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How to Activate Your Account & Log in to & out of TIDE

Introduction to Test Information and Distribution Engine (TIDE)

This user guide provides instructions on how to use TIDE.

( )

At its core, TIDE is a registration system for users who will access CAl systems and students who will take RISE
tests. Users of all CAl systems must be added to TIDE before they can access any CAl system. Students must
be added to TIDE before they can test in the Test Delivery System (TDS). Rosters must be added in TIDE so the
Reporting System can display scores at the classroom, school, LEA, and state level. During testing, TIDE users
can print test tickets, manage appeal requests, and monitor test progress. After testing, TIDE users can clean
up data before the testing window has closed.

TIDE receives student information and rosters from the Utah State Board of Education UTREx system nightly.
Any information provided via the UTREx upload cannot be modified by system users.

\. J

TIDE divides tasks by user role. Users with higher roles will have access to more tasks in TIDE than users with lower roles.
LEA-level users have access to the most tasks, followed by school-level users, teachers, and test administrators. The
structure of this guide is based on user role. It includes the following sections:

e How to Activate Your Account and Log in to TIDE

e How Teachers Perform Tasks in TIDE

e How School-Level Users Perform Tasks in TIDE
o How LEA-Level Users Perform Tasks in TIDE
There is an also an Appendix with additional information and instructions.
Please note: To return to the page in this manual that you were on before clicking a link to the appendix, use one of
the following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the

file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

© Cambium Assessment, Inc. 7
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How to Activate Your Account & Log in to & out of TIDE

Your TIDE administrator creates your account, and then TIDE sends you an activation email. This email contains a link that
takes you to the Reset Your Password page in TIDE where you can set up your password for logging in to TIDE and other
applicable CAl systems. This link expires 15 minutes after the email was sent. If you do not set up your password within 15
minutes, you will need to request a new link as described below:

1. Your username is the email address associated with your account in TIDE. When you are added to TIDE, you receive
an activation email containing a temporary link to the Reset Your Password page. You will receive this email from
DoNotReply@cambiumassessment.com, so you may need to add this address to your contact list. To activate your
account, you must set your password within 15 minutes of the email being sent. If you do not set up your password
within 15 minutes, you’ll need to request a new link either by selecting the second link in the email or by selecting
Reset Password on the Secure Login page. You can also review the section “Password Information” in the appendix.

a. If your first temporary link expired:

In the activation email you received, select the second link provided and proceed to request a new
temporary link.

Figure 1: Password Reset Email

Your Password Has Been Reset

&
DoNotReply <DoNotReply@cambiumast.com> S|9 -
To Tue 3:22 PM

(@) I there are problems with how this message is displayed, click here to view it in a web browser.

Action ltems + Getmore add-ins

This automated email contains a link to reset your Utah Password. If you made the request to reset your
password click the link below to go to the Reset Password page and create a new password.

Link to reset credentials

The link above expires after 15 minutes. If you do not change your password before then, please click this link
to request a new email.

b. If you forgot your password:

On the Secure Login page, select Reset Password and then enter your email address in the Email Address
field. You will receive an email with a new temporary link to reset your password.

c. If you did not receive an email containing a temporary link or authentication code:
Check your spam folder to make sure your email program did not categorize it as junk mail. Emails are sent
from DoNotReply@cambiumassessment.com, so you may need to add this address to your contact list. If

you still do not have an email, contact your School or LEA Administrator to make sure you are listed in TIDE.

d. Additional help: If you are unable to log in, contact the RISE Helpdesk for assistance. You must provide your
name and email address. Contact information is available in the User Support section of this user guide.

Please note: To return to the page in this manual that you were on before clicking a link to the appendix, use one of

the following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the

© Cambium Assessment, Inc. 8
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file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

At the beginning of a new school year, your TIDE password and security details will be automatically reset. Follow the
instructions in the section “How to reactivate your account at the beginning of the school year” below to reactivate your
account for the new school year.

How to activate your account

1. Select the link in the activation email. The Reset Figure 2: Reset Your Password Page
Your Password page appears (see Figure 2).

2. Inthe New Password and Re-Enter New

Password fields, enter a new password. The T _S:Iz'f::mwmemmlyean
password must be at least 12 characters long Enter your email address to receive a reset passwordlnk e T et e i i
and must include at least one lowercase e Aodreas * Link doesrt work?
. . Email Address « Ne o)
alphabetic character, one uppercase alphabetic e
= Not sure if you're registered?
character, one number, and one special S Need mare hei?

Cha raCtel‘ (eg, %, #, or ') (@ The reset password link will expire in 15 minutes.

Return to Secure Login Page

3. Select Reset Password.

Copyright @ 2025. All rights reserved. | Terms of Us v Policy A Cambium Assessment

Account activation is complete. You can proceed to
TIDE by selecting the TIDE card (see Figure 3) in the
portal page. When accessing TIDE from a new
computer or after clearing the cache on your
browser, you’ll be required to enter a confirmation
code before accessing the system. The code will be
automatically emailed to the address associated
with your user account.

© Cambium Assessment, Inc. 9
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How to reactivate your account at the beginning of the school year

At the beginning of a new school year, your CAl system password and security details will be automatically reset. You will
receive an email from DoNotReply@cambiumassessment.com to notify you of this occurrence and to alert you that you will
not be able to log in to TIDE or any other system until you reactivate your account for the new school year.

1. Navigate to the RISE Portal. Figure 3: System Cards on Portal
2. Select the TIDE (Student and User S
esources

Management) card from the RISE Portal View available user help guides and

(See Flgure 3)' The Login page appears (See othersystemresourcesA

Figure 4).

SYSTEM
Benchmark Module Previewing

Review the RISE benchmark modules.

SYSTEM

] o
Manage users and stud :nt

information. Monit~; est progress.

3. Select Reset Password. The Reset Your Figure 4: Login Page
Password: page appears (see Figure 5).

Cambium lﬂmm
EMPOWERMENT

Support
Secure Login + Why reset passwords each school year?
Email Address « Didn't receive the reset password email?
‘ Email Address ‘ = Link doesn't work?

» Need an account?
Password

= Not sure if you're registered?
‘ Password @ ‘

» Need more help?

Reset Password

Copyright © 2025. All rights reserved. | Terms of Use & Privacy Policy A, Cambium Assessment

© Cambium Assessment, Inc. 10
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4. Enter your CAl system email address and Figure 5: Reset Your Password Page
select Send Link to Email (see Figure 5). CAl
sends you an email containing a link to reset CA e H_I%[/ | S
your password.
Support
Reset Your Password e T
. . . . . Bt Vo ara GadFess e sseon § st Hesswiord ik » Wihy reset passwords each school year?
5. Select the link in the activation email. The i B e
Reset Your Password page appears (see i + Link dossnt work?
F. 2) oo * Need an account?
|gure . . - * Not sure if you're registered?
* Need more help?
6. Inthe New Password and Re-Enter New ® The reset password link will expire n 15 minutes
Password fields, enter a new password. The Retum to Secure Loain Page

new password must be different from your
last 24 passwords, have at least 12
characters, and must include at least one
lowercase alphabetic character, one
uppercase alphabetic character, one
number, and one special character (e.g., %,
#,orl).

Copyright © 2075, ANl rights reserved. | Terms ploy Cambium Assessment

7. Select Reset Password.

After you reset your password for the new Figure 6: Enter Code Page
school year, you may be taken to the Confirm

Account page (see Figure 6) page and asked to

provide the confirmation code sent to your

ema | I . Q .‘.?-E.T-?i:fl.rﬂ :
Support

In the Emailed Code field, enter the emailed Gy Wi e eat Deseiuud sach schiol vear?
COde and SeleCt Submlt B S = Didn't receive the reset 4 email?

(@ Aconfirmation code has been sent to your email address. The code will expire in 15 minutes.

= Why doesot the link work?

Emailed Code
+ Need an acoount?
You must enter the code within fifteen minutes » bot sure If you're registered?
of the email being sent. If your code expires, m * Heedmore hele?

you can request for a new code by selecting
Resend Code on the Confirm Account page.

Eesend Code

© Cambium Assessment, Inc. 11
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How to log in to TIDE

Do not share your login information with anyone. All RISE systems provide access to student information, which must be
protected in accordance with federal privacy laws.

1. Navigate to the RISE Portal (UtahRISE.org).

2. Select TIDE (see Figure 7). The Login page Figure 7: TIDE Card
appears (see Figure 8).

SYSTEM
TIDE

Manage users and student
information. Monitor test progress.

3. On the Login page, enter the email address and Figure 8: Login Page
password you use to access all CAl systems.
o | R |2

Secure Login « Why reset passwords each sehool year?

Email Address

Support

= Didn't receive the reset password email?

Email Address « Link dossnt work?
» Need an account?
 Notsure if you're registered?
= Need more help?

Password

Password @

Resel Password

© Cambium Assessment, Inc. 12
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4. Select Log In.
Figure 9: Enter Code Page

a. If you have not logged in using this browser
before, or if you have cleared your browser
cache, the Confirm Account page appears
(see Figure 9) and an email is sent to your CA S
address. This applies every time you access
TIDE with a new browser. The email . _ T
contains an authentication code, whichyou | e * Wy dossntshe ok wok?
must use within 15 minutes of the email e

being sent. m + Need more help?

Resend Code

@ A confirmation code has been sent to your email address. The code will expire in 15 minutes.

Support

* Why resel passwords each school year?

Confirm Account

i. Inthe Enter Emailed Code field, enter the
emailed code. Select Submit.

ii. Ifthe code has expired, Select Resend Code to
request a new code.

The Dashboard for your user role appears. Depending on your user role, TIDE may prompt you to select a role, LEA, or
school to complete the login.

Working with TIDE in more than one browser tab or window may result in changes in one tab overwriting changes
made in another tab. Do not have more than one TIDE browser tab or window open at one time.

How to log out of TIDE
e Inthe TIDE banner (see Figure 10), select
Username and a dropdown menu will @Hep | STATE DemoUser ~

appear. Select Log Out.

ACCOUNT

ROLE

Administration
E* After  inahpise 202525

User Role
State Personnel (STATE
Data

Discrt

Figure 10: Log Out

Logging out of TIDE logs you out of all RISE systems.

For example, if you log out of TIDE while administering a test using the TA Interface, your test session will stop and
all students in the session will be logged out of their tests. You cannot resume the session. You will have to create
a new session, and your students will have to log in to the new session to resume testing.

© Cambium Assessment, Inc. 13
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How Teachers Perform Tasks in TIDE

The TIDE dashboard for teachers has two sections (see Figure 11). These sections give tasks for teachers to do Prepairing for
Testing and Administering Testing

Figure 11: Teacher TIDE Dashboard

3 Seeure File Genter

R,I»S\r | o | CA TIDE @ Holp | STATE DemoUser v

PREPARING FSTING ADMINISTERING TESTS

2 Sudents  [E] Rosters ) TestSettingsand Tools [ Manage Participation Godes ] Forms

Student ID/User Emall | search a8

Card view @) Listview

‘j Preparing for Testing E Administering Tests
Students Monitoring Test Progress
Manage Students Plan and Manage Testing
Upload Student Settings Participation Search by SSID
Frequency Distribution Report Test Compl

etion Rates

Test Pre Summary,
Rosters

Add Rosters Print Test Tickets
Manage Roster Print from Student List
Uplaag Rosters Bt fom Raoterliat

Test Settings and Tools
Test Settings and Tools
Upload Test Settings and Tools

Manage Participation Codes
Manage Participation Code Assignments

Comeet Help Desk Copyrign: ©7025. Al veq. | Tem: Paiicy

C/\ Cambium Assessment

Teachers have access to TIDE under the “TE” role. Teachers have access to some of the same tasks as LEA-level and school-
level users and perform these tasks the same way a LEA-level or school-level user performs them. Instructions on these
tasks and how to perform them are in the sections below.

© Cambium Assessment, Inc. 14
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How Teachers Perform Tasks in TIDE Before Testing Begins

Before testing begins, teachers can perform the following tasks in TIDE:
e View user accounts to verify their own account information.
e View student accounts to ensure student details are properly entered into TIDE and edit student test
accommodations and test tools, if necessary. If student accounts are not set up in TIDE in the correct test

administration before testing begins, those students will not be able to test.

e Set up rosters so NextGen Reporting System can display scores at the classroom, school, LEA, and state levels.

How Teachers View User Accounts in TIDE

Teachers can view their own user account information in TIDE by selecting their Username from the banner (see Figure 12).

Figure 12: Manage Account Menu in TIDE Banner

[z Secure File Center

@ Help | STATE DemoUser v I

How Teachers Manage Student Information

Teachers can view student accounts and student distribution reports by selecting the Student task menu, selecting Manage
Students, filling out the search criteria, and selecting Search. Search results can be viewed in TIDE or exported to the Secure
File Center.

Optional: To display a list of students who are enrolled in more than one school or district or show only students enrolled in
one school, use the Student Enrollments filter (Figure 13).

Note: Dual-enrolled students display as duplicate records with different schools. However, if a student appears on

only one ling, it’s because the other school(s) were not included in your search, or the other school(s) are part of
another district.

© Cambium Assessment, Inc. 15
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Figure 13 Student Enrollments Filter

Manage Students

@ Use this page to view, edit, or export students. (2 pore info

Search Students @ € LEA: UsBE- 99 bl

@ Al schools (1) ~

LEA Student ID
Student's Middle Initial

Enrolled Grade

Select Enrolled Grade v

No | vEs | Online Student

Multiple Associations

All Students W

All Students
Dual Enrolled

Specific Studert Single Enrolled

2 Specific Student
Adding specifics in this section
search to match the ini

Chidantn Eirnt Mama you enter is found in

Teachers specify students’ accommodations and test tools by following the procedure below.

How Teachers specify student accommodations and test tools

A student’s test settings and tools include the available accommodations, such as Descriptive Audio, along with test tools,
such as color schemes. This section explains how to edit student test settings and tools via an online form or a file upload.

1. From the Test Settings and Tools task menu on the TIDE dashboard, select Test Settings and Tools. The Test Settings
and Tools page appears (see Figure 14).

Figure 14: Test Settings and Tools Page

Test Settings and Tools

@ Use this page to view, edit, or export students and their test settings. (2 More Info

Search Students LEA- USBE - 99 g 2
Search Students
é All Schools (1) v
LEA Student ID

Student's Middle Initial

Enrolled Grade
Select Enrolled Grade v

No | YEs | Online Student

Multiple Associations
All Students v

Specific Student SSID (7 digits) ¥
Specific Student

2. Retrieve the student accounts whose settings and tools you want to view or edit by filling out the search fields.
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In the list of retrieved students, select the hyperlinked name for the student whose test settings and tools you want to
edit. The Test Tools form appears (see Figure 15). You may need to scroll to view each section (see Figure 16).

Figure 15: Manage Student Page

‘Benchmark Parental Exclusion
1 ELA v MATHEMATICS SCIENCE v WRITING ~
Student Benchmark Parental
Exclusion @
Visual Assistance Tools

ELA V) MATHEMATICS SCIENCE v WRITING v
Colox Choloss ) Black on Wt v Black on Wi Black on Wt v Black on Wi v
Descriptive Audio @ on > on " on i on G
Mouse Polmsr @ System Def: v System Def: v System Def: v System Def: v
streamlined Mode @
Presentation

ELA v MATHEMATICS SCIENCE v WRITING ~
Language [Braille or Spanishl @ English v English v English v English W
Hearing Impairment @ ® ® ®
Braille Type @ Not Applica v Not Applica w Not Applica v Not Applica v
Print On Request @ None G None 5 None v None [
Print Size @) av == 1w v 2 v i b

[ Gonce | sve

3. Modify the student’s record as required.

a. Inthe available test settings and tools panels, modify the student’s test settings, using Table 1, below. The test
settings are grouped into categories, such as visual assistance tools, presentation, Integration with Assistive
Technology, and other accommodations. Tools under Integration with Assistive Technology require USBE approval,
and the appropriate TIDE Form must be submitted by LEAs prior to testing. The panels display a column for each of
the student’s tests. You can select different settings for each test, if necessary. It is recommended that students use
the training tests to verify accommodations are set correctly and to allow the student time to practice using the
testing tool.
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Figure 16: Test Tools Student Page

- -~
Benchmark Parental Exclusion
ELA ~ MATHEMATICS - SCIENCE ~ WRITING ~
Student Benchmark Parental NG NG No No
Exclusion @ - -
Visual Assistance Tools
ELA v MATHEMATICS + SCIENCE v WRITING v
Color Choices @ Black on Wt v Black on WF v Black on WF v Black on WF v
Descriptive Audio @) on “ on “ on “ on “
Mouse Pointer € System Defi « System Defi v System Defi v System Defi v
Streamlined Mode @
Presentation
ELA v MATHEMATICS + SCIENCE v WRITING v
Language [Braille or Spanish] @ English English  ~ English English
Hearing Impairment @ ® ® ®
Braille Type @ Not Applica v Not Applica v Not Applica v Not Applica v
Print On Request
q e None v None ~ None ~ None v
Print Size & v - v - v - v v
American Sign Language @ m ® ® @
Integration with Assistive Technology (State Approval Required)
ELA v MATHEMATICS SCIENCE v WRITING v
Assistive Technology @
Speech-1o-Text @ ® ®
Word Prediction @ ® ®
Other Accommodations
ELA v MATHEMATICS SCIENCE v WRITING v
Calculator 6th grade @ ® No “ No “ ®
Scribe @ Yes v No v No v No v
Visual Representation @) Yes “ No “ No “ No “
v

Cancel Save

Table 1: Fields in the Test Settings and Tools Panels
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Field

Description

Color Choices

List of available Color Choice settings.

Descriptive Audio

Toggles Descriptive Audio setting on or off, allowing the answer spaces to be read.

Mouse Pointer

List of available Mouse Pointer sizes and colors.

NOTES:
If a student needs the mouse pointer accommodation for testing, the changes should be made to the
TDS settings in TIDE as well as to the settings of the device used for testing.

For iPads with iOS, TDS does not have the ability to apply mouse pointer settings to change the gray
dot cursor; however, there are options for accessibility on iOS, which can be found here:
https://support.apple.com/guide/iphone/pointer-control-iphec6ele60b/ios

Streamlined Mode

Toggles streamlined mode setting on or off, allowing students to view the items from top to bottom
and left to right.

Language (Braille or Spanish)

Toggles between English and Braille settings, and also Spanish under Science and Math. Please refer to
the Spanish Adaptive section in the TAM for details on setting and administering RISE Summative
Math and Science tests in Spanish.

Hearing Impairment

This toggle feature will filter out items that may present bias toward hearing impaired students.

NOTE: If a student in Grade 4 or Grade 8 needs both the Hearing Impairment filter and braille settings,
please contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov

Braille Type

List of available braille settings.

. Math and Science Braille tests are available in UEB Contracted with Nemeth Math and UEB
Contracted with UEB Math. LEAs, SAs, and TEs are to ensure the correct setting is selected
for students in TIDE.

. ELA and WR Braille tests are only available in UEB Contracted.

Print on Request

List of available Print on Request settings.

Print Size

Sets the zoom level for all test content. Zoom levels of 5X or more require streamlined mode to be
turned on.

Please refer to the Assistive Technology Manual for details on the available zoom levels, and using
screen magnifier technology.

NOTE: Certain Chromebooks may have difficulty rendering the highest levels of zoom onscreen. It is
recommended that those needing high levels of magnification be placed on an alternative supported
operating system with a large screen.

American Sign Language

Toggles American Sign Language on or off.

Assistive Technology

Toggles Assistance Technology Mode setting on or off, allowing student to use pre-approved
hardware or software with secure browser.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Speech-to-Text

Allows student to dictate their responses in English, only available on constructed response items.
Third party STT options are outlined in the RISE Assistive Technology Manual.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Word Prediction

Suggested words pop up in a menu as students type. Students can select a word in the pop-up menu
instead of typing it out manually.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Calculator 6" grade

For students in grade 6, the use of a handheld calculation device or printable computation table is
considered an accommodation and may be provided (based on need documented in the IEP) during
the allowed segment of the assessment only.

Scribe

Students dictate their responses to a qualified person who records verbatim what they dictate.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Visual Representation

Visual Representations are manipulatives such as cubes, tiles, rods, blocks, models, etc. They may be
used on all sections of the mathematics assessment if they are included in the student’s IEP or 504.

© Cambium Assessment, Inc.
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For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

Changing a test setting in TIDE after the test starts does not update the student’s test setting if the same test setting is
available in the TA Interface. In this case, you must change the test setting in the TA Interface, although the student
will need to log out and resume the test for the settings to be applied.

4. Select Save.

5. Inthe dialog box, select Continue to return to the list of student records.

Figure 17: Edit Student Continue

Edit Student

| Demo Demo edits saved.

