

View/Export Test Settings and Tools

© Use this page to view, edit, or export students and their test settings. |more info -

== Search Students

*Corporation: | Demo district 9997 - 9997 v Middle Name: I
*Gchool- | DEMO inst 9995 - 999?_9993 Gender: '~/ Male ' Female
Preparing for Testing o] Dateof Bt |
* Users Student's Last Name: I Grade: | None selected v
Student's First Name: I
= Advanced Search
Search Fields: |Special Education v Additional Criteria Chosen:

[ Special Education:

Special Education: "' Yes '/ No

TT Test Seﬂi“gs and Tools | Remove All | | Remove Selected

View/Export Test Settings 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.


View/Export Test Settmgs and Tools Results

View/Export Test Settings and Tools
© Use this page to view, edit, or export students and their test seftings. |more info -

=  Search Students I

Ev v I

Number of students found: 500
Enter search terms fo filter search results & 1-50 of 500 records | Page: 4l I 1 of 10

Edit | School Information Student Demographics

Corporation School Student's Student's Grade Paper Special Section
Last First Tester Education 504
Name 4+ Name ¥ ¥ 4| Plan

[ 9997 9995
- emo - Demo 999746001 | Simulation = Test A Male 10262005 | 10 Yes No No No
district 9997 .

inst 9995 @
0997 D 9997 9995
R s Py 999T46002  Simulation | Test A Female 10262005 10 Yes Yes No Yes
district 9997

inst 9995
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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. 


View/Export Test Settings and Tools,continued

View/Edit Student: Quinn Albert m

Student Participation

== Designated Features (Embedded)
e T S T e e S T

@ Use this form 1o modify a student's test settings. |more info -

Student Demographics

+
4 IREAD-3 and ISTEP+ Retester Eligibility
+

0000 ® OO wrun

Color Contrast @ | | valiow ¥ |Yellow v || | Yellow || |Yellow ¥ | |Black on White
Glossaries e English Glossary - Arabic Glossary - English Glossary - English Glossary
Language @ | English v English ¥ | |English ¥ || |Refreshable Braille ¥| | English
Masking @ OFF OFF OFF @
Mouse Pointer @ | | gystem Default ¥ | |System Default ¥ || |System Default ¥ || | System Default ¥ | |System Default

Print Sze @ | [Level 0 - 12 pt. (No zoom 2| | Level0 -12 pt. (No zoom 2| |Level0-12 pt. (Nozoom 2| |Level0-12pt. (No zoom #| |Level0-12pt.
»
:ﬁ Designated Features (Non-Embedded)
Accommodations (Embedded)

%2 Accommodations (Non-Embedded)

+ + + +

Special Requests

Save | | Cancel
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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.



Rosters

Preparing for Testing

O

G

Add Roster
ViewlEdil Export Roslers

Upload Rosters
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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 Roster

Preparing for Testing

Add Roster
View/Edit Export Roslers

Upload Rosters

7]  Test Settings and Tools

Add Roster

© Use this page to add rosters. more info -

| == Search for Students to Add to the Roster

*Corporation: | Demo district 9999 - 9999 »

Save | | Cancel

Middle Name:l

*School:| Demo inst 9990 - 9999_9 v Gender ) Male ) Female
STN: | Date of Birth: |
Student's Last Name: I Grade:| MNone selected v

Student's First Name: I

I Advanced Search I
|

| == Add Students to the Roster

*Roster Name: I

*Teacher Name: | -Select- v |

*Students to display: '/ Current Students '®' Current and Past Students
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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 Roster,contmued

o

== Add Students to the Roster

*Roster Mame: |My Demo Roster

*Teacher Name: | Demi, Proctor v |

*Students to display: " Current Students ' Current and Past Students

Select students from the "Available Students” list below to add to the roster:

Preparing for Testing Available Students (5309) Quick Search a Selected Students (6) Quick Search a
L Add Student Name Grade Reporting 1D - ! Remove Student Name Grade Reporting ID -
Demo Last, DemoFirst 03 199999004 | E Demo Last,Demo First 03 999999914
Demo Last, DemoFirst 03 1993899005 E Demo Last,Demo First 03 9999999315
Demo Last, DemoFirst 03 199399006 Cl E Demo Last, DemoFirst 03 199993000
|} IE‘ Demo Last, DemoFirst 03 199999007 (W} E Demo Last,DemoFirst 03 199999001
[} Demo Last, DemoFirst 03 199999005 [} E Demo Last,DemoFirst 03 199999002
|3} Demo Last, DemoFirst 03 1993899009 (W} E Demo Last, DemoFirst 03 199994003
.ﬁ.dﬂ HDRtEf (W) Demo Last, DemoFirst 03 199999010
|} IE‘ Demao Last DemoFirst 03 199999011
! X .
e EHII"I e [} Demo Last, DemoFirst 03 199999012
Lipioad Rosters ] Demo Last,DemoFirst 03 199999013
W} Demo Last, DemoFirst 03 199999014 - -
-|-T Test Settings and Tools I | Add All | | Add Selected | I I | Remove All | | Remove Selected | I

| Cancel
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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 Rosters

Preparing for Testing

Add Roster
View/Edit Export Roslers

Uipioad Rosters

T Test Settings and Tools

r
Upload Roste > Download Templates
1. Upload 2. Preview 3. Validate 4. Confirmation

© Use this page to upload a file of rosters you want to add or modify. more info -

Step 1: Upload File

Browse

‘ Choose File

== Upload History

S T S e e

RosterNames xlsx 12/10/2017 11:25 AM Processed Download (125) Download

DistnctRoster xisx 12/11/2017 01:40 PM Processed Download (94) N/A Download
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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. 



View/Edit Rosters

Preparing for Testing

Add Roster

I Wiew/Edil Exporl Roslers

Uipload Rosters

7] Test Settings and Tools

=

Your search returned 4 results

View Results

| Export to Inbox v | Modify Search

View/Edit Export Roster

© Use this page to view, edit, or delete rosters. more info -

Search for Rosters to Edit
===

Mote: For multiple roster selection, you may print 1000 students at a time.

Enter search terms to filter search results
Number of rosters found: 2

Edit | Roster Name Teacher Grades In Number Of
Roster Students

03, 04, 05, 06,
|| / Demo roster Demi, Proctor 07, 08, 09, 10, 5315
1, 12

L demo rosterdd Demi, Proctor 03 2



Presenter
Presentation Notes
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.



Ordering Paper Test Materials
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@ Paper Ordering
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Order Summary
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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).


Placing Additional Orders

Additional Orders
@ Use this page to view and modify additional orders. 'more info -

==  Contact Info

Verify your contact information below.

Corporation Test Coordinator Shipping Information
Preparing for Testing Name: Lakeland School Corporation Contact Person:l ‘
: “First Name: | | *Address Line1: | |
@ Orders
. Middle Name: | | Address Line2: | |
I Additional Orders
: *Last Name: I ‘ *City: | ‘
Order History
o Swe— *Email Address: | | “State: | |
Alternate Email “Zip Code: | ‘
Address: | \
“Zip+: | \

*Phone Number: ] \

*Phone Number: | |

Fax Number: ] ‘

Verify
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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. 


Placing Additional Orders (Cont.)

Preparing for Testing

& orders
I Additional Orders
Order History

Order Summary

Additional Orders
© Use this page to view and modify additional orders. |mere info -

<4 Contact Info

Corporation

®  School |9999_9990-Dem0 instg v

== Search for Orders

Search

4  Shipping Address for This Order

OD® O owssaoo

| Save Orders

Cancel

The following table lists your additional orders for Demo inst 9990

Material Description Quantity You Will Quantity Pending | Additional Quani
Receive Appruved Approval

ILEARN Regular Print Booklets

ILEARN. Biology: Regular Print Booklet
Includes one regular print fest booklet (ATTENTION: ILEARN Regular Print
Test Booklets may be ordered from November 19-December 5, 2019 for the

December testing window. Materials ordered outside of this window will not be

processed.}

I
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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. 