How Teachers verify Remote Summative settings

Dashboard

The Online Student field at the top of the screen (see Figure 18) will specify if a student has been marked as eligible for
receiving Remote Summative assessments. If set to ‘Yes’, they may be administered a remote summative assessment. If set
to ‘No’, or unset, they are eligible for the standard in-person summative assessment. Please note that Science summative
assessments are in-person regardless of setting.

This setting does not control access to remote interim or benchmark modules. These remain eligible to be proctored
remotely to all students, regardless of the Online Student setting.

SSID (7 digits) *

LEA Student

D

Student's First Name

Student's Mi

ddle Initial

Student's Last Name *

Sex *

Birth Date (MMDDYYYY) *

Enrolled Grade *

Special Education Indicator

Yes

v
ELL

Foreign Exchange

Online Student
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How Teachers specify Spanish language on RISE summative math and science

The Language [Braille or Spanish] (see Figure 19) setting sets the language presentation for RISE summative Math and
Science test content. When set to Spanish, this setting provides the full translation of each item and the item directions.
LEA, School, and Teacher level user roles can apply this setting for students (see User Role Permissions in this guide’s
Appendix). Please refer to the Spanish Adaptive section in the RISE Test Administration Manual for details on administering
RISE Summative Math and Science tests in Spanish.

Figure 19. The Language [Braille or Spanish] Test Setting

Presentation

ELA v MATHEMATICS v SCIENCE v WRITING v
Language [Braille or Spanish] @ English v English v English v English v
Hearing Impairment @ ® ®
Braille
. Spanish
Braille Type @ Not Applicable v NUTApPPICanTe Not Applicable v Not Applicable v
Print On Request @ None o o - - -
None None None None
Print Size @ X v X v X v 1X v

American Sign Language @ m [©] @ ®

How Teachers Manage Rosters

Rosters are groups of students associated with a teacher in a particular school. Rosters typically represent entire classrooms
in lower grades, or individual classroom periods in upper grades. Rosters can also represent special courses offered to
groups of students.

The UTREx system populates rosters in TIDE via the nightly upload process. These rosters are called system-defined and
cannot be edited by users. These are directly linked to the course codes assigned by LEAs. User-defined rosters can be
created to provide additional student groupings for reporting. All rosters are available in NextGen Reporting. The Reporting
System can aggregate test scores at these roster levels. You can also use rosters to print test tickets containing students’
login information prior to administering an assessment.

Since teachers are responsible for the growth and development of their student’s skills in reading, writing, research,
communication, and problem solving, it is important that teachers are able to analyze their student performance data and
adjust instructional goals accordingly. For teachers to be able to see student performance data, the students must be
included in a roster associated with the teacher. Hence, user-defined rosters may need to be created for all teachers who
are responsible for teaching an academic subject, such as Reading/Literacy, Mathematics, Science, Social Studies, and
Health.

Teachers can view all rosters but can only add or edit user-defined rosters for students in their school. These rosters are
then sent to NextGen Reporting System so those systems can display scores.

If additional user-defined rosters need to be created, it is recommended to follow the guidelines below:

e Rosters should ideally include about 25 — 30 students. If a roster is too large or too small, it may affect the credibility
and usefulness of the data.
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e One or more rosters may need to be created depending on the subjects taught by a teacher. For example, if a group
of Grade 3 students have the same teacher for Reading, Mathematics, and Science, then separate rosters do not
need to be created for each subject. However, if different teachers are responsible for teaching different subjects
then separate rosters need to be created for each teacher and subject.

e When naming rosters, a clear and consistent naming convention should be used that indicates the grade, class
name, teacher, and period as applicable. For example, an elementary school roster may be named ‘Gr3Jones20-21’
and a secondary school roster may be named ‘AikenPeriod3Eng9A20-21".

There are a few restrictions to be aware of when creating rosters:

e You can only create rosters from students associated with your school or LEA.

e You can only create rosters from students associated with the school(s) or district(s) associated with your user
account.

e Only 500 active students can be included in one roster.
You can only create rosters from students associated with your school or LEA. Like LEA- and school-level users, teachers can

add or modify user-defined rosters one at a time or all at once through file upload.

How teachers add new user-defined rosters one at a time

1. From the Rosters task menu on the TIDE Figure 20: Add Roster Form
dashboard, select Add Rosters. The Add Roster E
. USE” | = |G TioE @ ey | STATE Damoliser v
form appears (see Figure 20).
D [} Test Settings andTools 7 Manage Participation Codes [ /] Forms: 1) Monitoring Test Progress @ More.
2. Confirm the LEA and School desired, and click st B s 3 ot : a
Select. Add Rosters i

@ st

ding students in the next step. mere info v

3. Inthe Student Search tab on the following,
search for students by filling out the search

— Select School for Roster |

criteria and selecting Search. Use the Quick e s 99+
Roster tab to create a roster from a group of tstus 0500 SCR0L 1 9999
students. Once you select the search criteria, all

students who meet those criteria are
automatically added to the roster after you
select Create Quick Roster.
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4. Under the Roster Details panel on the right side Figure 21: Roster Details
(see Figure 21), do the following: Roster Details
*Roster Name:
a. Inthe Roster Name field, enter the roster “TeacherName: | - Select - h
name. Selected Students (0)

Show more information Filter students

b. From the Teacher Name drop-down list,
select a teacher or school personnel
associated with the roster.

X REMOVE ALL STUDENT NAME ENROLLED GRADE REPORTING ID (7 DIGITS)

Use Student Search or Quick Roster to add students.

c. Review the students selected for the roster
from the Selected Students list.

Optional: When students appear under
Selected Students:

- The Show more information drop-down allows you to select or clear additional columns under the
Selected Students grid. Note: Selecting Former Students shows students who are no longer associated
with the school in italics with the date they left the school. You can still add these students to your
roster. Once a student has been added to a roster, the student will remain in the roster even if the
student is no longer enrolled in the school.

- Use the Filter field to limit students to those who match the text you enter.
This keyword search only finds text in the grid. Be aware if you enter 11 to find students in 11th grade,
any content with the text 11 will display. This could potentially pull in results you did not intend to find.

- After saving, rosters must be changed from the Edit Rosters screen.
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How teachers modify existing user-defined rosters one at a time

User-defined rosters can be modified; system-defined rosters cannot be modified.

o User-defined Rosters: These are rosters that you create through the Add Roster page or the Upload Roster page.
You can modify a user-defined roster by changing its name or by adding students or removing students.

o System-defined Rosters: These are rosters that are imported into TIDE via UTREx and cannot be edited.

e You can modify existing rosters by performing the following steps:

1. From the Rosters task menu on the TIDE dashboard, select View/Edit/Export Roster. The View/Edit/Export Roster page

appears (see Figure 22).

Manage Roster

Figure 22: Manage Roster Page

@ Use this page to view, edit, or delete rosters and access associated reports when available. moreinfo +

= Search for Rosters to Edit

*EA:|USBE-99 v

#5chool:| DEMO SCHOOL 1 -99-999

*Roster Type: | System Defined v

2. Retrieve the roster record you want to view or edit by filling out the search criteria and selecting Search.

Note: If you use the Select All option or select more than one school, the Teacher option will be hidden and your results will

only be available for review in the Secure File Center.

&

3. Inthe list of retrieved rosters, select | #

for

the roster whose details you want to view.
The Manage Roster form appears (see Figure
23). This form is similar to the form used to
add rosters.

4. The Selected Students list displays students
who are currently associated with the roster.

© Cambium Assessment, Inc.
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5. To add students, select Find Students from Figure 24: Find and Select Students
the Find and Select Students side of the e
screen. (see Figure 24): T

a. Select the Student Search tab to add
individual students manually.

b. Select the Quick Roster tab to add a
group of students and then remove
individual students who do not need to :
be on the roster. ’ e

c. Toremove students, select X nextto
individual students or select Remove All
from the top of the grid (see Figure 24).
Select Save, and in the dialog box select
Continue.
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How teachers add or modify multiple rosters all at once

If you have many rosters to add or modify, you can do so through file upload as shown below.

1. From the Rosters task menu on the TIDE Figure 25: Upload Roster
dashboard, select Upload Rosters. The Upload | upload Rosters
Rosters page appears Where you Can download @ Use this page to upload a file of rosters you want to add or modify. (7 e wio

a template file. o
%
. . Step 1: Upload File
2. Fill out the template using Table 2 below. Template
The format of your data s
important. Use a template to get
startad.
Drag & drop a file te upload
T History
View a higtory of uploads 1o this page.

oo |

Table 2: Columns in the User-Defined Roster Upload File

Column Name Description Valid Values

LEA Number* LEA associated with the roster. LEA ID that exists in TIDE. Up to 20
characters.

School Number* School associated with the roster. School number that exists in TIDE. Up to 20
characters. Must be associated with the LEA
ID.

Email Address* Email address of the teacher associated Email address of a teacher existing in TIDE

with the roster. or in the Reporting System.
Roster Name* Name of the roster. Up to 20 characters.
SSID* Student’s unique identifier within the LEA. Up to 30 alphanumeric characters.

*Required field.

3. Once you’ve downloaded and filled out the Figure 26: Upload Roster Preview Page
template file, return to the upload screen, A
select Browse, locate the file on your o o -
computer, and upload it to TIDE. Select
Next. The upload preview screen appears
(see Figure 26).

Uploag Previen
val Free upad

Step 2: Preview

Gl It you've uoaces e coreet e OrY tae

et | concer

4. Once you've verified the information on the Figure 27: Upload Roster Validation Page
preview screen, select Next again. The
validation screen appears (see Figure 27).
Records with warnings will be processed,
but records with errors will not be
processed. You’'ll need to edit the rows with
errors and upload the records again.
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5. The validation screen shows errors or
warnings associated with your uploaded
file.

6. To continue with the upload despite these
errors or warnings, select Continue with
Upload. The selected file will be uploaded,
but the rows with errors will not be
included.

7. The confirmation page appears (see Figure
28), confirming how many records have

been committed as a result of your upload.

To upload a new file, select Upload New
File.

© Cambium Assessment, Inc.
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How teachers review submitted Assistive Technology or Scribe/Speech-to-Text Requests in TIDE

You may view the

status of currently pending accommodation requests using the TIDE interface. For any questions

regarding assistive technology itself, please review the Assistive Technology Manual or contact Jessica Wilhelm at
Jessica.Wilhelm@schools.utah.gov.

To review the status of an accommodation request:

1. Onthe TIDE dashboard, click on Forms in the Preparing for Testing grouping and click Manage Forms.

2. Onthe next page, the Manage Forms search box is displayed (see Figure 29). Fields denoted with a * are required.
Select and input the relevant search settings based on your previously submitted accommodation form and click
Search. Teachers can view all of a students test tool and accommaodation settings in TIDE by following the steps in the
section How Teachers specify student accommodations and test tools.

Figure 29: Manage Forms Forms Page

Manage Forms

@ Use this page to view TIDE Correction requests.

Search for Form o Select a Form *

Submissions to o
Review Assistive Technology Request Form v

Form Status *

All selected (3) “

Submission ID

Form Year *
2025-2026 ~
Q LEA: US v
& School: DEMO SCHOOL 1 - 99-999 v
Start Date
mmddyyyy
End Date
mmddyyyy

3. The status of forms matching the selected search criteria are then displayed below.

Figure 30: Manage Forms Results

FORM INFORMATION SCHOOL INFORMATION SUBMISSION INFORMATION
‘ SUBMISSIONID FORMTYPE STATUS SELECTEDLEA SELECTEDSCHOOL LEAFIRSTNAME LEALASTNAME LEAEMAIL

Filter Results a

4916

Assistive Approved USBE DEMO SCHOOL FallExistinguserFN UploadofflineFall _

Technology 1,DEMO SCHOOL 2
Request Form
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4. Optional: If you desire to view further details about the request, click on the pencil icon to the left of the applicable
form.
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How Teachers Use TIDE During Testing

During testing, teachers can perform the following tasks in TIDE:
e Optional: Print test tickets to help students log in to tests.

e View reports of students’ current test statuses and test completion rates.

How Teachers Print Test Tickets

Teachers can optionally print test tickets for their students. Test tickets are hard-copy forms that includes a student’s
username for logging in to a test (see Figure 31).

TIDE generates the test tickets as PDF files that you Figure 31: Sample Test Ticket
download with your browser.
test, Test Grade: 03
DOB: 10/10/2010
‘ﬂ‘ Test
First Name
(M) 9212691

SSID

District USBE (99)
School DEMO SCHOOL 1 (99-999)

About Printing Test Tickets for Dual-Enrolled Students

When printing test tickets for a student who has been dual-enrolled, tickets will be printed for the selected LEAs
and schools in which the student is enrolled.

The student can use any of the tickets to log in to the Test Delivery System (TDS). When verifying their information
after logging in to the TDS, the first school in which the student was enrolled will be displayed by default. It is okay
to continue with the verification process as the school information has no impact on the tests that a student is
eligible for.

\. J

How teachers print test tickets from student lists

1. From the Print Test Tickets task menu on the TIDE dashboard, select Print from Student List. The
Print Test Tickets from Student List page appears.

2. Retrieve the students for whom you want to print test tickets by filling out the search criteria and
selecting Search.

3. Select the column headings to sort the retrieved students in the order you want the test tickets
printed.
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4. Specify the students for whom test tickets need to be printed:
To print test tickets for specific students, mark the checkboxes for the students you want to print.
To print test tickets for all students listed on the page, mark the checkbox at the top of the table.

To print test tickets for all retrieved students, no additional action is necessary. The option to print all
retrieved records is available by default.

Print v . .
5. Select and then select the appropriate action:
To print test tickets for selected students, select My Selected Test Tickets.

To print test tickets for all retrieved students, select All Test Tickets.

6. Inthe new browser window that opens Figure 32: Layout Model for Test Tickets
displaying a layout for selecting the printed
layout (see Figure 32), verify Test Tickets is
selected in the Print Options section.

Choose a Test Tickets Layout:

7. Select the layout you require, and then select
Print.

Your browser downloads the generated PDF.

How teachers print test tickets from roster lists

1. From the Print Test Tickets task menu on the TIDE dashboard, select Print from Roster List. The Print from Roster List
page appears.

2. Retrieve the rosters for which you want to print test tickets by filling out the search criteria and selecting Search.
3. Select the column headings to sort the retrieved rosters in the order you want the test tickets printed.

4. Do one of the following:

Mark the checkboxes for the rosters you want to print.

Mark the checkbox at the top of the table to print tickets for all retrieved rosters.

When printing multiple class groups, the total number of students included in the class groups should not
exceed 1000.
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Figure 33: Layout Model for Test Tickets

5. Select and then select Test Tickets. A
layout model appears for selecting the printed hoose s Tt Tk Leyt:
layout (see Figure 33). Tt e @

6. Verify Test Tickets is selected in the Print
Options section.

7. Select the layout you require, and then select
Print.

Your browser downloads the generated PDF. Test
tickets sort by roster first, then by grade, and then
by name.

NOTE: When viewing the roster list for your roster, make sure the “Current Students” radio button is selected (not the
“Current and Past Students”) to ensure that your roster list is showing only current students (and not any students who
have exited your roster throughout the school year).

How Teachers Monitor Test Progress

Like LEA- and school-level users, the tasks available in the Monitoring Test Progress task menu for teachers allow you to
generate various reports that provide information about a test administration's progress.

The following reports are available for teachers in TIDE:

e Plan and Manage Testing Report: Details a student’s test opportunities and the status of those test opportunities.
You can generate this report from the Plan and Manage Testing page or the Participation Report by SSID page.

e Participation Search by SSID: Enter SSID manually or by upload for individual student data.

e Test Completion Rates Report: Summarizes the number and percentage of students who have started or completed
a test.

e Test Progress Summary Report: Displays charts with the data from Test Completion Rates for district-level and
school-level data.

How teachers view report of students’ current test status

TIDE includes a Plan and Manage Testing report that details all of a student’s test opportunities and the status of those test
opportunities. An opportunity is a student’s attempt at a test. Because the report lists testing opportunities, a student can
appear more than once on the report.

Plan and Manage Testing offers two ways to find information:

e Basic Search has common report options to find information on all eligible students who:

- have not started assigned tests

- have started but not completed assigned tests
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- have not completed assigned tests
(includes those who have not started and those who have not completed)

- have completed an assigned test
Also shows:

- testsin a paused status

- current tests expiring within 7 days

e Advanced Search has all report options, with tools to find individuals or student groups in these categories:

- Test Progress with options for have/have not started or have/have not completed by opportunity
- Test Status with options for any/specific opportunity and the status
- Test Expiration with options for expirations on a specific day or over a range of days
- Session ID or TA Name with options for most recent sessions or specific session ID
To access participation reports:

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Plan and Manage Testing. The
Plan and Manage Testing page appears.

2. Select either Basic Search (Figure 171) or Advanced Search (Figure 172).

Figure 34. Plan and Manage Testing Page: Basic Search

Plan and Manage Testing

@ Use this page to view participation reports. (2) More Info
Basic Search | Advanced Search  Favorites

i 7
" nformation o Select one option for the report. Selected Options
Set the focus of the report Group Testing Overview

_ Need a different report?
® students who have not started assigned tests @

If you don't see an option that suits your need, you can

Students who have started but not completed assigned tests
switch to Advanced Search to see more options.

Students who have not completed assigned tests @

O Students who have completed an assigned test

Tests with Potential Issues
Students with tests in a paused status

2 Students with current tests expiring within 7 days

© Cambium Assessment, Inc. 33



How School-level Users Perform Tasks in TIDE

EMPOWERMENT

HJS\LV IpROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026-2027
|

Figure 35. Plan and Manage Testing Page: Advanced Search

Specific Student E—\ SSID (7 digits)
Select a student group
Student's First Name

Student's Last Name

Advanced Search @ Add New Criteria
Optional criteria
Select... v

Tests: Select tests — Test
and an administration
Select a student group Benchmark ~

Administration
2025-2026 v

Test Name *

All selected (526) v

3. For Basic Search, proceed to the Basic Search section.
4. For Advanced Search, proceed to the Advanced Search section.
Basic Search

This option is designed for quick access to common search options. It offers a paired down selection of
options available in the Advanced Search and only allows searching for full groups of students per test,
administration, and test name.

Follow the prompts to move through the two steps. After searching, you’ll have access to the results table
that you can filter by keyword and export.

Advanced Search

1. Inthe Search Students panel (see Figure 36), select the parameters for whose information to include
in your report. Only fields with special considerations are listed below.

a. From the School drop-down list, select a school if applicable. You may select one or more
schools from this list. You may also select all schools.

i. Optional: If a single school was selected, choose a teacher from the Teacher drop-
down list.

ii. Optional: From the Advanced Search Search Fields drop-down list, select a specific
test accommodation or demographic to filter the report. If you select a test
accommodation or demographic, a field is displayed. Enter text or select the
required filter criteria from the available options.
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Note: If you select more than 20 schools or if you select all schools and the district contains more
than 20 schools, the report will only be available to export to the Secure File Center.

b.

The Teacher drop-down list includes all school-level users, such as teachers, test administrators,
and principal associated with the selected school. When you select a person from the Teacher drop-
down list, TIDE performs a check to find if the person is associated with any roster. If no rosters
exist for the selected person, no data is displayed when you generate the report. If the selected
person has an associated roster, the Plan and Manage Testing reports shows the test attempts of
the students included in the roster. If you do not select any person from the Teacher drop-down list
and use the default value of All to generate the report, you will find all the tests taken in that
school, irrespective of roster associations.

Note: The TA Name displayed on the Plan and Manage Testing report does not imply the name of the
teacher. The TA is the person who conducts the test. This can be the same as the teacher or it can
mean a different person.

Tests: Select tesis
and an administration
Select a student group

Specific Student
Select a student group

Advanced Search
Optional criteria

Figure 36. Advanced Search: Search Students Panel

SSID (7 digits)

Student's First Name

Student's Last Name

Add New Criteria

Select... v

Test

Benchmark v

Administration

20252026 w

Test Name *

All selected (526) v

2. Inthe Tests: Select tests and an administration panel (see Figure 37), select the parameters for which tests
to include in your report:

a.

From the Test field, select a test type.

Figure 37. Advanced Search: Select Tests and an Administration Panel

Tests: Select tests

and an administration
Select a student group
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3. Inthe Information: Set report focus panel (see Figure 38), select the radio button for one of the options and
then set the parameters for that option.

a. More information about the Refine by options:
i. Test Progress (refer to caution information)
- Reports date completed information; not based on status.

- Started does not have a test completion date; Completed has a test completion
date.

- 100,000 record limit for untested students.
ii. Test Status (refer to caution information)
- Reports test statuses.

- If completed is selected, the search results will include students with completed,
submitted, or reported statuses.

iii. Test Expiration
- Reports when students will lose access to the test.

- Use in exactly for expirations on a certain day; use within for expirations over a
range of days.

iv. Session ID or TA Name
- Reports most recent session information, not all past sessions.

- If no TA or session ID is specified, the date range cannot exceed 15 days.

Figure 38. Advanced Search: Set Report Focus Panel

Information: Set '-7—‘ Refine by
report focus
Select a student group o Test Progress )

Students who  have completed ~ any opportunity s~

Test Status @

Students on  any opport v | with a status of  Select v

Test Expiration @

Students with opportunities expiring  in exactly v days

Session ID or TA Name @
Students’ most recent  SessionlD v  was  Session |D (optional) from = 07/25/2025

to  07/25/2025

Caution: For Test Progress & Test Status, any opportunity does not mean all opportunities!

- Selecting the drop-down any opportunity does not return results with all opportunities.
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- Any opportunity finds the earliest opportunity matching the selection criteria in the rest of the search
phrase.

- If you need to find all opportunities, search by SSID for specific students using the Search Students by SSID
task.

Review Results
Do one of the following:

1. For the Advanced Search, select Generate Report to view the report on the page. If you are viewing
a report for more than 20 schools, use this option and then select Export to Secure File Center.

2. To open the report in Microsoft Excel, select Export Report or EEZEM If you are viewing a report
for more than 20 schools, this option will be disabled.

Note: Not all columns are selected by default. To add or remove information, use the at
the top right of the table. For descriptions of the columns in this report, see Table 36 below.

Figure 39. Plan and Manage Testing Report

showing 1-50 of 186 records 1 ofd »
Filter Results

TOTAL
ENROLLED TA TIME RESULTS DATE

NAME SSID -~ GRADE TEST NAME SESSIONID SPENT STATUS ID COMPLETED
testA, 1111274 08 Benchmark Module: LEA, LEA UAT-215C-27 00:00:17 invalidated 2021801 07/16/2025
demooo ELA Grade 4 -

Informational 1
testA, 1111274 08 Modular Benchmark: LEA, LEA UAT-215C-27 00:00:20 reported 2021797 07/16/2025
demooo Math Grade 3

Geometry 1-2: Form

7
testA, 1111274 08 Modular Benchmark: LEA, LEA UAT-215C-27 00:00:25 invalidated 2021800 07/16/2025
demooo Math Grade 3

Measurement and

Data 3-4: Form 2
testA, 1133060 04 Benchmark Cluster: TE1, UAT-6468-27 00:02:44 reported 2021950 07/24/2025
demoo Science Standard Demo31

4371 A
Last49, 8888049 04 Modular Benchmark: TE1, UAT-6468-27 00:00:15 reported 2021956 07/24/2025
First49 Math SM1 Geometry Demo31

1
Last1, 9180001 01 Benchmark Module: DemoUserA, UAT-BDAE-27 00:00:28 invalidated 2021912 07/21/2025
Test1 ELA Grade 6 - STATE

Cluster 1

Note: During periods of high testing volume, test statuses and reporting may take up to 24 hours to
be reflected in the RISE systems, so please take this timeframe into account as it relates to these

reports.
Table 3: Columns in the Plan and Manage Testing Report

Attribute Description
Name Student’s legal name (Last Name, First Name).
LEA Name Name of the LEA associated with the record.
School Name Name of the school associated with the record.
SSID Student’s Statewide Student Identifier number.
Enrolled Grade The grade in which a student is enrolled.
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Current LEP Indicates whether the student is an English Language Learner.

Test Test name for this student record.

Opportunity The opportunity number for that student’s specific record.

TA Name The test administrator who created the session in which the student is currently testing (or in which the student completed the test).
Session ID The Session ID to which the test is linked.

Total Time Spent The time it took a student to complete a test.

Status The status for that specific opportunity.

Results ID The unique identifier linked to the student’s results for that specific opportunity.

Restarts The total number of times a student has resumed an opportunity (e.g., if a test has been paused three times and the student has resumed

the opportunity after each pause, this column will show three restarts).

(This includes Restarts Within Grace Period—see below.)

Restarts Within The total number of times a student has resumed an opportunity within 20 minutes after a test was paused. For example, if a test has
Grace Period been paused three times and the student resumed the opportunity within 20 minutes of two pauses but 25 minutes after the third pause,
this column shows two Restarts Within Grace Period).

A student has a grace period of 20 minutes to pause the test at a test item and then resume the test at that same item. However, if a test
is paused for more than 20 minutes, the test session will expire, and the student will not be able to review any previous answers.

Date Started The date when the first test item was presented to the student for that opportunity.

Date Completed The date when the student submitted the test for scoring.

Last Activity The date of the last activity for that opportunity or record. A completed test can still have activity as it goes through the QA and reporting
process.

Expiration Date The date the test opportunity expires. The following are the set timeframes for each test; if not completed within this timeframe, the

tests will expire.

Benchmark Modules & Interim Assessments: 30 days

Mid-year Summative Assessments: 21 days

Spring Summative Assessments: 60 days

Remote Session Indicates whether the test was taken with the embedded remote proctoring enhancements (Y) or not (N).

Save advanced searches to the Favorites tab

You can save reports generated from the Advanced Search to easily rerun reports you use often. Reports are accessed from
the Favorites tab without the need to reenter your search criteria. When available, new data is pulled in each time you run
a report from Favorites.

& Your list of favorite reports can be used throughout one school year but will be removed when TIDE is reset for the next
school year.

To save searches to your Favorites tab:

=

Access Plan and Manage Testing.

2. Select the Advanced Search tab.

3. Select search criteria for all required fields and any optional fields within each section.

4. Select Generate Report.

[1 Note: The option to save your search will not appear if you select Export Report.

5. Review your search results in the grid at the bottom, and if they meet your needs, select Save New Favorite.

6. On the Save New Favorite pop up, add a title with up to 500 characters (required) and a description with up to 1000
characters (optional).

Caution: The Advanced Search options you selected will not display when you generate this report from the
Favorites tab. For future reference, list your search selections in the description so you know what information is in
this report.
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Generate and manage reports from the Favorites tab

The results from the reports in Favorites are refreshed every time you generate a report. Plan and Manage Testing provides
results on demand, so data is always up to date.

To generate reports from your Favorites tab:

1. Access Plan and Manage Testing.

2. Select the Favorites tab.

3. Select the title of a report to generate results below the list of Favorites on the Favorites tab.
The title and description you entered while saving your favorite display above the results, and the results display with a
limited selection of columns.

4. Optional: To display all or different columns, select and use the checkboxes.

5. Optional: Sort the results table the same way you can sort the list of Favorites.

To manage your favorite reports by editing the title and description or deleting the report:

1. Choose a way to edit the title:

a. From your Favorites list, select the Dots button
i. Click Edit to edit.
ii. Click Delete to delete the report from your favorites list.
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How teachers view which students have tested remotely

Teachers can use the Plan and Manage Testing report to see which students have taken a test that was administered
remotely. To do this, teachers will generate the Plan and Manage Testing report with whichever search criteria they want to
use by following the steps outlined above. In the report that is generated (or exported), there will be a column labelled

“Remote Session”

(see Figure 40, below). A “Y” in this column relays that the given student took the test listed remotely; a

“N” in this column relays that the given student did not take the test listed remotely.

Note: if the Remote Session column is not visible, click on the and select to enable.

Figure 40: Remote Session Column in Plan and Manage Testing Report

TOTAL
ENROLLED TA TIME RESULTS DATE REMOTE

NAME o SsiD GRADE TEST NAME SESSIONID SPENT STATUS ID COMPLETED SESSION
testA, 1111274 08 Benchmark LEA, LEA UAT-215C-27 00:0017 invalidated 2021801 07/16/2025 N
demooo Module: ELA

Grade 4 -

Informational

1
testA, 1111274 08 Modular LEA, LEA UAT-215C-27 00:00:20 reported 2025 N
demooo Benchmark: Remote Session

Math Grade 3 column

Geometry 1- \

2:Form 1
testA, 1111274 08 Modular LEA, LEA UAT-215C-27 00:00:25 invalidated 2021800 07/16/2025 N
demooo Benchmark:

Math Grade 3

Measurement

and Data 3-4:

Form 2
testA, 1133060 04 Benchmark TE1, UAT-6468-27 00:02:44 reported 2021950 07/24/2025 N
demoo Cluster: Demo31

Science

Standard

437A
test, 9920944 04 Benchmark TE1, UAT-30EB-27 00:00:50 reported 2021698 07/16/2025 N
Testit Cluster: Demo31

Science

Standard

4.1.1

How teachers view report of students’ current test status by student ID

You can also generate participation reports for specific students by SSID. This section describes how to generate
participation reports for one or more students using students’ SSIDs.

Because the report lists testing opportunities, a student can appear more than once on the report.

1. From the Monitoring Test Progress task menu Figure 41: Participation Search by SSID Page
on the TIDE dashboard, select Participation Participation Search by SSID
Search by SSID. The Participation Search by @ Use this page to view participation reports for specified students. (2 Motz info

SSID page appears (see Figure 41).

Search Type ° O Enter Upload

Enter SSID(s) ° Student ID(s)
U

se a comir separate multiple values.

2. Do one of the following:

To enter students’ SSIDs, select Enter. Next, enter
one or more SSIDs, separated by commas, in the
Student IDs field. You can enter up to 1000 SSIDs.

Generate Report
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To upload SSIDs, select Upload. Next, select Browse and then use the file browser to select an Excel or
CSV file with Student IDs listed in a single column. You can upload up to 1000 SSIDs.

3. Select Generate Report. The Participation
Report by SSID appears.

How teachers view report of test completion rates and progress summaries

The Test Completion Rate report summarizes the number and percentage of students who have started or completed a

test.

1. From the Monitoring Test Progress task menu
on the TIDE dashboard, select Test Completion
Rates. The Test Completion Rates page
appears.

2. Inthe Report Criteria panel (see Figure 42),
select the parameters for which tests to include
in your report.

3. To open the report in Microsoft Excel, select
Export Report. Figure 43 displays a sample Test
Completion Rate report.

For a description of the columns in this report, see
Table 4.

Figure 42: Test Completion Rates Search Fields

Test Completion Rates

@ Use this page to view test completion rates. (7 ' More Info

Report Criteria ° Report Type

Number of records found: 2

Date Test Name

02/08/2016  Grade 1 ELPA21 All

Domains

02/08/2016 Grade 1 ELPA21

Listening

Select a Report v
Test

Benchmark v
Administration

2025-2026 v

Test Name *

ted (526) v

Additional Options

- Select - v

Figure 43: Test Completion Rate Report

Opportunity | Total Student | Total Student Started | Total Student Completed | Percent Started | Percent Completed
0 0

1 7842 0.00% 0.00%

03 3 0 0 0.00% 0.00%

Table 4: Columns in the Test Completion Rates Report

Column Description

Date Date and time that the file was generated.

Test Test that is being reported.

Administration Administration that is being reported.

Test Name Grade, test, and subject that are being reported.

Opportunity

Test opportunity number that is being reported.

Total Student

Number of students with an active relationship to the school in TIDE.

Total Student Started

Number of students who have started the test.

Total Student
Completed

Number of students who have finished the test and submitted it for scoring.
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Percent Started Percentage of students who have started the test out of the total number of students with an active relation to
the school in TIDE.

Percent Completed Percentage of students who have completed the test out of the total number of students with an active
relation to the school in TIDE.

LEA Name The name of the reported LEA.

LEA ID The ID of the reported LEA.

School Name The name of the reported school. This column is only included in the school-level report.

School ID The ID of the reported school. This column is only included in the school-level report.

The Test Progress Summary provides charts of the information available in the Test Completion Report to provide a quick
visual reference. You can also view the data on the screen, as well as export it. Only district- and school-level data is
available in this report, though.

Access Test Progress Summary

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Test Progress Summary. The Test
Progress Summary page appears, displaying a card for each test window (Error! Reference source not found.).

Figure 44. Test Progress Summary — Summary View

Test Progress Summary

@ The charts on this page show information from the Test Completion Rates (TCR) report. (2 More Info

Report Type: ALL SCHOOLS Change Report Type Test Progress Legend: O Completed Not Started

Open Test Windows A
Benchmark Interim

E |99.9%
Total Eligible Tests: 188 Total Eligible Tests: 25,715

Past Test Windows A

rto expand all click EEOVETRZETS

Click on any test above 10 toggle between the summary and detail vi

2. Your Student Group defaults to all schools you can access. Change this by selecting Change Student Group and make
other selections.

3. Inatest card window, select show details/hide details to view or collapse the breakdown of data by school (Error!
Reference source not found.). You can also show/hide details for all test windows from the bottom of the screen.
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Figure 45. Test Progress Summary — Detailed View

Benchmark
96.3%

Total Eligible Tests: 188

hide details ~

Schools © completed In Progress Not Started
Show Additional Options DEMO SCHOOL 1 96.3% (181) 3.7% (7) 0.0% (0)
2025-2026 - for show results table
Sort By Additional Options - Select - v
-Select- v
DEMO SCHOOL 1

Show Results Table

4. Select Show Results Table to view the data on screen or export it.

Note: Depending on where you are in your testing cycle, the charts may show as mostly Not Started (gray color on
the chart).
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Overview of Participation Codes

This section addresses the management of participation codes for accountability purposes. Please note that it is important
to monitor test progress and enter any necessary participation codes throughout the test window as it progresses rather
than after testing is complete.

Motivation for Participation Codes

There are circumstances in which a student did not participate in an expected assessment or participated in an assessment
but in a non-standard way. In such instances, participation codes control and document how the test record is handled for
reporting aggregates and accountability calculations. The ability to add, modify, or delete participation codes is based on
role assignment in RISE. All participation codes are verified and approved by the LEA assessment director.

Participation codes are not intended to explain data errors present in UTREx. As per R277-404, Local Education Agencies
(LEASs) are responsible for updating local student information systems (SISs) so that UTREx data are accurate.

Once any participation code is marked in TIDE, that participation code persists until it is changed.
When participation codes are used, only one code can be selected. Participation codes are classified as “non-participation”

or “participation.” (A student is considered to have attempted a test after answering 6 questions or after responding with
any non-blank character to a writing prompt.) For a listing of participation codes, see Table X on page 35.

Policy: Participation codes are audited for appropriate use. ALL student data will be used for scoring, reporting,
and accountability.

Management of Participation Codes

Using TIDE, you can view participation codes for students enrolled in your classroom. You can add, modify, or delete
participation codes only in TIDE.

Test eligibility is controlled by the course code provided via the nightly UTREx upload. Once an enrolled student has been
assigned a RISE assessed course for at least 10 days, the student will either be required to take the RISE test by the end of
the testing window or must be assigned a participation code.

A student’s participation on a test is defined as a student answering 6 or more questions or entering any non-blank
character into one writing prompt.

Users can use TIDE’s Manage Participation Codes tab to add, delete, or modify participation codes for eligible tests. In
addition, if a participation code had been assigned prior to eligibility being removed, you can still view and modify the code
in TIDE as long as the student is enrolled in the LEA or school by using this tab. The ability to add, delete, or modify
participation codes is based on role assignment in RISE. All participation codes are verified and approved by the LEA
assessment director.

If you assign a 204 non-participation code prior to testing, TIDE removes the student’s eligibility and the student will not be
able to start that specific test. In order for a student to take that test, you must remove the 204 non-participation code in
TIDE.
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Working with Participation Codes in TIDE

This section describes how to view, modify, and delete participation codes in TIDE. The ability to modify or delete
participation codes is based on user role permissions.

Viewing a Student’s Participation Codes
When you search for student records in TIDE, the search results table displays any assigned participation codes. This can be
done from the Manage Students tab or the Manage Participation Codes tab.
To view the participation code in TIDE:
1. Click either the Manage Students tab or the Manage Participation Codes tab.

1. Search for students using the available filters. (You can use the Advanced Search function to search only for
students with participation codes.)

2. Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes (see Figure 46 below).

Figure 46: Participation Codes in TIDE

showing 1-50 of 43,777 records 1 of 876
S Filter By: Enrolled Grade w Clear All Filters

STUDEN SCH STUDENT INFORMATION

SSID (7 NAME LEA SCHOOL PARTICIPATION CODES SCHOOL BY TEST

DIGITS) IRN

Participation

9780212 Codes column 99-999 utGensum|  Participation codes 108:99-998
UT-GEN-SUM- h f 505:99-999
UT-GEN-SUM|  Shown for de 104:96-996
UTGEN-SUMT  students/assessments 107:77-799
UT-GEN-SUMH Ny Interim: Math Grade 7:99-
urcensumy  (if entered) 95
UT-GEN-SUM-

Interim: Math Grade - No Paglicipation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G8-8:999 -

No Participation Code
UT-GEN-INTR-CP-ELA-UT_Regling_G7-7:999 -
No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G4-4:999 -
No Participation Code

9210655 test, Test 99 99-999 UT-GEN-SUM-UD-WBANTiting-5:999 - No Participation Code 105:99-999
UT-GEN-SUM-UD-EJ§A-5:999 - No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G5-5:204 -
Parental Exclusion

9212030 test, Test 99 99-999 UT-GEN-INTR-CP-ELA-UT_Reading_G5-5:106 105:99-999
Student Refused to Test
UT-GEN-SUM-UD-WR-Writing-5:209

e Note: The code 999 (shown in Figure 46 above) indicates that a participation code had been assigned and was then
removed. This is different from a blank participation code, which means that a partcipation code had never been
assigned for that student’s test.

If a participation code needs to be changed for a student, do one of the following:

o If the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer eligible for the test and had attempted the test, use the Manage Participation Codes tab
in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.

e [fthe student is no longer eligible for the test and had not attempted the test, use the Manage Participation Codes
tab in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.
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e [fthe student is no longer enrolled in the LEA, your LEA assessment director will need to use the Discrepancy
Resolution tab in TIDE to clean up the data (i.e., to add the appropriate participation code).

If a participation code needs to be added for a student, do one of the following:

e |[f the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer eligible for the test and had attempted the test, your LEA assessment director will need to
use the Discrepancy Resolution tab in TIDE to clean up the data (i.e., add the appropriate participation code).

e [fthe student is no longer eligible for the test and had not attempted the test, your LEA assessment director will
need to use the Discrepancy Resolution tab in TIDE to clean up the data (i.e., to add the appropriate participation

code).

e |[f the student is no longer enrolled in the LEA, your LEA assessment director will need to use the Discrepancy
Resolution tab in TIDE to clean up the data (i.e., add the appropriate participation code).
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Updating a Student’s Participation Codes

You can add or modify a student’s participation codes as long as the student is enrolled in your school or LEA. The ability to
add or modify participation codes is based on user role permissions.

To update a student’s participation codes:

1. Loginto TIDE, and click the Manage Participation Code Assignments tab.

2. Search for students using the available filters. (You can use the Advanced Search function to search only for students
with participation codes.)

3. Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes (see Figure 47 below).

Figure 47: Participation Codes in TIDE

showing 1-50 of 43,777 records 1 of 876 »

3= Filter By:

] (Il Customize ~

Filter Results

Enrolled Grade Panicipation

Codes column

STUDENT

SSID (7 NAME LEA SCHOOL ‘ - SCHOOL BY TEST LEA
DIGITS) IRN STUDE|
)
9780212 Last11, 99 99-999 -GEN-SUM-UD-5C-5:999 - No Participation Code 108:99-998 978021
Test11 T-GEN-SUM-UD-SC-SPR-5:999 - No Participation Code 505:99-999
UT-GEN-SUM-UD-WR-Writing-8:999 - No Participation Code 104:96-996
UT-GEN-SUM-UD-MA-7:999 - No Participation Code 107:77-799
UT-GEN-SUM-UD-ELA-8:999 - No Participation Code Interim: Math Grade 7:99-
UT-GEN-SUM-UD-ELA-7:999 - No Participation Code 995
UT-GEN-SUM-UD-ELA-4:999 - No Participation Code
Interim: Math Grade 7:999 - No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G8-8:999 -
No Participation Code
i At T-GEN-INTR-CP-ELA-UT_Reading_G7-7:999 -
Parl|C|pat|0n codes o Participation Code
shown for GEN-INTR-CP-ELA-UT_Reading_G4-4:999 -
students/assessments NORrticipation Code
9210655 test.1d  (if entered) UT-GENNYM-UD-WR Writing-5:999 - No Participatioggfode 105:99-999 921010
UT-GEN-SUNUD-ELA-5:999 - No Participation C
UT-GEN-INTR- A-UT_Reading_G5-5:204

Parental Exclusion
Terms of Use & F Policy

€\, Cambium Assessment

Contact Help Desk Copyright © 2025. All rights reserved.

4. Inthe list of retrieved students, select *** for the student whose participation code you want to update.

5. The Edit Non-Participation Code page appears. In the Participation Codes section of the page, use the drop-down
menus available for each test the student is eligible for to update the participation code(s) as needed (see Figure 48).