Order History

Preparing for Testing

Additional Orders

I Order History

Order Summary

Order History

© Use this page to review your orders and order details. mors info -

Order History for my District

= District: Demo district 9999 9999
186113 Additional

4 School: Demo inst 9990 9995 9990

4 School: Demo inst 9991 9999 3991

Damollser, State

Approved

Enter search terms to filter search resulis

08/27/2019 09:43 AM (EST)

o7

Jox
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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.  


Order Summary

Order Summary

© Use this page to review order quantities for your school or district. | more info -

4=  Search For Crder

Preparing for Testing
v

Enter search terms to filter search resuliz =1

Mumber of orders found: 2

T mmomm | cowoww | oww

Additional Orders

Order History

l Order Summary

Material Tvpe District Expected District Awaiting School Expected School Awaiting Total Expected Total Awaiting
P Shipment Approval Shipment Approval Shipment Approval

ILEARM: Biology: Regular
Print Booklet

ILEARM: Biology: Large Print
Booklet
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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. 


Create Requests

Create Requests

@ Use this page lo create invalidation requests. more info

= Select Request Type and Search

‘Request Type: | Resetatest @ *Search Student By: STN ~

Invalidate a test 0

Administering Tests

*sTN: [199999080 |

Report problem item @)
2. Monitoring Test P Re-open atest @
S g Test Progress

'® Grace period extension 0

Re-open Test Segment e

regularities

Create Requests

Enter search terms to filter search results Q
Number of records found: 1 z

View Requests

Student's Student's Appeal Status
Upload Requests Last  ¢[Fist ¢  Opp ¢|Status ¢
Name Name
Grace 8/12/2020 8/12/2020 ILEARN Grade 7
perio ) )emo Last emoFirst pause 44 48: nglish/Language
iod 9999 9990 11454 199999080 = D L DemoFi 1 d | 3:44:57 3:48:03 English/L: 4

udent Access Cards extension PM PM Arts Practice Test
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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 Requests

Request Status Description of Status

Error Occurred An error occurred while the appeal was being processed

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

Inf [ i iDi
ltem Information Sent 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
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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. 


Create Requests:Item Rescore

Create Requests

© Use this page to create invalidation requests. mereinfo -

Administering Tests =  Select Request Type and Search
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Reguest Type: Request an Item Rescore *Search Student By- | STN v

B reguiarities

- Create Requests "8TN:
View Requests | |
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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.


Create Requests:Item Rescore (cont.)

Create Requests

@ Use this page to create invalidation requests. more info »

4 Select Request Type and Search

I =, Create I

Enter search terms to filter search results
ResultiD Student's Student's Test Start Diate of Last Ar.’
Lasi imt Dpp ¥ Etatus Date

Request Demo Demo
an ltem 9905 9093 60000379 990763847 Lastname Firstname 0 completed
Rescore 1004 1004

Number of records found: 4

2019-04- 2019-05-
09T11:49:51.807  O07T12:52:36.23571!
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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. 




View Requests
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View Requests
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= Appeal Information

Additional Request Criteria

| Sessipn D :I

Fitter By | All v

Choose a Request Status

noose a Request Type

Request Stalus: J a1 @

Request Type. L 21 @
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T Reguest an e Rescore @ 7 Reracies @
) Requites Resubmission "]

7 ttom Informaton Sent @



Presenter
Presentation Notes
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. 



Process Requests

View Requests

@ Use this page to view, edit, export, or process invalidation requests. mare info «

== Appeal Information

Choose a Request Type
Request Type: @ a1 @

Resetatest @

Administering Tests

Invalidate a test @

Report problem tem @
Re-open a fest (2]
Grace period extension @

Re-open Test Segment 0

oS s :
ﬁ.T Momtonng Test Preress Request an Item Rescore (2]

ﬁ Irregularities

Create Requests

View Requests v () Process v

Upload Requests

Number of records found: 2

B | Case ftem | Request | School ResultiD

a

Number | | Type #| IRN s

B Print Student Access Cards

Reseta
v
9 test

13334 9098 9993 5981 300000061 DemoFirst

Choose a Request Status

Request Status: |

"
Student's | Student's | Segments | Request Status

First E
Name

Pending Approval .