Figure 48: Participation Codes in the Test Information Distribution Engine

Edit Non-Participation Codes B8

Participation Cades ° Participation Codes

Interim- Math Grade 7

999 - No Participation Code v
UT-GEN-SUM-UD-ELA-4

999 - No Participation Code v
UT-GEN-SUM-UD-ELA-7

999 - No Participation Code v
UT-GEN-SUM-UD-ELA-8

999 - No Participation Code M
UT-GEN-SUM-UD-MA-7

999 - No Participation Code "
UT-GEN-SUM-UD-WR- Wrlting-8

999 - No Participation Code v
UT-GEN-SUM-UD-SC-SPR-§

999 - No Participation Code. v

© Cambium Assessment, Inc. 47



Utah RISE Test Information and Distribution Engine User Guide 2026-2027
How School-level Users Perform Tasks in TIDE

READINESS
IMPROVEMENT
SUCCESS

l EMPOWERMENT

6. Click Save when complete.

Table 5 below lists the participation codes and their descriptions.

Table 5: Participation Codes and Their Descriptions

Participation Code

State

Federal

Description

101: Did Not Test

Countable for Participation only

Countable for Participation only

Student was enrolled at the school
and eligible to test (with or without
reasonable accommodations) but
did not test.

103: EL First Year in U.S. April 15 or
Later

Not Countable

Not Countable

The student is an English learner
(EL) and first enrolled in the U.S. on
or after April 15 of current school
year. Student is not required to test,
but testing is made available.

104: EL First Year in U.S. Before
April 15

Counted for Participation only

Counted for Participation only

The student is EL and first
enrolled in the U.S. before April
15 of current school year.
Student must take ELA, Math,
and Science.

106: Student Refused to Test

Countable

Countable

Student refuses to start the assessment
or refuses to complete at least six items
of the assessment.

107: Excused for Health Emergency

Not Countable

Not Countable

Student is unable to test during the testing
window due to an unanticipated health
circumstance.

108: Course Will Continue Next
School Year — USBE Approval

Not Countable

Not Countable

Student was not scheduled to finish the
course during the current school year.

111: USBE Excused — Approval
Needed

Not Countable

Not Countable

Requires USBE authorization. Used in rare
circumstances to capture irregular test
circumstances.

112: Student Transferred Before
Testing Window

Not Countable

Not Countable

Student transferred out of school before
the LEA had a reasonable opportunity to
administer the assessment.

123: Grade 11-12 Non-Participant

Not Countable

Not Countable

Student is enrolled in grade 11 or 12
and is not required to test.

200: Standard Participation

Countable

Countable

Student took the assessment under
normal circumstances.

202: Modified

Counted for Participation only

Counted for Participation Only

Student took the assessment with non-
allowed modifications which interfere
with the validity/reliability of the test.

204: Parental Exclusion*

Not Countable

Countable

A parent or guardian has requested in
writing that the student be exempt
from the assessment.

205: EL in Second Year of
Enrollment

Counted in Participation and
Growth

Counted in Participation and
Growth

Student is EL and first enrolled in the

U.S. during the previous school year.
Student must take ELA, Math, and
Science.

208: Test System Irregularity

Not Countable

Not Countable

The test event was interrupted by a
system error without reasonable
opportunity to reset or re-open the
test.

USBE Approval required.
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exclusion

209: Incorrect Course Code Countable Countable An incorrect course code or grade was

Assigned assigned, triggering an incorrect test.
LEA correction of the course code is
required.

210: Accommodated (no language Countable Countable Student took the assessment with

accommodation) allowable accommodations, but not a
language accommodation.

211: Language Accommodation Countable Countable Student took the assessment with
allowable language accommodation.

212: Multiple Accommodations, Countable Countable Student took the test with multiple

including language accommodation . .
accommodations, one of which was a
language accommodation

213: Invalidated Due to Academic Countable Countable LEA determines that the test was spoiled

Integrity - Student or invalid (E.g. Student cheated; test
administrator broke protocol).

214: Invalidated due to parental Not Countable Countable

Parent determines that the student
should not participate with the
assessment.

216 — Invalidated Due to Academic
Integrity — Test Administrator

Not Countable

Not Countable

LEA determines that the test was
spoiled or invalid (E.g. Test
administrator broke protocol)

under Test Settings. It is set by subject.

Benchmark Parental Exclusion

*|f the parental exclusion includes benchmark modules, set the Benchmark Parental Exclusion fields in TIDE found on the Manage Student page

Student Benchmark Parental
Exclusion @

© Cambium Assessment, Inc.
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How School-level Users Perform Tasks in TIDE

The TIDE dashboard for school-level users has two sections (see Figure 49).

Figure 49: School-Level User TIDE Dashboard

School-level users are school administrators who have access to TIDE under the “SA” role. Instructions on the tasks users
with this role can perform and how to perform them are in the sections below.

How School-level Users Perform Tasks in TIDE Before Testing Begins

Before testing begins, school-level users must perform the following tasks in TIDE:

e Set up user accounts for teachers so they can sign in to TIDE and other CAl systems. If teachers do not have
accounts set up in TIDE, they will not be able to access any CAl systems or administer tests.

e View and modify student accounts so students can take the correct tests with the correct test settings at the
correct time. If student accounts are not set up in TIDE in the correct test administration before testing begins,
those students will not be able to test.

e Set up user-defined rosters so NextGen Reporting System can display scores at the classroom, school, LEA, and state
levels.

How School-level Users Set up User Accounts in TIDE

School-level users must set up user accounts in TIDE for teachers. If teachers do not have user accounts set up in TIDE
before testing begins, they will not have access to any CAl systems or be able to administer tests.

School-level users can add or modify user accounts one at a time or multiple user accounts all at once through file upload.

How School-level Users Set Up User Accounts to proctor remote assessments

In order for a user to proctor assessments remotely, a user must have the Remote flag enabled on their user account. As
detailed further in the user creation and modification instructions below, the Remote Proctor field needs to have Remote
checked. If this setting is not enabled for the user, they will be unable to start a remote testing session.
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How school-level users add new user accounts one at a time

You can add users to TIDE one at time by following the steps below:

1.

From the Users task menu, select Add Users. Figure 50: Add User
The Add Users page appears (see Figure 50). Add Users
@ Use this page to add users to assessment systems. (2 Morenfo
Add/Edit My Email Address *
Account
In the Email Address field, enter the new user’s Figure 51: Add User — Additional Fields

email address and select +Add user or add roles
to use with this email. Additional fields appear
(see Figure 51).

User's Role

Assign Role *

- Select a role -

- Select a role -
School Administrator (SA)
School Report Viewer (SRV)
Proctor (PR)
Teacher (TE)

Enter the new user’s first and last names in the
required fields and other details in the optional
fields.

From the Role drop-down, select a role.
Optional: To add multiple roles, select Add Another Role and repeat step 4.
Optional: To delete a role, select Delete next to that role.

Optional: To enable user ability to remotely proctor RISE assessments, check Remote in the Remote
Proctor field.

Select Save. In the affirmation dialog box, select Continue to return to the Add Users page. TIDE adds
the account and sends the new user an activation email from
DoNotReply@cambiumassessment.com.

How school-level users modify existing user accounts one a time

You can view and modify existing user accounts one at a time or multiple existing user accounts all at once through file
export. If a user’s information changes after you’ve added the user to TIDE, you must edit the user account to match the
most up-to-date information. If the user’s account does not include the most up-to-date information, the user may not be
able to access other CAl systems or features within those systems. You can also delete users from TIDE.

1.
2.

From the Users task menu, select View/Edit/Export Users. The View/Edit/Export Users page appears.

Retrieve the individual user account you want to view, edit, export, or delete. Begin by searching for the
record you want to modify. Start at the dashboard that appears when you first log in to TIDE, select the task
for which you want to search for records, and select Manage. Fill out the form that appears and select
Search.
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Figure 52: Manage User

Manage Users

@ Use this page to view, edit, or export users. (2 More Info
Search users ° First Name
Last Name
Email Address

Remote Proctor

Select Remote Proctor v

Cactus ID

3. Inthe list of retrieved user accounts, select - for the user whose account you want to view or edit.

4. Modify the user’s details as required, using Table 6 below.

Table 6: Fields in the Manage Users [User's Name] Page

Field Description

First Name User’s first name.

Last Name User’s last name.

Phone Number User’s phone number.

Email Address* Email address for logging in to TIDE.

CACTUS ID User’s C ACTUS ID.

User Roles* User role(s). For an explanation of user roles, see the User Role Permissions section of the appendix.
LEA* LEA associated with the user.

School* School associated with the user.

Remote Proctor Ability to remotely proctor RISE assessments. Check Remote to allow user to proctor remote sessions.

*Required field.

Please note: To return to the page in this manual that you were on before clicking a link to the appendix,
use one of the following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on
laptops or tablets when viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on
laptops or tablets when viewing the file in Adobe Reader). Please note that these keyboard shortcuts do
not apply to Chromebooks. If the keyboard shortcuts do not work or apply to your device, you can also
scroll back to your previous location.

5. Optional: To add more roles for this user, select Add Another Roleand then follow the steps as described in
the section on adding individual users.

6. Optional: To delete a role, select Delete next to that role. You can also delete the user’s entire account from
the search results table.

7. Select Save.

8. Inthe affirmation dialog box, select Continue to return to the list of user accounts.
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How school-level users add or modify multiple user accounts all at once

You can also add or modify multiple user accounts all at once through file upload by following the steps below:

1. From the Users task menu, select Upload Figure 53: Upload Users Page
Users. The Upload Users page appears where | Upload Users

you can download a template file (see Figure

@ Use this page 1o upload a file of users you want to add, mody, or delete. () were nfo

53). (]
e
2. Tofill out the template, use the information SR Rl -
‘emplate
in Table 7 below. T
started,
Drag & drop a file to upload
- History
View a history of uploads to this page.
Table 7: Columns in the User Upload File
Column Description Valid Values
First Name* User’s first name. Up to 35 characters.
Last Name* User’s last name. Up to 35 characters.
Email Address* User’s email address. Any standard email address. Up to 128 characters that are valid for

an email address. This is the user’s username for logging in to TIDE.

LEA Number*

User’s LEA number.

School Number*

User’s School Number.

Phone Number User’s phone number. Phone number in xxx-xxx-xxxx format. Extensions allowed.
Role* User’s role. For an explanation of user roles, see the One of the following:
User Role Permissions section of the appendix. LEA—LEA administrator.
LRV—LEA Report Viewer.
SA—School administrator.
SRV—School Report Viewer.
TE—Test administrator.
PR—Proctor.
Must be lower in the hierarchy than the user uploading the file.
CACTUS ID User’s CACTUS ID.
Action* Indicates if this is an add, modify, or delete transaction. One of the following:

Add—Add new user or edit existing user record.
Delete—Remove existing user record.

*Required field.

Please note: To return to the page in this manual that you were on before clicking a link to the appendix, use one of
the following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.
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3. Once you've downloaded and
filled out the template file, return
to the upload screen, select
Browse, locate the file on your
computer, and upload it to TIDE.
Select Next. The upload preview
screen appears (see Figure 54).

4. Once you’ve verified the
information on the preview
screen, select Next again. The
validation screen appears (see
Figure 55).

Figure 54: Upload Users Preview Page

Upload Users

@ 1 the values in the columyis do ot Maleh e heasings i tha table, Use a templale iTom the previous Upload Usars page

! 2]
Upioad Previen

e -

Step 2: Preview

Check that you/ve uploadsd the corract fle. Orly the first 10

display on the praview

RECORD
NUMBER FIRSTNAME  LASTNAME  EMAILADDRESS LEATD SCHOOL ID

1 Naw User nuser@schoa.edu w 2]

Figure 55: Upload Users Validation Page

Step 3: Validate

& 0 rocoras) s b praceses
o1

Summary
Sroms

uuuuu

acTioN

Add

5. The validation screen shows errors or warnings associated with your uploaded file. To revise the file before uploading,

select Upload Revised File.

6. To continue with the upload despite these errors or warnings, select Continue with Upload. The selected file will be
uploaded, but the rows with errors will not be included.

7. The confirmation page appears (see Figure 56), confirming how many records have been committed as a result of your
upload. To upload a new file, select Upload New File.
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Upload Users

1 2 3 (4]

Upload Preview Validate Receive Confirmation
Find a file Preview upload Fix errors All done

+ Your file has been uploaded.
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How School-level Users Register Students for Testing

School-level users can view students registered via the nightly UTREx transfer. If students are not registered for testing, they
will not be able to sign in to a test.

School-level users can modify student test settings one at a time or all at once through file upload. School-level users can
specify or upload student accommodations and test tools, and view student distribution reports. For detailed information,
please refer to the following sections:

How school-level users modify existing student accounts one at a time

You can view and edit detailed information about a student’s record. You can also view a student’s test participation report
and rosters to which students are active, if available. Note: student information provided via UTREx upload cannot be
modified.

Optional: To display a list of students who are enrolled in more than one school or district or show only students enrolled in
one school, use the Student Enrollments filter (Figure 57).

Note: Dual-enrolled students display as duplicate records with different schools. However, if a student appears on
only one ling, it’s because the other school(s) were not included in your search, or the other school(s) are part of
another district.

Figure 57 Student Enrollments Filter

PREPARING FOR TESTING

() Dashboard @D users [ESTIGOE ] Rosters (=) TestSemingsandTools /4 Manage Participation Codes (7, Tel

B3 Manage Upload Student Sattings  Reports

uuuuuuuuuuuuuu

Select Enrolled Grade v
No | YES | Online Student

Multiple Associations
All Students v
All Students

) Dual Enrolled
Specific Student @ Single Enrolled

Student's First Name

Student's Last Name

N ° Add New Criteria

Optional criteria
Select ~

a. Inthe list of retrieved students (see Figure 58),
select .. for the student whose account you
want to view. The View/Edit Students:
[Student's Name] form appears (see Figure
59, below).

Figure 58: Manage Students

e

b. Modify the student’s record as required. R
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e |nthe student information panel, modify
the student’s record, using Table 8 on the
following page.

c. From the Rosters panel, view rosters to which
the student is currently active, if available.

Table 8: Fields in the Student Information Panel

Field Description

LEA LEA number and name.

School IRN School number.

SSID (7 digits) Student’s Statewide Student Identifier (SSID) within the enrolled LEA.

LEA Student ID

LEA ID number.

Student’s First Name

Student’s first name.

Student’s Middle
Initial

Initial of student’s middle name.

Student’s Last Name

Student’s last name.

Sex

Student’s sex.

Birth Date Student’s date of birth.
Enrolled Grade Grade in which student is enrolled during the test administration.
ELL Student’s English Language Proficiency level.

Foreign Exchange

Student’s foreign exchange status.

Online Student

Student is 100% receiving online coursework

Note: all fields provided by USBE and cannot be modified, with the exception of Ofline Student.

How School-level Users Register Online Students for Remote Summative Eligibility

The ‘Online Student’ field on the Student Information Student Page (see Figure 59) controls student eligibility for the
Remote Summative assessments. If set to ‘Yes’, the student will be eligible for the Remote Summative assessments within a
remote test session. This value must be set to ‘Yes’ prior to testing for the student to access the remote version of the
Summative assessment.

If unset, or set to ‘No’, the student will be eligible for the standard in-person Summative assessment and will not have
access to Summative tests within a remote session. This does not need to be edited from the default value if the student is
intended to receive the standard in-person Summative assessment.
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Figure 59: Online Student Field

LEA Student ID

Student's First Name %
Student's Middle Initial
Student's Last Name *

Sex *

Birth Date (MMDDYYYY) *
Enrolled Grade *

Special Education Indicator

- Select - v

ELL

Foreign Exchange

| uvss Online Student |

How school-level users specify student accommodations and test tools

A student’s test settings and tools include the available accommodations, such as Descriptive Audio, along with test
tools, such as color schemes. This section explains how to edit student test settings and tools via an online form or a file
upload. For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

1. From the Test Settings and Tools task menu on the TIDE dashboard, select Test Settings and Tools. The Test Settings
and Tools page appears (see Figure 60).

Figure 60: Test Settings and Tools Page

Test Settings and Tools
@ Lt i page 0w, e, o expor tcents and ek et st

Search Students.

p gt

D

2. Retrieve the student accounts whose settings and tools you want by filling out the search fields and selecting Search.
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3. Inthe list of retrieved students (see Figure 58),
select for the student whose test settings

and tools you want to edit. The form appears

Benchmark Parental Exclusion

Figure 61: Manage Student Page

(see Figure 61). (see Figure 62: Manage
Student Page on the following page).

a. Modify the student’s record as required.

ELA v MATHEMATICS SCIENCE v WRITING v
i;t:li:snilo:eschmark Parental No & No ” No o No -
Visual Assistance Tools
ELA v MATHEMATICS + SCIENCE v WRITING v
Color Gtinices @ Black on Wt Black on W Black on W v Black on Wi
Descriptive Audio @ on “F on B on v on g

e Inthe available test settings and tools
panels, modify the student’s test
settings, using Table 9 on page 59. The
test settings are grouped into
categories, such as visual assistance

Mouse Pointer @

Streamlined Mode @

Presentation

System Defi v

Systemn Defi v

System Def: v

System Def: v

tools, presentation, and other
accommodations. The panels display a
column for each of the student’s test
subjects. You can select different
settings for each test subject, if
necessary.

© Cambium Assessment, Inc. 58

ELA v MATHEMATICS + SCIENCE v WRITING v
Language [Braille or Spanishl @ English v English v English v English v
Hearing Impairment @ ® ® ®
Braille Type @ ‘ Not Applica v Not Applica v Not Applica v Not Applica v
Print On Request @ ‘ No ” i o . - . -

None Noi c
Eaea



SUCCESS

JS\V | IPROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026-2027
1 L EMPOWERMENT How School-level Users Perform Tasks in TIDE

Figure 62: Manage Student Page

I a

Benchmark Parental Exclusion
ELA v MATHEMATICS SCIENCE v WRITING v
| Student Benchmark Parental
Exclusion @ No No No No
\Visual Assistance Tools
ELA ~ MATHEMATICS SCIENCE v WRITING v
Color Choicss @ Black on Wt w Black on Wt w Black on Wt ~ Black on Wr
Descriptive Audio @ On N on v On v on v
Mouse ot i@ System Defi v System Defi v System Defi v System Defi v
Streamlined Mode @
Presentation
ELA v MATHEMATICS + SCIENCE v WRITING v
Language [Braille or Spanishl @ English v English v English v English v
Hearing Impairment @ ® ®
Braille Type @ Not Applica v Not Applica w Not Applica v Not Applica w
Print On Request @ None v None ~ None v None v
Print Size @ av . av s av s av i v
American Sign Language (@) m ® ® ®
Integration with Assistive Technology (State Approval Required)
ELA v MATHEMATICS ~s SCIENCE v WRITING v
Assistive Technology @
Speech-to-Text @ ® ®
word Prediction @ ® ®
Other Accommodations
ELA ~ MATHEMATICS ~ SCIENCE v WRITING v
Calculator 6th grade g ® No i No v ®
Seribe @ Yes v No v No ~ No v
Visual Representation & Yes =) No v No v No v
v

Table 9: Fields in the Test Settings and Tools Panels

Color Choices List of available Color Choice settings.
Descriptive Audio Toggles Descriptive Audio setting on or off, allowing the answer spaces to be read.
Mouse Pointer List of available Mouse Pointer sizes and colors.

NOTES:

If a student needs the mouse pointer accommodation for testing, the changes should be made to the
TDS settings in TIDE as well as to the settings of the device used for testing.
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For iPads with iOS, TDS does not have the ability to apply mouse pointer settings to change the gray
dot cursor; however, there are options for accessibility on iOS, which can be found here:
https://support.apple.com/guide/iphone/pointer-control-iphec6ele60b/ios

Streamlined Mode Toggles streamlined mode setting on or off, allowing students to view the items from top to bottom
and left to right.
Language (Braille or Spanish) Toggles between English and Braille settings, and also Spanish under Science and Math. Please refer to

the Spanish Adaptive section in the TAM for details on setting and administering RISE Summative
Math and Science tests in Spanish.
Hearing Impairment This toggle feature will filter out items that may present bias toward hearing impaired students.

NOTE: If a student in Grade 4 or Grade 8 needs both the Hearing Impairment filter and braille settings,

please contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov

Braille Type List of available braille settings.

. Math and Science Braille tests are available in UEB Contracted with Nemeth Math and UEB
Contracted with UEB Math. LEAs, SAs, and TEs are to ensure the correct setting is selected
for students in TIDE.

. ELA and WR Braille tests are only available in UEB Contracted.

Print on Request List of available Print on Request settings.
Print Size Sets the zoom level for all test content. Zoom levels of 5X or more require streamlined mode to be
turned on.

Please refer to the Assistive Technology Manual for details on the available zoom levels, and using
screen magnifier technology.

NOTE: Certain Chromebooks may have difficulty rendering the highest levels of zoom onscreen. It is
recommended that those needing high levels of magnification be placed on an alternative supported
operating system with a large screen.

American Sign Language Toggles American Sign Language on or off.

Assistive Technology Toggles Assistance Technology Mode setting on or off, allowing student to use pre-approved
hardware or software with secure browser.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Speech-to-Text Allows student to dictate their responses in English, only available on constructed response items.
Third party STT options are outlined in the RISE Assistive Technology Manual.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Word Prediction Suggested words pop up in a menu as students type. Students can select a word in the pop-up menu
instead of typing it out manually.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Calculator 6 grade For students in grade 6, the use of a handheld calculation device or printable computation table is
considered an accommodation and may be provided (based on need documented in the IEP) during
the allowed segment of the assessment only.

Scribe Students dictate their responses to a qualified person who records verbatim what they dictate.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Visual Representation Visual Representations are manipulatives such as cubes, tiles, rods, blocks, models, etc. They may be
used on all sections of the mathematics assessment if they are included in the student’s IEP or 504.

For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

Changing a test setting in TIDE after the test starts does not update the student’s test setting if the same test
setting is available in the TA Interface. In this case, you must change the test setting in the TA Interface, although
the student will need to log out and resume the test for the settings to be applied.
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4. Select Save.

5. Inthe dialog box, select Continue to return to the list of student records.

How School-level users specify Spanish language on RISE summative math and science

The Language [Braille or Spanish] (see Figure 63) setting sets the language presentation for RISE Summative Math and
Science test content. When set to Spanish, this setting provides the full translation of each item and the item directions.
LEA, School, and Teacher level user roles can apply this setting for students (see User Role Permissions in this guide’s
Appendix). Please refer to the Spanish Adaptive section in the RISE Test Administration Manual for details on administering
RISE Summative Math and Science tests in Spanish.

Figure 63. The Language [Braille or Spanish] Test Setting

Presentation

ELA ~ MATHEMATICS «, SCIENCE ~ WRITING LW
Language [Braille or Spanish] @ English v English v English v English  ~
Hearing Impairment @) ® Sl @
Braille
: Spanish
Braille Type @ Not Applica w NUT AppICE % Mot Applica v Mot Applica v

How school-level users modify multiple student accounts all at once

If you have many students to edit all at once (for example, if you need to edit the test settings of multiple students at once),
you can do so through file upload as shown below. Note: student information provided via UTREx upload cannot be
modified.
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From the Students task menu on the TIDE Figure 64: Upload Student Settings Page
dashboard, select Upload Student Settings. The

Upload Student Settings page appears where

you can download a template file (see Figure

64).

Download a Template
To fill out the template, use the information in
Table 10 on the following page.

& CSV Tempiatn & Excol Tempiats
Dowriosd How ‘DonnioadNow

How school-level users upload student accommodations and test tools

If you have many students for whom you need to apply test settings, it may be easier to perform those transactions through
file uploads. This task requires familiarity with composing comma-separated value (CSV) files or working with Microsoft
Excel.

From the Test Settings and Tools task menu on the TIDE dashboard, select Upload Student Settings. The Upload
Student Settings and Tools page appears.

To fill out the template, use the information in Table 10 below. Refer to the section Student Test Setting Values for an
Upload File to see the acceptable values within an upload file.

Table 10: Columns in the Student Settings Upload File

Column Description Valid Values
SSID* Student's statewide identification number. Ten digits.
Subject Subject for which the tool or accommodation One of the following:
applies. ELA
Mathematics
Science
Tool Name Name of the tool or accommodation. See Table 11.
Value Indicates if the tool or accommodation is See Table 11.
allowed or disallowed, or the
accommodation's appearance.

*Required field.

3. Optionally: TIDE can generate student settings files in an upload-ready format (see Figure 65). This allows you to

download a file containing student test settings from students in your search results, edit student settings as necessary,
and upload the file back to TIDE to update student settings in the system. You can also access the Upload-Ready
Student Settings File export from any of these tasks with student search grids:
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a. Manage Student Settings

b. View Non-Participation Codes

Figure 65 . Upload Ready Student Settings File

oo

DEMQO

4. Retrieve the student(s) you want to include in the student settings file by following the procedure in the section “How
school-level users specify student accommodations and test tools”.

5. When the search results pop-up appears, do one of the following:

6. To export an upload-ready student settings file containing records for all students who match your search criteria to the
Secure File Center, select Export to Secure File Center and then select Upload-Ready Student Settings File.

a. Toview the search results grid and select students to include in the upload-ready student settings file, select View
Results and continue to the next step.

b. From the search results grid, mark checkboxes for students you wish to include in an upload-ready student settings
file.

7. Select and then do one of the following:
e To export the students you selected, if applicable, select Export Selected to Upload-Ready Student Settings (#).
e To export all students in the results grid, select Export All to Upload-Ready Student Settings (#).
e TIDE generates the upload-ready student settings file and exports it to your device. You can edit student settings as

necessary, save your changes, and upload the file back to TIDE to update student settings in the system by following
instructions in the section “How school-level users modify multiple student accounts all at once”.

For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

Changing a test setting in TIDE after the test starts does not update the student’s test setting if the same test
setting is available in the TA Interface. In this case, you must change the test setting in the TA Interface, although
the student will need to log out and resume the test for the settings to be applied.
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8. Select Save.

9. Inthe dialog box, select Continue to return to the list of student records.

How school-level users view student distribution report

A frequency-distribution report (FDR) shows the number of occurrences of a particular category, such as the number of
male and female students. You can generate FDRs for the students in your school by a variety of demographics and
accommodations. FDRs are useful for data analysis; they provide a way to easily organize testing data by categories (i.e.,
sub-groups) so users can easily view, compare, and analyze data across different groupings.

1. From the Students task menu on the TIDE Figure 66: Fields in the Frequency Distribution Report Page
dashboard, select Frequency Distribution Frequency Distribution Report
Report. The Frequency Distribution Report
page appears (see Figure 66). Q 9o
Select Demographics o sel:m

Search

2. Inthe Filters for Report panel, select the report filters:
a. From the School drop-down list (if available), select a school.
b. Optional: Select a specific grade or retain the default for all grades.

c. Optional: In the Select Demographics sub-panel, mark checkboxes to filter the report for
additional demographics and accommodations.

3. Select Search. TIDE displays the selected FDRs Figure 67: Frequency Distribution Reports by Grade and Sex

in grid format (see Figure 67).
ENROLLED GRADE # OF RECORDS
00 372
o0 372
02 2524
03 5650
04 4240
05 12927
06 4909
07 3266
08 7251
09 567
10 569
mn 569
12 561
Total 43777
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4. Do one of the following:

a. Todisplay the FDRs in tabular format, select
Grid.

b. To display the FDRs in graphical format,
select Graph.

c. Todisplay the FDRs in both tabular and
graphical format, select Grid & Graph.

d. To download a PDF file of the FDRs, select
Print, and then select Print on the new
browser window that opens displaying the
report. The generated PDF file displays the
report in your selected format of Grid,
Graph, or Grid & Graph.

How School-level Users Manage Rosters

Rosters are groups of students associated with a teacher in a particular school. Rosters typically represent entire classrooms
in lower grades, or individual classroom periods in upper grades. Rosters can also represent special courses offered to
groups of students.

The UTREx system populates rosters in TIDE via the nightly upload process. These rosters are called system-defined and
cannot be edited by users. These are directly linked to the course codes assigned by LEAs. User-defined rosters can be
created to provide additional student groupings for reporting. All rosters are available in NextGen Reporting. The Reporting
System can aggregate test scores at these roster levels. You can also use rosters to print test tickets containing students’
login information prior to administering an assessment.

Since teachers are responsible for the growth and development of their student’s skills in reading, writing, research,
communication, and problem solving, it is important that teachers are able to analyze their student performance data and
adjust instructional goals accordingly. For teachers to be able to see student performance data, the students must be
included in a roster associated with the teacher. Hence, user-defined rosters may need to be created for all teachers who
are responsible for teaching an academic subject, such as Reading/Literacy, Mathematics, Science, Social Studies, and
Health.

School-level users can manage rosters for students in their school. These rosters are then sent to the Reporting System so
those systems can display scores.

If additional user-defined rosters need to be created, it is recommended to follow the guidelines below:

e Rosters should ideally include about 25 — 30 students. If a roster is too large or too small, it may affect the credibility
and usefulness of the data.

e One or more rosters may need to be created depending on the subjects taught by a teacher. For example, if a group
of Grade 3 students have the same teacher for Reading, Mathematics, and Science, then separate rosters do not
need to be created for each subject. However, if different teachers are responsible for teaching different subjects
then separate rosters need to be created for each teacher and subject.
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e When naming rosters, a clear and consistent naming convention should be used that indicates the grade, class
name, teacher, and period as applicable. For example, an elementary school roster may be named ‘Gr3Jones20-21
and a secondary school roster may be named ‘AikenPeriod3Eng9A20-21-20".

There are a few restrictions to be aware of when creating rosters:

e You can only create rosters from students associated with your school or LEA.

e You can only create rosters from students associated with the school(s) or district(s) associated with your user
account.

e Only 500 active students can be included in one roster.

School-level users can add or modify user-defined rosters one at a time or all at once through file upload.

How school-level users add new user-defined rosters one at a time

1. From the Rosters task menu on the TIDE Figure 68: Add Rosters Form
dashboard, select Add Rosters. The Add == @
Roster form appears (see Figure 68). Pl ikl T

2. Inthe Student Search panel, search for R—
students by filling out the search criteria and e e
selecting Search. Use the Quick Rostertabto | ... R g o B ey
create a roster from a group of students. Once | == reT
you select the search criteria, all students who| "
meet those criteria are automatically added to - -
the roster after you select Create Quick
Roster.
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3. Under the Roster Details panel on the right Figure 69: Roster Details
side (see Figure 69), do the following: Roste Dot

a. Inthe Roster Name field, enter the roster
name.

Selected Students (0)
atign

X REMOVE ALL  STUBENT MAME ENROLLED GRADE  REPORTING 10 (7 DIOITS)

b. From the Teacher Name drop-down list,
select a teacher or school personnel
associated with the roster.

c. Review the students selected for the
roster from the Selected Students list.

Optional: When students appear under
Selected Students:

- The Show more information drop-down allows you to select or clear additional columns under the Selected
Students grid. Note: Selecting Former Students shows students who are no longer associated with the
school in italics with the date they left the school. You can still add these students to your roster. Once a
student has been added to a roster, the student will remain in the roster even if the student is no longer
enrolled in the school.

- Use the Filter field to limit students to those who match the text you enter.
This keyword search only finds text in the grid. Be aware if you enter 11 to find students in 11th grade, any
content with the text 11 will display. This could potentially pull in results you did not intend to find.

- After saving, rosters must be changed from the Edit Rosters screen.

How school-level users modify existing user-defined rosters one at a time
User-defined rosters can be modified; system-defined rosters cannot be modified.
o User-defined Rosters: These are rosters that you create through the Add Roster page or the Upload Roster page.

You can modify a user-defined roster by changing its name, associated teacher, or by adding students or removing
students.

e System-defined Rosters: These are rosters that are imported into TIDE via UTREx and cannot be edited.

e You can modify existing rosters by performing the following steps:
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1. From the Rosters task menu on the TIDE dashboard, select View/Edit/Export Roster. The View/Edit/Export
Roster page appears (see Figure 70).

Figure 70: Manage Roster Page

Manage Roster

@ Use this page to view, edit, or delete rosters and access associated reports when available. more nfo .

= Search for Rosters to Edit

*LEA: USBE-99 v *Roster Type:| System Defined »,

sachycrr| DEMO SCHDOE 100090 Teacher Name: ‘ - Select v

2. Retrieve the roster record you want to view or edit by filling out the search criteria and selecting Search.

Note: If you use the Select All option or select more than one school, the Teacher option will be hidden and your
results will only be available for review in the Secure File Center.

3. Inthe list of retrieved rosters, select .. forthe Figure 71: Manage Roster Form
roster whose details you want to view. The ViwEREAZUSS
Manage Roster form appears (see Figure 71). P e s T —
This form is similar to the form used to add === 2
rosters. Sttt stas 9

4. The Selected Students list displays students who| * o e
are currently associated with the roster. . o .
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IS

5. To add students, select Find Students from the Figure 72: Find and Select Students

Find and Select Students side of the screen. (see
Figure 72):

d. Select the Student Search tab to add
individual students manually.

.......

e. Select the Quick Roster tab to add a group
of students and then remove individual
students who do not need to be on the
roster.

f. Toremove students, select X nextto
individual students or select Remove All
from the top of the grid (see Figure 72).
Select Save, and in the dialog box select
Continue.

How school-level users add or modify multiple rosters all at once

If you have many rosters to add or modify, you can do so through file upload as shown below.

1. From the Rosters task menu on the TIDE Figure 73: Upload Roster

dashboard, select Upload Rosters. The Upload
Rosters page appears where you can download
a template file.

Upload Rosters
0 Use s pe

e 1 pland & Tl o1 F0sters you want £ 96 of MAGY. 5. kes

Upload
Step 1: Upload File

2. Fill out the template using Table 11 below.

Drag & arop 3 fle 10 upload
History
Table 11: Columns in the User-Defined Roster Upload File
Column Name Description Valid Values
LEA Number* LEA associated with the roster. LEA ID that exists in TIDE. Up to 20
characters.

School Number*

School associated with the roster.

School number that exists in TIDE. Up to 20
characters. Must be associated with the LEA
ID.

Email Address*

Email address of the teacher associated
with the roster.

Email address of a teacher existing in TIDE
or the Reporting System.

Roster Name*

Name of the roster.

Up to 20 characters.

SSID*

Student’s unique identifier within the LEA.

Up to 30 alphanumeric characters.

*Required field.
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Once you’ve downloaded and filled out the
template file, return to the upload screen,
select Browse, locate the file on your computer,
and upload it to TIDE. Select Next. The upload
preview screen appears (see Figure 74).

Once you’ve verified the information on the
preview screen, select Next again. The
validation screen appears (see Figure 75).

The validation screen shows errors or warnings
associated with your uploaded file.

To continue with the upload despite these
errors or warnings, select Continue with
Upload. The selected file will be uploaded, but
the rows with errors will not be included.

The confirmation page appears (see Figure 76),
confirming how many records have been
committed as a result of your upload. To upload
a new file, select Upload New File.
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Figure 74: Upload Roster Preview Page
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Figure 75: Upload Roster Validation Page
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Upload Preiew Validate.
e Predew s muenn
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Figure 76: Upload Roster Confirmation Page

Upload Rosters
1 2 3 0
Upload Preview Validate Receive Confirmation

Find a file Preview upload Fix errors All done

+ Your file has been uploaded.

@ 1 record(s) were processed.

Upload New File
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School-level users can view and modify test windows for students in their school. If test windows are not properly set,
students will not be able to test at the proper time.

How school-level users modify existing test windows one at a time

School-level administrators can modify a custom test window only by changing its name and dates, or by adding or
removing students within the LEA-designated testing window.

1) From the Test Windows task menu on the TIDE dashboard, select View/Edit/Export Test Windows. The
View/Edit/Export Test Window page appears.

2) Retrieve the test window you want to view or edit by filling out the search criteria and selecting Search.

3) You can review the list of tests that are included in each Test Window in the section under the ExistingTestIDs

column.
4) In the list of retrieved test windows, select Figure 77: Fields in the Manage Test Windows Page
the test window whose details you want Manage Test Windows
to View_ The Manage Test Windows form @ Use this page 10 view, edil, of export test windows, (7 mare info
appears (see Figure 77). kel il RS
5) Optional: In the Test Window Information ,z.f:m', V
panel, do the following: e
1o
[ seore |

a) Inthe Window Name field, enter a new name for the test window. The Window Name field only accepts
alphanumeric characters. Characters like spaces, dashes, and underscores are not allowed for test window
names.

b) Inthe Window Start Date and Window End Date fields, enter the test window’s new start and end dates.

6) You can review a partial list of tests that are included in the Test Window in the section below the Test Window
Information. You can see the full list from the test category section when the sections are expanded.

7) Select Save, and in the affirmation dialog box select Continue. All tests now display on the grid.
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8) Optional: In the expandable test Figure 78: Add/Remove Tests Panel
categories (see Figure 78), do the ——
following:
> @ Interims

a) To add test IDs, from the lists of e

available tests, do one of the -Jons

following:

[ cance |

- To move one test ID to the
window, select the check box for
that test.

- To move multiple test IDs to the
window, mark the checkboxes for
the tests you want to add, then
select Save.

9) To remove test IDs, deselect the checkboxes next to the test IDs you want to remove. Select Save, and in the
affirmation dialog box select Continue.
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How school-level users submit Assistive Technology or Scribe/Speech-to-Text Requests in TIDE

If you have students who require the use of assistive technology or scribe, you need to file the request to USBE staff in TIDE
using the forms function in the TIDE interface. This will alert USBE staff and they will be able to approve your requested
assistive technology settings for the student. Requests should be made 3-4 weeks prior to the student testing date to
ensure a timely response. For any questions regarding assistive technology itself, please review the Assistive Technology

Manual or contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

1. Onthe TIDE dashboard, click on Forms in the Preparing for Testing grouping and click Submit Forms (see Figure 79).

BISE" | == [ QA moe

PREPARING FOR TESTING

(@) Users % Students [ Rosters (7} TestSettingsand Tools - Manage Participation Codes (3, TestWindows  [/] Forms

Rosters

Add Rosters
Manage Roster
Upload Rosters

Test Settings and Tools
Test Settings and Tools
Upload Test Settings and Tools

Manage Participation Codes

Figure 79. TIDE Dashboard/Submit Forms

|||||||| Yyt
Upload Requests

Print Test Tickets
Print from Student List
Print from Roster List

Manage Participation Code Assignments

Test Windows
Manage Test Windows

Forms
Submit Forms
Manage Forms
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2. On the next page, select the type of form you wish to submit. You may select Assistive Technology Request Form or
Scribe/Speech-to-Text Request Form, as applicable to the accommodation being requested (see Figure 80).

Figure 80. Assistive Technology or Scribe/Speech-to-Text Forms

BISE" | &= | A TiDE

PREPARING FOR TESTING

G-|\_| Dashboard @ Users § Students Rosters é, Test Settings and Tools é Manage Participation Codes

+ Submit [ Manage

Submit Forms

@ Use this page to complete a TIDE Correction Request. (2 More Info

Type of Form to ° Selecta Form * ?
Submit
Assistive Technology Request Form v

For Assistive Technology requests, you must complete the form detailing the demographic information of the school
and detail the requirement of the accommodation. All sections of the form must be completed. The following pages
display a blank copy of the Assistive Technology Request Form (see Figure 68) and the Scribe/Speech-to-Text Request

Form (see Figure 82).
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Figure 81. Assistive Technology Request Form

Submit Forms

@ Use this page to complete a TIDE Correction Request. (2 More Info

Type of Form to Select a Form %
Submit

Assistive Technology Request Form v

Test ° moreinfo A
If a student with a disability requires an assistive technology (other than the use of
a scribe) accommodation for participation in the statewide assessment as outlined
in the student’s educational plan (i.e., IEP, 504 Plan, Plan for Student Learning
English), this request form must be completed and submitted through CAl's TIDE
system to Jessica Wilhelm at the Utah State Board of Education (USBE). Please
send the form at least 3-4 weeks prior to testing to ensure a timely response. Keep
a copy of this form in the student’s file (i.e., IER, school).

*Please Note: If requesting Speech-to-Text/Dictation Assistive Technology or
CAl's embedded Speech-to-Text, please submit the Scribe/Speech-to-Text form.

School and Student ° more info A

Information Please check the SSID for accuracy to avoid delays in processing.
Q LEA: USBE - 99 v
0 All Schools (1) v
School Telephone *

Student State ID (SSID) *

Student's Grade *

-Select- v

Student’s Anticipated Testing Date *
mmddyyyy

Assistive Technology ° Type of Assistive Technology Being Requested (e.g., zoom software, communication
Type software, alternative computer input technology, ete.) *

Name of Assistive Technology Being Requested (e.g., PCEye Mini, BigKeys Keyboard,
Trackball, ZoomText Magnifier, etc.) *
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Figure 82. Scribe/Speech-to-Text Request Form

Submit Forms

@ Use this page to complete a TIDE Correction Request. (2 More Info

o Select a Form %
v

Scribe/Speech-to-Text Request Form

Type of Form to
Submit

more info. A

Test °

If a student with a disability requires a scribe accommadation for participation in
the statewide assessment as outlined in the student's educational plan (i.e., IER,
504 Plan, Plan for Student Learning English), this request form must be completed
and submitted through CAl's TIDE system to Jessica Wilhelm at the Utah State
Board of Education (USBE). Please send the form at least 3-4 weeks prior to
testing to ensure a timely response. Please see the USBE Scribe Accommodation
Guidelines to determine if the student qualifies for this accommodation.

If a student is experiencing a debilitating injury just prior to testing that prevents
him/her from being able to write, he/she may need a scribe. Approval for use of the
scribe accommodation for such reason is done through this request form. You will
need to obtain medical documentation to keep in the student’s file.