n®

Pending Approval (%]
Rejected @

Submitted for Processing 0
Processed @

Rejected by System @

| Error Ocourred 0

| Retracted @

Requires Resubmission 0
ltem Information Sent @

a
ol

08/09/2020
314 PM

| Request ‘ Addifional
Date ¥| Comments *

UAT Testing. SRT Grades 3-5 1 reported

Additional Request Criteria

Filter By: | STN w

*STN: [ 300000061

Enter search terms o filter search results

1
Test | Test ‘ Requested Test

% Opp +| Status ¥| By #| stant
# Dale

SherwoodState, 1016/2019
SusanState 10:56 AM

'
Date of Requested Bj

10/16/2019  IN- ( : )
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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.


Upload Requests

Administering Tests

[ ; -
yag@  Monitoring Test Progress o

ff} Irregularities

Create Requests

View Requests

Upload Requests

B Print Student Access Cards o

Upload Requests >

1. Upload 2. Praview 3. Walidate 4. Comnnit 5. Confirmation

Download Templates w
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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. 


Monitoring Test Progress

Administering Tests

& Monitoring Test Progress

Plan and Manage Testing

Participation Search By STN
Test Completion Rates

Test Status Code Report
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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. 





Plan and Manage Testing

% Monitoring Test Progress
I Plan and Manage Testing
Participation Search By STN

Test Completion Rates

Test Status Code Report

ﬂ Imegularities

B Print Student Access Cards

Plan and Manage Testing

@ Use this page to view participation report. | mers info -

| == Choose What

G
(=]
=4
= Test Ir-st-ument|ILEARN Praclice Test ¥ Test ID's: | All selected (17) A
'g.
El Administration: | 2018-2019 ¥
e *Corporstion: | Cemo Dist 9995 - 5593 ¥ | Student's First Name: I
i Gender: W Male W Female

*School: | All selected (3)

“Teacher | Al v | Birth Date (MMDDYYYY): |

Grade: | Mone selected -

ST |

Student's Lest Nama: I

= Advanced Search
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Remove All | | Remove Selected
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| Generate Report | | Export Report |
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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.



Plan and Manage Testing Results

Plan and Manage Testing

@ Use this page to view participation report. | more info -
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3] (2
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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. 


Plan and Manage Testmg Examples

= Which students have not yet tested?

® students who |havenot v | completed v |1st v opportunity in the selected administration

= Which students have paused tests?

® students onther 1st ¥ opportunity in the selected administration, and have a status of | paused v '

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

® students whose most recent | SessionlD v | was FSesr.innID[upliunalj between |03/04/2019 f and |[]-5.f23.|'2[119 i

Note: If no TA or Session ID i1s specified, date range cannot exceed 15 days
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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.


Test Completion Rates
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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.


Test Status Code Report

Administering Tests
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ﬂ Imegularities
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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.


Prmtmg Student Access Cards from a Student List
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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. 



Prmtmg Student Access Cards from a Student List
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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. 


Printing Student Access Cards from a Roster List

o - View/Edit Export Roster
Administering Tests
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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.










Printing Student Access Cards from a Roster List
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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.



Printmg Pre-ID Labels
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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.



Data Cleanup
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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. 


Discrepancy Resolution
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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. 


Contact the Indiana Assessment Help Desk

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 that are appearing (including codes);

= Your operating system and browser information;

= Your network configuration mformation;

= Your contact information for follow-up by phone or email; and

= Any other relevant mformation, such as test names or content areas, STNs, session IDs, and
search criteria.

For test administration or policy issues, please contact your Corporation Test
Coordimator.
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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.



Thank You!

Additional Information
Indiana Assessment Portal

e https://indiana.portal.cambiumast.com/

Indiana Assessment Help Desk
e Toll-Free Phone: 1.866.298.4256

e Email: mdianahelpdesk@cambiumassessment.com

e (Chat: https://indiana.portal.cambiumast.com/chat.stml

Indiana Department of Education
e Toll-Free Phone: 1.888.544.7837
e Email: INassessments@doe.m.gov

A
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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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