School and Student

more info A

Information Please check the SSID for accuracy to avoid delays in processing.
Q LEA: USBE - 99 v
& All Schools (1) ~
School Telephone *

Student State ID (SSID) *

Grade Level *
-Select- v
Student's Anticipated Testing Date *

mmddyyyy

Scribe
Accommodation Type

Type of Scribe Accommodation Being Requested

Human Scribe v

If requesting Non-embedded speech-to-text/voice recognition software/device, provide
the name (e.g., Google Read & Write, built-in dictation iPad/Chromebook, Dragon
dictation etc.)

2 Important Note

Errors may occur when entering the following special characters:
<>

3. Once you have completed the form, you must agree that the accommodation is documented, used regularly and with
fidelity in class instruction, and has been attempted in training tests to ensure it functions as expected for the student.

If you agree, click the | Agree checkbox and click Submit.

a. Upon submission, a tracking identifier will be provided. It is recommended you save this identifier to easily track the

status of your accommodation request.

e Please note: Once submitted, requests cannot be edited or changed.
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4. The request will be reviewed by USBE staff. Upon approval, USBE staff will enable the requested accommodations in
TIDE. Please direct any accommodations questions to Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

How school-level users review submitted Assistive Technology or Scribe/Speech-to-Text Requests in
TIDE

After submission of an accommodation request form in TIDE, you may view the status of currently pending accommaodation
requests using the TIDE interface. After a request form has been approved, you may verify that the corresponding
accommodation setting has been applied to the student following the steps in the section How school-level users specify
student accommodations and test tools. For any questions regarding assistive technology itself, please review the Assistive
Technology Manual or contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

To review the status of an accommodation request:

1. Onthe TIDE dashboard, click on Forms in the Preparing for Testing grouping and click Manage Forms (see Figure 83)

Figure 83. Manage Forms

T3 Secure File Cerner

H
1 e
Hlfs‘r | =— | CA TIDE @ Help | STATE Demolser ~
TR

@) Users  § Swdents [ Rosters (7] TestSottingsandTools /5

Student ID/User Emadl  Search B

Print Test Tickets
Prin m Sludent Lis
7 List

Test Settings and Tools
Test Settings and Tools
Uptoad Test :

Manage Participation Codes
Manage Participation Code Assignments

Test Windows

Manage Test Windows

Forms
Submit Formsg

Manage Forms

CA, Cambium Assessment

2. Onthe next page, the Manage Forms search box is displayed (see Figure 70). Fields denoted with a * are required.
Select and input the relevant search settings based on your previously submitted accommodation form and click
Search.
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Figure 84. Manage Form

Manage Forms

@ Use this page to view TIDE Correction requests.

Search for Form Select a Form *
Submissions to

Review Assistive Technology Request Form v
Form Status *
All selected (3) v

Submission ID

Form Year *
2025-2026 v
Q LEA: USBE - 99 v
b School: DEMO SCHOOL 1 - 99-999 v
Start Date
mmddyyyy
End Date
mmddyyyy

3. The status of forms matching the selected search criteria are then displayed (see Figure 85).

Figure 85. Manage Forms Results
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anage Participation Codes =, Test Windows Forms
+ submit [ Mansge
Form Year *
2025-2026 ~
& LeausaE- 99 v
é School: DEMO SCHOOL 1-99-999 v
Start Date
mmddyyyy
End Date
mmddyyyy
FORM INFORMATION SCHOOL INFORMATION SUBMISSION INFORMATION
‘ SUBMISSIONID FORMTYPE STATUS ‘ SELECTEDLEA SELECTEDSCHOOL LEAFIRSTNAME LEALASTNAME
7 4916 Assistive Approved USBE DEMO SCHOOL FallExistinguserFN UploadofflineFall
Technology 1,DEMO SCHOOL 2
Request Form

Contact Help Desk Copyright © 2025. All rights reserved.

_/\, Cambium Assessment

4. Optional: If you desire to view further details about the request, click on the pencil icon to the left of the applicable
form.
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Voice pack Installation for Testing with Text-to-Speech

Text-to-Speech (TTS) tools read aloud text that appears on the screen for all students. TDS includes embedded TTS tools
that are automatically turned on for students taking RISE assessments (except for reading passages and excerpts). In order
for students to test with TTS tools, a supported voice pack will need to be installed on their device before testing begins, if
the device does not already include a built-in voice pack. Students testing with TTS must have headphones.

For more information about enabling English and Spanish voice packs, see the Windows, macQS, and Chrome support pages
on this topic.

TTS is available on all operating systems supported by TDS (for a full list of supported operating systems, see the Quick
Guide for Setting up Your Online Testing Technology). However, text-to-speech tracking does not function correctly on Linux
OS. If students require the use of this accommaodation (TTS with tracking), they must use a different operating system.

Table 12 lists the voice packs supported for students testing with TTS. Students can verify that text-to-speech works on their
computers by logging in to a training test session and selecting a test for which text-to-speech is available. Students using
TTS for the practice tests must log in using a supported Secure Browser or a supported Chrome, Firefox, or Edge browser.

e Table 12. Technology Requirements for Students Testing with TTS

Technology Type Product

Supported Voice Packs e Windows for tests in English: All built-in voice packs
e Windows for tests in Spanish: Spanish (Mexcio)

e macOS built-in voice packs

e iPadOS built-in voice packs

e Chromebook built-in voice packs

e Heather Infovox iVox HQ (macOS only)

e Rosa Infovox iVox HQ (macOS only)

i) | Note: CAl strongly encourages schools to test the text-to-speech settings before students take
operational tests. You can check these settings through the diagnostic page. From the student training
test login screen, click the Run Diagnostics link, and then click the Text-to-Speech Check button.

The best voice packs to use for text-to-speech in the RISE test system are the default ones provided on one’s
device/operating system; however, the RISE system supports additional voice packs if they’ve been installed on devices
through a third party as long as CAl has them on their allow list. If you’ve installed an additional voice pack on devices in
your LEA through a third party, make sure the license is up-to-date. If you do not see your additional voice pack listed as an
available voice for your RISE test in the TTS Sound Check page, contact CAl via the Help Desk
RISEhelpdesk@cambiumassessment.com so they can make sure it’s on the allow list. CAl and USBE also highly recommends
having students use the training tests to check their devices if there are any questions about what the voice packs sound
like so they select one they prefer.
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How School-level Users Use TIDE During Test Administration

During testing, school-level users can perform the following tasks in TIDE:
e Optional: Print test tickets to help students log in to tests.
e Add, modify, and upload appeal requests.

e View reports of students’ current test statuses, test completion rates, and test status codes.

How School-level Users Print Test Tickets

A test ticket is a hard-copy form that includes a Figure 86: Sample Test Ticket

student’s username for logging in to a test (see

Figure 86). test, Test g:;::;mm
/Q. Test

TIDE generates the test tickets as PDF files that you First Name

download with your browser. 51)9212691

District USBE (39)
School DEMO SCHOOL 1 (99-999)

How School-level Users Perform Tasks in TIDE

About Printing Test Tickets for Dual-Enrolled Students

When printing test tickets for a student who has been dual-enrolled, tickets will be printed for the selected LEAs
and schools in which the student is enrolled.

The student can use any of the tickets to log in to the Test Delivery System (TDS). When verifying their
information after logging in to the TDS, the first school in which the student was enrolled will be displayed by
default. It is okay to continue with the verification process as the school information has no impact on the tests
that a student is eligible for.

\\

How school-level users print test tickets from student lists

1. From the Print Test Tickets task menu on the TIDE dashboard, select Print from Student List. The Print Test
Tickets from Student List page appears.

2. Retrieve the students for whom you want to print test tickets by filling out the search criteria and selecting
Search.

3. Select the column headings to sort the retrieved students in the order you want the test tickets printed.
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4. Specify the students for whom test tickets need to be printed:

To print test tickets for specific students, mark the checkboxes for the students you want to print.

I FilterBy:  Enrolied Grade lear Al Filters Filter Results E
SSID (7 ~ NAME LEA SCHOOL PARTICIPATION CODES SCHOOL BY LEA STUDENT ID STUDENT'S SEX ENROLI
DIGITS) IRN TEST MIDDLE GRADE|
INITIAL
0987347 Demo 99 99-999 12332112332112332112 Male 08
Demo
. 1111270 Test, Test 99 99-999 UT-GEN-SUM-UD-SC-SPR-6:108 - 506:99-999 1111270 M Male 06
Course Will Continue Next School Year
111zn testA, 99 99-999 99011101130:99- 1111111277 testA Female 08
demooo

1111272 testh, 99 99.999 99010301140:99- 1111111272 testA Female 08
ccccc 999

To print test tickets for all retrieved students, no additional action is necessary. The option to print all retrieved
records is available by default.

5. Select and then select the appropriate action:

To print test tickets for selected students, select My Selected Test Tickets.

To print test tickets for all retrieved students, select All Test Tickets.

Your browser downloads the generated PDF.

In the new browser window that opens Figure 87: Layout Model for Test Tickets

displaying a layout for selecting the printed

layout (see Figure 87), verify Test Tickets is Choose a Test Tickets Layout:

selected in the Print Options section. p— fee Twe PEe ot
°

Select the layout you require, and then select . 2

Student Settings and
Teols

How school-level users print test tickets from roster lists

1.

From the Print Test Tickets task menu on the TIDE dashboard, select Print from Roster List. The Manage Rosters
page appears.

Retrieve the rosters for which you want to print test tickets by filling out the search criteria and selecting Search.

Select the column headings to sort the retrieved rosters in the order you want the test tickets printed.

4. Do one of the following:

Mark the checkboxes for the rosters you want to print.
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Mark the checkbox at the top of the table to print tickets for all retrieved rosters.

When printing multiple class groups, the total number of students included in the class groups should not
exceed 1000.

Figure 88: Layout Model for Test Tickets
5. Select and then select Test Tickets.

A layout model appears for selecting the
printed layout (see Figure 88).

Choose a Test Tickets Layout:

®5x2 Osaxz O2x2 0 1x1

6. Verify Test Tickets is selected in the Print
Options section.

7. Select the layout you require, and then select
Print.

Your browser downloads the generated PDF. Test
tickets sort by roster first, then by grade, and then
by name.

NOTE: When viewing the roster list for your roster, make sure the “Current Students” radio button is selected (not the
“Current and Past Students”) to ensure that your roster list is showing only current students (and not students who have
exited your roster throughout the school year).

How School-level Users Manage Appeal Requests

In the normal flow of a test opportunity, a student takes the test in TDS and then submits it. Next, TDS forwards the test for
scoring, and then the test scores are reported in NextGen Reporting System.

Appeal requests are a way of interrupting this normal flow. A student may need to get back into a segment they incorrectly
exited or have a grace period extension if they had to pause their test for more than 20 minutes and didn’t have time to
review. A test administrator may need to invalidate a test because of a parental exclusion, a hardware malfunction, or a
testing impropriety.

School-level users can create appeal requests for students in their school. Please note that all appeals requests submitted
by school-level users will require approval from a LEA-level approver.

School-level users can add an appeal requests one at a time or all at once through file upload.

List of Appeal Request Types

Reset and reopen appeal requests must be submitted at least one day prior to the end of a test window so that students
can complete their test opportunity. Table 13 lists the types of appeals.

Table 13: Types of Appeals

Type Description
Invalidate a test Eliminates the test opportunity, and the student has no further opportunities for the test. You can submit these test
invalidations until the end of the test window.
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Reset a test Allows the student to restart a test opportunity (removing all responses on the test). You can submit these appeal
requests until the end of the test window.

Re-open a test Reopens a test that was completed, invalidated, or expired.

Re-open Test Segment Reopens a previous test segment. This appeal request is useful when a student inadvertently or accidentally leaves a

test segment incomplete and starts a new test segment. Students can answer unanswered items and can modify
responses to answered items in the reopened segment.

Grace Period Extension Allows the student to review previously answered questions upon resuming a test or test segment after expiration of
(GPE) the pause timer. For example, a student pauses a test, and a 20-minute pause timer starts running. The following
scenarios are possible:

® |f resuming the test within 20 minutes, student can review previously answered questions.

® \Without a GPE, student resuming the test after 20 minutes cannot review previously answered questions—student
can only work on unanswered questions.
Upon receiving a GPE, student can review previously answered questions upon resuming the test.

For a list of appeal request statuses, see Table 14 below.

Table 14: List of Appeal Request Statuses

Appeal Request Status Description of Status

Error Occurred An error occurred while the appeal request was being processed.

Pending Approval Appeal request is pending approval.

Processed Appeal request was successfully processed and the test opportunity has been updated.
Rejected Another user rejected the appeal request.

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

Requires Resubmission Appeal request must be resubmitted.

Retracted Originator retracted the appeal request.

Submitted for Processing Appeal request submitted to Test Delivery System for processing.
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For a list of available appeal requests by test status, see Table 15 below.

Table 15: List of Appeal Requests by Test Status

Approved

Completed
Denied
Expired
Paused
Pending
Processing
Reported v
Review
Scored v
Started
Submitted v
Suspended
Invalidated

ANIRANEN

ANERNEANENENENENENENENENENEN
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You can create an appeal request for a given test result.

Retrieve the result for which you want to create

an appeal request by doing the following:
a. From the Appeal Requests task menu on
the TIDE dashboard, select Create Appeal

Requests. The Create Appeal Requests
page appears (see Figure 89).

b. Select a request type.

c. From the drop-down lists and in the text
field, enter search criteria.

d. Select Search. TIDE displays the found

results at the bottom of the Create Appeal |=rws

Requests page (see Figure 90).

Mark the checkbox for each result for which

you want to create a test invalidation, and then

select Create.

From the Select a reason from the list drop-

down, select a reason for creating the appeal
request. The reasons may vary based on the

appeal request type.

How school-level users add new appeal requests one at a time

Figure 89: Selection Fields in the Create Appeal Requests Page

estType v

JR—

SsID (7
DIGITS)

Create Requests

@ Use this page 1o create lest S1alus events. (3 M

Request Type o Request Type
Reset a Test
Invalidate a Test
Re-upen a test
Grace Period Extension
Re-open test segment

Seareh Options o Search Typo *

Figure 90: Retrieved Test Results
[ RequestDate v Test Name

Clear Al Filters

STUDENTS STUDENTS NAME SCHOOL TEST
FIRST LasT RN
NAME NAME

CASE
NUMBER

REQUEST REQUEST
TYPE STATUS

9999018

1111274

111278

Enter a reason for the request in the window that pops up.

Select Submit. TIDE displays a confirmation message.
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How school-level users add or modify multiple appeal requests all at once

If you have many appeal requests to create, it may be easier to perform those transactions through file uploads. This task

requires familiarity with composing comma-separated value (CSV) files or working with Microsoft Excel.

1. From the Appeals task menu on the TIDE dashboard, select Upload Appeals. The Upload Appeals page appears

where you can download a template file (see Figure 91).

Figure 91: Upload Appeals Page

Upload Requests

@ Use this page to upload a file of test status events. (2 Moreinfn

Upload
Find a e
Step 1: Upload File
Template
The format of your data is
important. Use a template 1o get
started.
Download Template
Drag & drop a file to upload
Hewry

View a history of uploads to this page

2. Fill out the template using Table 16 below.

Table 16: Columns in the Appeal Request Upload File

Column Name

Description

Valid Values

Type*

Type of appeal request.

One of the following:
Invalidate a test
Reset a Test

Re-open a test

Grace Period Extension
Re-open test segment

SearchType*

Student field to search.

One of the following:
Result ID
SSID

Session ID

SearchValue*

Search value corresponding to the search
type.

Up to 1,000 alphanumeric characters. The
value must exist in TDS or TIDE. For
example, specifying a result ID of 123456
requires that this result ID exist in TDS.

Reason*

Reason for creating appeal request.

Up to 1,000 alphanumeric characters.

*Required field.

3. Once you've downloaded and filled out the

template file, return to the upload screen, Upload Requests

select Browse, locate the file on your computer,

and upload it to TIDE. Select Next. The upload o
preview screen appears (see Figure 92).
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4. Once you've verified the information on the Figure 93: Upload Appeals Validation Page
preview screen, select Next again. The P
validation screen appears (see Figure 93). e &

5. The validation screen shows errors or warnings Figure 94: Upload Appeals Committ Page
associated with your uploaded file. o e

Siep 4 Comm

6. To continue with the upload despite these EEWHM
errors or warnings, select Continue with o
Upload. The selected file will be uploaded, but
the rows with errors will not be included.

7. The commit page appears, showing how many
records will be committed based on your
upload file (see Figure 94).

8. The confirmation page appears next, confirming
how many records have been committed as a
result of your upload. To upload a new file,
select Upload New File.

9. Appeals submitted are sent to your LEA Figure 95: Appeals Record List with Appeal Status Shown
assessment director for approval. Any pending [=mes: e v 0w i - s (@
appeal(s) you submitted will be shown when S o

ssIp (7 STUDENTS STUDENT'S NAME SCHOOL TEST
DIGITS) FIRST LasT RN

you search for them, with “Pending Approval” e e
listed in the Approval Status column (see Figure| '

95). Once an appeal is approved by your LEA
assessment director, it will no longer be shown
when you search for it.

CASE REQUEST REQUEST
NUMBER TYPE

99.998 Module: ELA Grade 8 93819 Reseta ffs Processed

Demokid19,
Bromesh13

93774 Reset a Tes

w M7 demogo testh test, 99990
den

v T demooo testh 99999 93770 ResetaTest  Retracted
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How School-level Users Monitor Test Progress

The tasks available in the Monitoring Test Progress task menu for school-level users allow you to generate various reports
that provide information about a test administration's progress.

The following reports are available for school-level users in TIDE:

e Test Session Status Report: Displays status reports of active and inactive test sessions happening for the current
day.

e Participation Search by SSID: Enter SSID manually or by upload for individual student data.

e Test Completion Rates Report: Summarizes the number and percentage of students who have started or completed
a test.

e Test Status Code Report: Displays all the participation codes for a test administration.

e Test Progress Summary: Displays charts with the data from Test Completion Rates for district-level and school-level
data.

How school-level users view report of students’ current test status

TIDE includes a Plan and Manage Testing report that details all of a student’s test opportunities and the status of those test
opportunities. An opportunity is a student’s attempt at a test. Because the report lists testing opportunities, a student can
appear more than once on the report.

Plan and Manage Testing offers two ways to find information:

e Basic Search has common report options to find information on all eligible students who:

- have not started assigned tests

have started but not completed assigned tests

- have not completed assigned tests
(includes those who have not started and those who have not completed)

- have completed an assigned test
Also shows:

- testsin a paused status

- current tests expiring within 7 days

e Advanced Search has all report options, with tools to find individuals or student groups in these categories:

- Test Progress with options for have/have not started or have/have not completed by opportunity
- Test Status with options for any/specific opportunity and the status

- Test Expiration with options for expirations on a specific day or over a range of days
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- Session ID or TA Name with options for most recent sessions or specific session ID
To access participation reports:

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Plan and Manage Testing. The
Plan and Manage Testing page appears.

2. Select either Basic Search (Figure 171) or Advanced Search (Figure 172).
Figure 96. Plan and Manage Testing Page: Basic Search

Plan and Manage Testing

@ Use this page to view participation reports. (2 More info

Basic Search Advanced Search Favorites

Students o Select one or more schools.

Define a student group
If you select more than 20 schools, your report will only be available as an

export to the Secure File Center.

o Select LEA* v

Select School* ~

Figure 97. Plan and Manage Testing Page: Advanced Search

Specific Student I?—‘ SSID (7 digits)
Select a student group
Student's First Name

Student's Last Name

Advanced Search Add New Criteria

Optional criteria
Select... v

Tests: Select tests Test
and an administration

Select a student group Benchmark w

Administration
2025-2026 v

Test Name *

lected (526) v

3. For Basic Search, proceed to the Basic Search section.

4. For Advanced Search, proceed to the Advanced Search section.

Basic Search

This option is designed for quick access to common search options. It offers a paired down selection of

options available in the Advanced Search and only allows searching for full groups of students per test,
administration, and test name.
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Follow the prompts to move through the three steps. The Selected Options section populates with your
report information for each step. After searching, you’ll have access to the results table that you can filter by
keyword and export.

Advanced Search

1. Inthe Search Students panel (see Figure 98), select the parameters for whose information to include
in your report. Only fields with special considerations are listed below.

a. From the School drop-down list, select a school if applicable. You may select one or more
schools from this list. You may also select all schools.

i. Optional: If a single school was selected, choose a teacher from the Teacher drop-
down list.

ii. Optional: From the Advanced Search Search Fields drop-down list, select a specific
test accommodation or demographic to filter the report. If you select a test
accommodation or demographic, a field is displayed. Enter text or select the
required filter criteria from the available options.

Note: If you select more than 20 schools or if you select all schools and the district contains more
than 20 schools, the report will only be available to export to the Secure File Center.

b. The Teacher drop-down list includes all school-level users, such as teachers, test administrators,
and principal associated with the selected school. When you select a person from the Teacher drop-
down list, TIDE performs a check to find if the person is associated with any roster. If no rosters
exist for the selected person, no data is displayed when you generate the report. If the selected
person has an associated roster, the Plan and Manage Testing reports shows the test attempts of
the students included in the roster. If you do not select any person from the Teacher drop-down list
and use the default value of All to generate the report, you will find all the tests taken in that
school, irrespective of roster associations.

Note: The TA Name displayed on the Plan and Manage Testing report does not imply the name of the
teacher. The TA is the person who conducts the test. This can be the same as the teacher or it can
mean a different person.
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Figure 98. Advanced Search: Search Students Panel

Specific Student £  sSSID (7 digits)
Select a student group

Student's First Name

Student's Last Name

Advanced Search - Add New Criteria
Optional criteria
Select... v

Tests: Select tests — Test
and an administration

Select a student group Benchmark v

Administration

2025-2026 v

Test Name *

All selected (526) e

2. Inthe Tests: Select tests and an administration panel (see Figure 99), select the parameters for which tests
to include in your report:

a. From the Test field, select a test type.
Figure 99. Advanced Search: Select Tests and an Administration Panel

Specific Student g  sSID (7 digits)
Select a student group

Student's First Name

Student’s Last Name

Advanced Search = Add New Criteria
Optional criteria
Select... v

Tests: Select tests lz‘ Test
and an administration
Select a student group Benchmark wv

Administration

20252026 v

Test Name *

All selected (526) v

3. Inthe Information: Set report focus panel (see Figure 100), select the radio button for one of the options
and then set the parameters for that option.

a. More information about the Refine by options:
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Test Progress (refer to caution information)

- Reports date completed information; not based on status.

- Started does not have a test completion date; Completed has a test completion
date.

- 100,000 record limit for untested students.

i. Test Status (refer to caution information)

- Reports test statuses.

- If completed is selected, the search results will include students with completed,
submitted, or reported statuses.

iii. Test Expiration
- Reports when students will lose access to the test.

- Use in exactly for expirations on a certain day; use within for expirations over a
range of days.

v. Session ID or TA Name

- Reports most recent session information, not all past sessions.

- If no TA or session ID is specified, the date range cannot exceed 15 days.

Figure 100. Advanced Search: Set Report Focus Panel

Information: Set E Refine by
report focus
Select a student group o Test Progress @

Students who  have completed v any opportunity s

Test Status @

Students on = any opport v | with a status of = Select v

Test Expiration @

Students with opportunities expiring  in exactly v days

Session ID or TA Name @

Students’ mostrecent = SessionlD v was  Session |D (optional) from 07/29/2025

to  07/29/2025

Caution: For Test Progress & Test Status, any opportunity does not mean all opportunities!

- Selecting the drop-down any opportunity does not return results with all opportunities.

- Any opportunity finds the earliest opportunity matching the selection criteria in the rest of the search
phrase.
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- If you need to find all opportunities, search by SSID for specific students using the Search Students by SSID
task.

Review Results
Do one of the following:

1. For the Advanced Search, select Generate Report to view the report on the page. If you are viewing
a report for more than 20 schools, use this option and then select Export to Secure File Center.

Y
2. To open the report in Microsoft Excel, select Export Report or L—__|. If you are viewing a report

for more than 20 schools, this option will be disabled.

it

the at

Note: Not all columns are selected by default. To add or remove information, use
the top right of the table. For descriptions of the columns in this report, see Table 36 below.

Figure 101. Plan and Manage Testing Report

TOTAL
ENROLLED TA TIME RESULTS DATE

NAME SsSiD ~ GRADE TEST NAME SESSIONID SPENT STATUS ID COMPLETED
testA, 1111274 08 Braille Benchmark LEA, LEA UAT-215C-27 00:01:03 reported 2021803 07/16/2025
demooo Module: ELA Grade 7

-Cluster 1
testA, 1111274 08 Benchmark Module: LEA, LEA UAT-215C-27 00:00:17 invalidated 2021801 07/16/2025
demooo ELA Grade 4 -

Informational 1
testA, 1111274 08 Modular Benchmark: LEA, LEA UAT-215C-27 00:00:20 reported 2021797 07/16/2025

demooo Math Grade 3
Geometry 1-2: Form
1

Note: During periods of high testing volume, test statuses and reporting may take up to 24 hours to
be reflected in the RISE systems, so please take this timeframe into account as it relates to these

reports.
Table 17: Columns in the Plan and Manage Testing Report
Attribute Description
Name Student’s legal name (Last Name, First Name).
LEA Name Name of the LEA associated with the record.
School Name Name of the school associated with the record.
SSID Student’s Statewide Student Identifier number.
Enrolled Grade The grade in which a student is enrolled.
Current LEP Indicates whether the student is an English Language Learner.
Test Test name for this student record.
Opportunity The opportunity number for that student’s specific record.
TA Name The test administrator who created the session in which the student is currently testing (or in which the student completed the test).
Session ID The Session ID to which the test is linked.
Total Time Spent The time it took a student to complete a test.
Status The status for that specific opportunity.
Results ID The unique identifier linked to the student’s results for that specific opportunity.
Restarts The total number of times a student has resumed an opportunity (e.g., if a test has been paused three times and the student has resumed
the opportunity after each pause, this column will show three restarts).
(This includes Restarts Within Grace Period—see below.)
Restarts Within The total number of times a student has resumed an opportunity within 20 minutes after a test was paused. For example, if a test has
Grace Period been paused three times and the student resumed the opportunity within 20 minutes of two pauses but 25 minutes after the third pause,
this column shows two Restarts Within Grace Period).
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A student has a grace period of 20 minutes to pause the test at a test item and then resume the test at that same item. However, if a test
is paused for more than 20 minutes, the test session will expire, and the student will not be able to review any previous answers.

Date Started The date when the first test item was presented to the student for that opportunity.

Date Completed The date when the student submitted the test for scoring.

Last Activity The date of the last activity for that opportunity or record. A completed test can still have activity as it goes through the QA and reporting
process.

Expiration Date The date the test opportunity expires. The following are the set timeframes for each test; if not completed within this timeframe, the

tests will expire.

Benchmark Modules & Interim Assessments: 30 days

Mid-Year Summative Assessments: 21 days

Spring Summative Assessments: 60 days

Remote Session Indicates whether the test was taken with the embedded remote proctoring enhancements (Y) or not (N).

Save advanced searches to the Favorites tab

You can save reports generated from the Advanced Search to easily rerun reports you use often. Reports are accessed from
the Favorites tab without the need to reenter your search criteria. When available, new data is pulled in each time you run
a report from Favorites.

& Your list of favorite reports can be used throughout one school year but will be removed when TIDE is reset for the next
school year.

To save searches to your Favorites tab:

7. Access Plan and Manage Testing.

8. Select the Advanced Search tab.

9. Select search criteria for all required fields and any optional fields within each section.

10. Select Generate Report.

[ Note: The option to save your search will not appear if you select Export Report.

11. Review your search results in the grid at the bottom, and if they meet your needs, select Save New Favorite.

12. On the Save New Favorite pop up, add a title with up to 500 characters (required) and a description with up to 1000
characters (optional).

Caution: The Advanced Search options you selected will not display when you generate this report from the
Favorites tab. For future reference, list your search selections in the description so you know what information is in
this report.

Generate and manage reports from the Favorites tab

The results from the reports in Favorites are refreshed every time you generate a report. Plan and Manage Testing provides
results on demand, so data is always up to date.

To generate reports from your Favorites tab:
6. Access Plan and Manage Testing.

7. Select the Favorites tab.
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8. Optional: Select the top row of a column to sort in ascending order. Select the row again to sort in descending order.

9. Optional: Use the Search favorites text box to enter a keyword, phrase, part of a word, date, or time to find a specific
report.

10. Select the title of a report to generate results below the list of Favorites on the Favorites tab.
The title and description you entered while saving your favorite display above the results, and the results display with a
limited selection of columns.

11. Optional: To display all or different columns, select and use the checkboxes.
12. Optional: Sort the results table the same way you can sort the list of Favorites.
To manage your favorite reports by editing the title and description or deleting the report:

2. Choose a way to edit the title:
a. From your Favorites list, select the Edit button.
b. If you’'ve generated the report, select Edit Title / Description from above the results.

Delete the report by selecting the Delete from your Favorites list.
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How school-level users view which students have tested remotely

School-level users can use the Plan and Manage Testing report to see which students have taken a test that was
administered remotely. To do this, school-level users will generate the Plan and Manage Testing report with whichever
search criteria they want to use by following the steps outlined above. In the report that is generated (or exported), there
will be a column labelled “Remote Session” (see Figure 102 below). A “Y” in this column relays that the given student took
the test listed remotely; a “N” in this column relays that the given student did not take the test listed remotely.

Figure 102: Remote Session Column in Plan and Manage Testing Report

TOTAL

ENROLLED TA TIME RESULTS DATE REMOQTE

NAME SSID -~ GRADE TEST NAME SESSIONID SPENT STATUS D COMPLETED RSIDN
testA, 1111274 08 Braille LEA, LEA UAT-215C-27 00:01:03 reported 2021803 07/16/2025 N
demooo Benchmark

Module: ELA

Grade 7 -

Cluster 1
testA, 1111274 08 Benchmark LEA, LEA UAT-215C-27 00:00:17 invalidated /2025 N
demooo Module: ELA Remote Session

Grade 4 - column —

Informational

1
testA, 1111274 08 Modular LEA, LEA UAT-215C-27 00:00:20 reported 2021797 07/16/2025 N
demooo Benchmark:

Math Grade 3

Geometry 1-

2:Form 1

How school-level users view report of students’ current test status by student ID

You can also generate participation reports for specific students by SSID. This section describes how to generate
participation reports for one or more students using students’ SSIDs.

Because the report lists testing opportunities, a student can appear more than once on the report.

1. From the Monitoring Test Progress task menu Figure 103: Participation Search by SSID Page
on the TIDE dashboard, select Participation Participation Search by SSID
Search by SSID. The Participation Search by @ Use this page to view participation reports for specified students. 4 o info

Search Type ° OEmer  Upload

SSID page appears (see Figure 103).
Enter SSID(s) ° S\uffn:lbf)‘”

to separate mult

2. Do one of the following:

To enter students’ SSIDs, select Enter. Next, enter
one or more SSIDs, separated by commas, in the

Student IDs field. You can enter up to 1000 SSIDs.

To upload SSIDs, select Upload. Next, select Browse and then use the file browser to select an Excel or
CSV file with Student IDs listed in a single column. You can upload up to 1000 SSIDs.

3. Select Generate Report. The Participation
Report by SSID appears.
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How school-level users view report of test status codes

The Test Status Code report displays all the non-participation codes for a test administration. For a description of the columns in this report, see the table
below.

1. From the Monitoring Test Progress task menu
on the TIDE dashboard, select Test Status Code
Report. The Test Status Code Report page
appears.

2. Inthe Report Criteria panel (see Figure 104),
select search criteria for the test and
administration.

3. Do one of the following:

Figure 104: Test Status Code Report Search Criteria
Test Status Code Report

oo 2y

Figure 105: Test Status Code Report

Number of records found: 2

To open the report in Microsoft Excel, select Export | EEEaEE
Report.

Washington, George = 1234567880 | Grade 3 ELA Summative 01/15/16

To view the report on the page, select Generate
Report. Note: due to the size of this report, it is
recommended that users Export instead of
Generate.

TIDE displays the tests and associated statuses and
participation codes (see Figure 105).
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Table 18: Columns in the Test Status Code Report

Column Description

Name Student's name.

SSID Student's Statewide Student Identifier number.
TestName Test in which student did not participate.
TestStatus Test's most recent status.

Date Started

Date student started the test.

Participation Code

Code indicating why student did not start or complete the test.

Assigned School ID

ID of school where student is enrolled.

Assigned School
Name

Name of school where student is enrolled.

Opportunity

Test opportunity number.

For a description of each status that a test opportunity can have, see Table 19.

Table 19: Test Opportunity Status Descriptions

Status Definitions
Approved The TA has approved the student for the session, but the student has not yet started or resumed the test.
Completed The student has submitted the test for scoring. No additional action can be taken by the student.
Denied The TA denied the student entry into the session. If the student attempts to enter the session again, this status
will change to “Pending” until the TA approves or denies the student.
Expired The student’s test has not been completed and cannot be resumed because the test has expired.
Invalidated The test result has been invalidated.
Paused The student’s test is currently paused (as a result of one of the following):
® The student paused his or her test by selecting the Pause button.
® The student idled for too long (more than 20 minutes) and the test was automatically paused.
® The test administrator stopped the session the student was testing in.
® The test administrator paused the individual student’s test.
The student’s browser or computer shut down or crashed.
Pending The student is awaiting TA approval for a new test opportunity.
Reported The student’s score for the completed test in TDS has passed the quality assurance review and has been
submitted to the ORS.
Some items must be hand scored before they appear in ORS.
Review The student has answered all test items and is currently reviewing his or her answers before submitting the
test. (A test with a “review” status is not considered complete.)
Scored The test will display a scored status, followed by the student’s score.
Started The student has started the test and is actively testing.
Submitted The test has been submitted for quality assurance review and scoring before it is sent to the ORS.
Note: All tests go through an internal scoring process during quality assurance review.
Suspended The student is awaiting TA approval to resume a testing.
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How school-level users view test session status reports

School-level users can view school-level test session status reports for their school. These reports show each active and
inactive session ID for a school, along with information like proctor name, test name, the start time of the test session, the
total number of students taking the test, and the number of students who have started, paused, and completed the test.

1. From the Monitoring Test Progress task menu Figure 106: Test Session Status Report Page
on the TIDE dashboard, select Test Session Test Session Status Report
Status Report. The Test Session Status Report ormmm——"—"—
page appears (see Figure 106). i b SO > |9

2. Select Generate Report.

3. Adetailed report will appear after you Figure 107: Detailed Session Report
complete step 2 (see Figure 107). For a Test Session Status Report
description of the columns in this report, see e 91 e
& sehool: DEVD S0HOAL T 7289 -

Table 20 below.

umber of Schacks four

ToTaL STARTTIMEGF
PROCTOR & TEST session sTaRTTIOE oF TEsTSIN TESTS TesTs
HanE nave 13 OF sESSION TesTs PROGRESS PaseD COMPLETED TEsTING

Table 20: Columns in the Detailed Session Report Page

Column Description

Session ID The Session ID to which the test is linked.

Proctor Name Name of the proctor associated with the Session ID.

Test Name Name of the test associated with the Session ID. Multiple tests may be associated with one Session ID.

Start Time of Session

Start time of the session.

Total # of Students in Test

Total number of students testing in each school.

Test Started

Number of students who have started their test.

Test Paused

Number of students who have paused their test.

Test Completed

Number of students who have completed their test.
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How school-level users view report of test completion rates and progress summaries

The Test Completion Rate report summarizes the number and percentage of students who have started or completed a
test.

1. From the Monitoring Test Progress task menu Figure 108: Test Completion Rates Search Fields

on the TIDE dashboard, select Test Completion
Rates. The Test Completion Rates page
appears.

Test Completion Rates

@ Use this page to view test completion rates. (7. More info

Report Criteria ° Report Type 7
Select a Report v

Tost

Benchmark v

2. Inthe Report Criteria panel (see Figure 108),
select the parameters for which tests to include
in your report.

Administration
2025-2026 v
Tost Name %
i selected (5. M
Additional Options

- Select - ~

3. To open the report in Microsoft Excel, select
Export Report. (see Figure 108) Table 21
displays a sample Test Completion Rate report.

For a description of the columns in this report, see
Table 21 below.

Figure 109: Test Completion Rate Report

‘Opportunity | Total Student | Total Student Started | Total Student Completed | Percent Started | Percent Completed
0 0

02/08/2016  Grade 1 ELPA21 All 1 7842 0.00% 0.00%
Domains

Number of records found: 2

Date Test Name

02/08/2016 Grade 1 ELPA21 03 31 0 0 0.00% 0.00%
Listening

Table 21: Columns in the Test Completion Rates Report

Column Description

Date Date and time that the file was generated.

Test Test that is being reported.

Administration Administration that is being reported.

Test Name Grade, test, and subject that are being reported.

Opportunity

Test opportunity number that is being reported.

Total Student

Number of students with an active relationship to the school in TIDE.

Total Student Started

Number of students who have started the test.

Total Student
Completed

Number of students who have finished the test and submitted it for scoring.

Percent Started

Percentage of students who have started the test out of the total number of students with an active relation to
the school in TIDE.

Percent Completed

Percentage of students who have completed the test out of the total number of students with an active
relation to the school in TIDE.

LEA Name The name of the reported LEA.

LEA ID The ID of the reported LEA.

School Name The name of the reported school. This column is only included in the school-level report.
School ID The ID of the reported school. This column is only included in the school-level report.

The Test Progress Summary provides charts of the information available in the Test Completion Report to provide a quick
visual reference. You can also view the data on the screen, as well as export it. Only district- and school-level data is

available in this report, though.

Access Test Progress Summary
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1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Test Progress Summary. The Test
Progress Summary page appears, displaying a card for each test window (Error! Reference source not found.).

Figure 110. Test Progress Summary — Summary View

lest Progress Summary

D The charts on this page show information from the Test Completion Rates (TCR) report. (2 More Info

Report Type: ALL SCHOOLS Change Report Type Test Progress Legend: @ Completed Not Started

Open Test Windows

A
Benchmark Interim
3 199.9%
Total Eligible Tests: 191 Total Eligible Tests: 25,715
no" e e a ~
Past Test Windows ~

Click on any test above to toggle between the summary and detail views, or to expand all click EETEIREEH

2. Your Student Group defaults to all schools you can access. Change this by selecting Change Student Group and make
other selections.

3. Inatest card window, select show details/hide details to view or collapse the breakdown of data by school (Error!
Reference source not found.). You can also show/hide details for all test windows from the bottom of the screen.

Figure 111. Test Progress Summary — Detailed View
Open Test Windows

Benchmark

Schools O Completed In Progress Mot Started
Show Additional Options DEMO SCHOOL 1 96.9% (185) 2.1% (6} 0.0% (0
20252026 v e
SortBy Additional Options - Select - v
-Select v

DEMO SCHOOL 1

Show Results Table

4. Select Show Results Table to view the data on screen or export it.

Note: Depending on where you are in your testing cycle, the charts may show as mostly Not Started (gray color on
the chart).
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Recommended process for managing summative participation during testing

As users progress through their testing window, they can use the features of TIDE described in previous sections to monitor
participation in order to ensure that all students eligible to test are either participating or have a participation code entered
before the end of your school year. In particular, users can use the following features found in the Monitoring Test Progress
task menu on the TIDE dashboard.

1. Plan and Manage Testing

a. This report allows users to view, at any time, a list of students who have not started their tests or have not
completed their tests.

e The datain this report are generated in real-time.

Figure 112: Plan and Manage Testing Results Page

Plan and Manage Testing

@ Use this page to view participation reports. (2 More info
Basic Search Advanced Search Favorites

) Select one option for the report. ? | Selected Options
Information o
Set the focus of the report Group Testing Overview
B Need a different report?
@ Students who have not started assigned tests @
If you don't see an option that suits your need, you can

© students who have started but not completed assigned tests X )
switch to Advanced Search to see more options.

O Students who have not completed assigned tests @

O students who have completed an assigned test

Tests with Potential Issues
O students with tests ina paused status

O students with current tests expiring within 7 days

e For the steps to take to generate this report, see the “How school-level users view report of students’ current
test status” section of this guide.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [0OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

2. Test Completion Rate Report

a. This report shows the number of students eligible (Total Student), number of students started (Total Student
Started), number of students completed (Total Student Completed), and percentages.

e The data in this report are generated by the system each night; the data is not generated in real-time.
b. It'srecommended for users to view this report by school as they start their Summative test window.

e The report provides a quick way to monitor progress in a user’s school.
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Figure 113: Test Completion Rate Report

Date Test Administration Test Name District Name LEA ID LEA NAME ‘Opportunity Total Student Total Student Started Total Student Completed Percent Started Percent Completed
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: ELA Grade 3 YY Utah Model District |1 21 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summiative |2019-2020 Summative: ELA Grade 4 YY Utah Model District |1 20 1 1] 5.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: ELA Grade 5 YY Utah Model District |1 20 8 8 40.00% 40.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: ELA Grade 6 YY Utah Model District |1 20 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: ELA Grade 7 YY Utah Model District 1 15 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summiative |2019-2020 Summative: ELA Grade 8 YY Utah Model District |1 14 5 5 35.71% 35.71%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: Math Grade 3 YY Utah Model District |1 21 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: Math Grade 4 YY Utah Model District |1 20 10 10 50.00% 50.00%
3/2/2020 1:00:01 AM |RISE Summiative |2019-2020 Summative: Math Grade 5 YY Utah Model District 1 20 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summiative |2019-2020 Summative: Math Grade 6 YY Utah Model District |1 20 0 1] 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: Math Grade 7 YY Utah Model District |1 15 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: Math Grade 8 YY Utah Model District |1 8 6 5 75.00% 62.50%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: Math SM1 Y Utah Model District |1 6 0 1] 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summiative |2019-2020 Summative: SCIENCE Grade 4 YY Utah Model District |1 20 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: SCIENCE Grade 5 YY Utah Model District |1 20 0 0 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative | 2013-2020 Summative: SCIENCE Grade 6 Y Utah Model District |1 20 1 1 5.00% 5.00%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: SCIENCE Grade 7 Y Utah Model District |1 15 8 8 53.33% 53.33%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: SCIENCE Grade 8 YY Utah Model District |1 14 0 1] 0.00% 0.00%
3/2/2020 1:00:01 AM |RISE Summative | 2019-2020 Summative: Writing Grade 5 Y Utah Model District |1 20 5 5 25.00% 25.00%
3/2/2020 1:00:01 AM |RISE Summative |2019-2020 Summative: Writing Grade 8 YY Utah Model District |1 14 5 5 35.71% 35.71%

e For the steps to take to generate this report, see the “How school-level users view report of test completion
rates and progress summaries” section of this guide.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [0OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

3. Test Status Code Report
a. Thisis the one report that includes both test status and participation code with a record for every student and every
test for which they’re eligible.

e Note: due to the size of this report, it is recommended that users Export instead of Generate. Generating the
report can increase the amount of time it takes to load.

b. Once a user has downloaded the report, they can turn on filters when viewing it in Excel to control the view:
e In Column D (Test Status),
a. Tests that are listed as completed can be filtered out.

b. For tests that are listed as paused, users should make sure the student responded to at least six
items or entered one non-blank character if it is a writing test to ensure they count as
participated.

e In Column F (Participation Code),
a. Tests with participation codes already assigned can be filtered out.

e Once these filters have been applied, users can see the students who need to finish or start their Summative
test.

c. It'srecommended that SAs begin to review this report regularly two weeks before their test window closes.

d. SAs should use the Test Status Code Report for current students; for students who have moved, your LEA
assessment director should use the Discrepancy Resolution tab in TIDE to clean up the data (i.e., to add the
appropriate participation code).
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Figure 114: Test Code Status Report

Date Started B Participation Code Kl Assigned School 1D B Assigned school Name B opportunity
Test, Test 9310212 Summative: ELA Grade 3 Student Transferred Before Testing Window 99-995 DEMO SCHOOL4 0
Last25, Test25 9980025 Summative: ELA Grade 3 Student Refuses to Test 99-998 DEMO SCHOOL 2 0
Last70, Test70 9980070 Summative: ELA Grade 3 Excused - Medical Emergency 99-999 DEMO SCHOOL1 0
Last100, Test100 9980100 Summative: ELA Grade 3 Student Transferred Before Testing Window 99-998,99-995 DEMO SCHOOL 2,DEMO SCHOOL 4 1]
DemoKid37, Bromesh37 9999036 Summative: ELA Grade 3 Student Refuses to Test 99-995 DEMO SCHOOL 4 (1]
DemoKid109, Bromesh109 9999108 Summative: ELA Grade 3 Absent - Did not take test 99-995 DEMO SCHOOL4 (1]
DemoKid144, Bromesh144 9999143 Summative: SCIENCE Grade 8 Excused - Medical Emergency 99-999 DEMO SCHOOL 1 0
DemoKid962, Bromesh962 9999961 Summative: Math Grade 4 Student Transferred Before Testing Window 99-996 DEMO SCHOOL 3 (1]
DemoKid370, Bromesh370 Summative: SCIENCE Grade 6 Excused - Medical Emergency 99-996 DEMO SCHOOL 3 0
DemoKid978, Bromesh978 9999977 Summative: Writing Grade 8 Test Has Already Been Taken 99-996 DEMO SCHOOL 3 0

e For the steps to take to generate this report, see the “How school-level users view report of test status codes”
section of this guide.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the following
ké&@oard shortcuts: Alt + Left Arrow (for Windows Operating System [0S] on laptops or tablets when viewing the file in
AdQpe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the file in Adobe Reader). Please
note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard shortcuts do not work or apply to your
device, you can also scroll back to your previous location.
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Overview of Participation Codes

This section addresses the management of participation codes for accountability purposes. Please note that it is important
to monitor test progress and enter any necessary participation codes throughout the test window as it progresses rather
than after testing is complete.

Motivation for Participation Codes

There are circumstances in which a student did not participate in an expected assessment or participated in an assessment
but in a non-standard way. In such instances, participation codes control and document how the test record is handled for
reporting aggregates and accountability calculations.

Participation codes are not intended to explain data errors present in UTREx. As per R277-404, Local Education Agencies
(LEAs) are responsible for updating local student information systems (SISs) so that UTREx data are accurate.

Once any participation code is marked in TIDE, that participation code persists until it is changed.

When participation codes are used, only one code can be selected. Participation codes are classified as “non-participation”
or “participation.” (A student is considered to have attempted a test after answering 6 questions or after responding with
any non-blank character to a writing prompt.) For a listing of participation codes, see Table X on the following page.

Policy: Participation codes are audited for appropriate use. ALL student data will be used for
scoring, reporting, and accountability.

Management of Participation Codes

Using TIDE, you can view participation codes for students enrolled in your school. You can add, modify, or delete
participation codes only in TIDE.

Test eligibility is controlled by the course code provided via the nightly UTREx upload. Once an enrolled student has been
assigned a RISE assessed course for at least 10 days, the student will either be required to take the RISE test by the end of
the testing window or must be assigned a participation code.

A student’s participation on a test is defined as a student answering 6 or more questions or entering any non-blank
character into one writing prompt.

Users can use TIDE’s Manage Participation Codes tab to add, delete, or modify participation codes for eligible tests. In
addition, if a participation code had been assigned prior to eligibility being removed, you can still view and modify the code
in TIDE as long as the student is enrolled in the school by using this tab.

If you assign a 204 non-participation code prior to testing, TIDE removes the student’s eligibility and the student will not be
able to start that specific test. In order for a student to take a test, you must remove the 204 non-participation code in TIDE.

Test Status Code Reports only display eligible tests. However, if a student had started a test that was later invalidated, that
test will be included in the generated reports.
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Working with Participation Codes in TIDE

This section describes how to view, modify, and delete participation codes in TIDE. The ability to modify or delete
participation codes is based on user role permissions.

Viewing a Student’s Participation Codes

When you search for student records in TIDE, the search results table displays any assigned participation codes. This can be
done from the Manage Students tab or the Manage Participation Codes tab.

To view the participation code in TIDE:

1. Click either the Manage Students tab or the Manage Participation Codes tab.

2. Search for students using the available filters. (You can use the Advanced Search function to search only for
students with participation codes.)

3. Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes (see Figure 115 below).

Figure 115: Participation Codes in TIDE

3= Filter By: | Enrolled Grd o Clear All Filters e .
= Y. Part|0|pat|on Filter Results Q,
<o Codes column
SSID NAME - SCHOOL BY TEST LEA STUDENT'S
DIGITS) STUDENT MIDDLE
ID INITIAL
9780212 Lastil, 99 99-939 UT-GEN-SUM-UD-SC-5:999 - No Participation Code 108:99-998 9780212 M11
Test11 UT-GEN-SUM-UD-SC-SPR-5:999 - No Participation Code
UT-GEN-SUM-UD-WR-Writing-8:999 - No Participation Gode Participation codes
UT-GEN-SUM-UD-MA-7:999 - No Participation Code
UT-GEN-SUM-UD-ELA-8:999 - No Participation Code shown for
UT-GEN-SUM-UD-ELA-7:399 - No Participation Code students/assessments
UT-GEN-SUM-UD-ELA-4:999 - No Participation Code (if emered)
Interim: Math Grade 7:999 - No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G8-8:999 -
No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G7-7:999 -
No Participation Code
UT-GEN-INTR-CP-ELA-UT_Reading_G4-4:999 -
No Participation Code
9210655 test, Test 99 99-999 [T-GEN-SUM-UD-WR-Writing-5:999 - No Participation Gfde 105:99-999 9210100655 Middle Name
EN-SUM-UD-ELA-5:999 - No Participation Cod
9212030 test, Test 99 99-939 UT-GEN-INTR-CP-ELA-UT Readina G5-5:106 - 105:99-999 921210030 Middle Name

e Note: The code 999 (shown in Figure 84 above) indicates that a participation code had been assigned and was then
removed. This is different from a blank participation code, which means that a partcipation code had never been
assigned for that student’s test.

If a participation code needs to be changed for a student, do one of the following:

e If the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section below.

e If the student is no longer eligible for the test and had attempted the test, use the Manage Participation Codes tab
in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.
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o If the student is no longer eligible for the test and had not attempted the test, use the Manage Participation Codes
tab in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer enrolled in the LEA, your LEA will need to use the Discrepancy Resolution tab in TIDE to
clean up the data (i.e., to add the appropriate participation code).

If a participation code needs to be added for a student, do one of the following:

e If the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section on the following page.

e [fthe student is no longer eligible for the test and had attempted the test, your LEA assessment director will need to
use the Discrepancy Resolution tab in TIDE to clean up the data (i.e., to add the appropriate participation code).

e If the student is no longer eligible for the test and had not attempted the test, your LEA assessment director will
need to use the Discrepancy Resolution tab in TIDE to clean up the data.

e If the student is no longer enrolled in the LEA, your LEA assessment director will need to use the Discrepancy
Resolution tab in TIDE to clean up the data (i.e., to add the appropriate participation code).
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Updating a Student’s Participation Codes

You can add or modify a student’s participation codes as long as the student is enrolled in your school.

To update a student’s participation codes:

1. Loginto TIDE, and click the Manage Participation Codes tab.

2. Search for students using the available filters. (You can use the Advanced Search function to search only for students

with participation codes.

3. Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes (see Figure 116 below).

Figure 116: Participation Codes in TIDE

3£ Filter By: Enrolled Grade w Clear All Filters Filter Results
SS_SL:I[;!E(:_ Panidpation - —‘AS_URD'IFI::_II";\FOPM A SCHOOL BY TEST LEA STUDENT'S
I~ scHoeE—— "
DIGITS) Codes column IRN STUDENT MIDDLE
‘ D INITIAL
9780212 Last11, 99 99-999 UJFGEN-SUM-UD-SC-5:999 - No Participation Code 108:99-998 9780212 M11
Test11 -GEN-SUM-UD-SC-SPR-5:999 - No Participation Code 505:99-999
IT-GEN-SUM-UD-WR-Writing-8:399 - No Participation Cos 104:96-996
UT-GEN-SUM-UD-MA-7:999 - No Participation Code 107:77-799
UT-GEN-SUM-UD-ELA-8:999 - No Participation Code Interim:
UT-GEN-SUM-UD-ELA-7:999 - No Participation Code 995 it
UT-GEN-SUM-UD-ELA-4:999 - No Participation Code 1\ Participation codes
Interim: Math Grade 7:999 - No Participation Code shown for
UT-GEN-INTR-CP-ELA-UT_Reading_G8-8:399 - students/assessments
No Participation Code B
UT-GEN-INTR-CP-ELA-UT_Reading_G7-7:999 - (if entered)
No Participation Code
IT-GEN-INTR-CP-ELA-UT_Reading_G4-4:999 -
o Participation Code
9210655 test, Test 99 99-939 UT-REN-SUM-UD-WR-Writing-5:999 - No ParticipatiogfCode 105:99-999 9210100655 Middle Name
UT-GI
UT-GE
9212030 test, Test 99 99-999 UT-GEN-INTR-CP- 105:99-999 921210030 Middle Name

4. In the list of retrieved students, select for the student whose participation code you want to update.

5. The Edit Non-Participation Code page appears. In the Participation Codes section of the page, use the drop-down
menus available for each test the student is eligible for to update the participation code(s) as needed (see Figure 117 on

the following page).

6. Click Save when complete.

© Cambium Assessment, Inc.

Participation Codes ° Participation Codes

Interim- Math Grade 7

999 - No Participation Code
UT-GEN-SUM-UD-ELA-4

999 - No Participation Code
UT-GEN-SUM-UD-ELA-7

999 - No Participation Code
UT-GEN-SUM-UD-ELA-B

999 - No Participation Code
UT-GEN-SUM-UD-MA-7

999 - No Participation Code
UT-GEN-SUM-UD-WR-Writing-8

999 - No Participation Code
UT-GEN-SUM-UD-SC-SPR-5

999 - No Participation Code
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Table 22 below lists the participation codes and their descriptions.

Table 22: Participation Codes and Their Descriptions

Participation Code

State

Federal

Description

101: Did Not Test

Countable for Participation only

Countable for Participation only

Student was enrolled at the school
and eligible to test (with or without
reasonable accommodations) but
did not test.

103: EL First Year in U.S. April 15 or
Later

Not Countable

Not Countable

The student is an English learner
(EL) and first enrolled in the U.S. on
or after April 15 of current school
year. Student is not required to test,
but testing is made available.

104: EL First Year in U.S. Before
April 15

Counted for Participation only

Counted for Participation only

The student is EL and first
enrolled in the U.S. before April
15 of current school year.
Student must take ELA, Math,
and Science.

106: Student Refused to Test

Countable

Countable

Student refuses to start the assessment
or refuses to complete at least six items
of the assessment.

107: Excused for Health Emergency

Not Countable

Not Countable

Student is unable to test during the testing
window due to an unanticipated health
circumstance.

108: Course Will Continue Next
School Year — USBE Approval

Not Countable

Not Countable

Student was not scheduled to finish the
course during the current school year.

111: USBE Excused — Approval
Needed

Not Countable

Not Countable

Requires USBE authorization. Used in rare
circumstances to capture irregular test
circumstances.

112: Student Transferred Before
Testing Window

Not Countable

Not Countable

Student transferred out of school before
the LEA had a reasonable opportunity to
administer the assessment.

200: Standard Participation

Countable

Countable

Student took the assessment under
normal circumstances.

202: Modified

Counted for Participation only

Counted for Participation Only

Student took the assessment with non-
allowed modifications which interfere
with the validity/reliability of the test.

204: Parental Exclusion*

Not Countable

Countable

A parent or guardian has requested in
writing that the student be exempt
from the assessment.

205: EL in Second Year of
Enrollment

Counted in Participation and
Growth

Counted in Participation and
Growth

Student is EL and first enrolled in the

U.S. during the previous school year.
Student must take ELA, Math, and
Science.

208: Test System Irregularity

Not Countable

Not Countable

The test event was interrupted by a
system error without reasonable
opportunity to reset or re-open the
test.

USBE Approval required.

accommodation)

209.: Incorrect Course Code Countable Countable An incorrect course code or grade was

Assigned . . . .
assigned, triggering an incorrect test.
LEA correction of the course code is
required.

210: Accommodated (no language Countable Countable

Student took the assessment with
allowable accommodations, but not a
language accommodation.
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Integrity — Test Administrator

211: Language Accommodation Countable Countable Student took the assessment with
allowable language accommodation.
212: Multiple Accommodations, Countable Countable Student took the test with multiple
including language accommodation accommodations, one of which was a
language accommodation
213: Invalidated Due to Academic Countable Countable LEA determines that the test was spoiled
Integrity - Student or invalid (E.g. Student cheated; test
administrator broke protocol).
214: Invalidated due to parental Not Countable Countable Parent determines that the student
exclusion .. .
should not participate with the
assessment.
216 — Invalidated Due to Academic Not Countable Not Countable

LEA determines that the test was
spoiled or invalid (E.g. Test
administrator broke protocol)

under Test Settings. It is set by subject.

Benchmark Parental Exclusion

*If the parental exclusion includes benchmark modules, set the Benchmark Parental Exclusion fields in TIDE found on the Manage Student page

::::::jeg:hmark Parental No o No o o . o .
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How LEA-level Users Perform Tasks in TIDE

The TIDE dashboard for LEA-level users has three sections (see Figure 118). These sections give tasks for LEA-level users to
do Before Testing, During Testing and After Testing.

Figure 118: LEA-Level User TIDE Dashboard

3 Secure File Center

PREPARING FOR TESTING

() Users  § Students [ Rosters (o) TestSettingsandTools [ Manage Participation Codes (73 TestWindows  [/] Forms @ More..

-fl Preparing for Testing

Users

Add Users
Manage Users
Upload Users

Students
Manage Students
Upload Student Settings

Erequency Distribution Report
Student Arrivals Report
Student Departures Report

Rosters

Add Rosters
Manage Roster
Upload Rosters

Test Settings and Tools
Test Settings and Tools

Contact Help Desk

@ Administering Tests

Student ID/User Email  Searc H

E— After Testing

Monitoring Test Progress Data Cleanup
Plan and Manage Testing
Test Session Status Report
Participation Search by SSID

Discrepancy Resolution

Test Status Code Report
Test Progress Summary

Appeal Requests
Create Requests
View/Export Requests
Approve Requests @)
Upload Requests

Print Test Tickets
Print from Student List
Print from Roster List

Copyright © 2025. All rights reserved. | Terms of Use & Privacy Policy C Cambium Assessment

@ Help STATE DemoUser v

LEA-level users can perform all of the tasks available in TIDE. Some of these tasks must be performed before testing begins;
some must be performed during testing; and some must be performed after testing.

How LEA-level Users Perform Tasks in TIDE Before Testing Begins

Before testing begins, LEA-level users must perform the following tasks in TIDE:

e Set up user accounts for school-level users so they can log in to TIDE and other CAl systems. If user accounts are not
set up before testing begins, those users will not be able to access any CAl systems.

e Review student accounts, uploaded nightly from UTREX, so students can take the correct tests with the correct test
settings at the correct time. If student accounts are not set up in TIDE before testing begins, those students will not

be able to test.

e Review system-generated rosters so the Reporting System can display scores at the classroom, school, LEA, and

state levels.

e If desired, set up customized test windows so the correct tests are available when you need them. This is highly

recommended.

© Cambium Assessment, Inc.

112



SUCCESS

HJS\V | IPROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026—2027
I L EMPOWERMENT TIDE G uide

How LEA-level Users Set Up User Accounts in TIDE

LEA-level users must set up user accounts for school-level users to sign in to TIDE and other CAl systems. If these users don’t
have accounts set up in TIDE, they will not be able to access any CAl systems.

How LEA-level Users Set Up User Accounts to proctor remote assessments

In order for a user to proctor assessments remotely, a user must have the Remote flag enabled on their user account. As
detailed further in the user creation and modification instructions below, the Remote Proctor field needs to have Remote
checked. If this setting is not enabled for the user, they will be unable to start a remote testing session.

How LEA-level users add new user accounts one at a time

You can add users to TIDE one at time by following the steps below:

1. From the Users task menu, select Add Users. Figure 119: Add User
The Add Users page appears. Add Users
@ Use this page to add users 1o assessment systems. (7 More infc
Add/Edit My Email Address *
Account
2. In the Email Address field, enter the new user’s Figure 120: Add User — Additional Fields

email address and select +Add user or add roles
to use with this email. Additional fields appear.

User's Role

Assign Role *

3. Enter the new user’s first and last names in the - Selectarole - v
required fields and other details in the optional - Select a role-
fields School Administrator (SA)
) School Report Viewer (SRV)
Proctor (PR)

4. From the Role drop-down, select a role. From the drop-down menus that appear, select an LEA, and
school, if applicable.

5. Optional: To add multiple roles, select Add Another Role and repeat step 4.
6. Optional: To delete a role, select Delete next to that role.

7. Optional: To enable user ability to remotely proctor RISE assessments, check Remote in the Remote
Proctor field.

8. Select Save. In the affirmation dialog box, select Continue to return to the Add Users page. TIDE adds
the account and sends the new user an activation email from
DoNotReply@cambiumassessment.com.
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How LEA-level users modify existing user accounts one a time

You can view and modify existing user accounts one at a time or multiple existing user accounts all at once through file
export. If a user’s information changes after you’ve added the user to TIDE, you must edit the user account to match the
most up-to-date information. If the user’s account does not include the most up-to-date information, the user may not be
able to access other CAl systems or features within those systems. You can also delete users from TIDE.

1. From the Users task menu, select View/Edit/Export Users. The View/Edit/Export Users page appears.

2. Retrieve the individual user account you want to view, edit, export, or delete. Begin by searching for the
record you want to modify. Start at the dashboard that appears when you first log in to TIDE, select the
task for which you want to search for records, and select Manage. Fill out the form that appears and select
Search.

Figure 121: Manage User

Manage Users

@ Use this page 1o view, edit, or export users. (7 Moreinfo
Search users ° First Name
Last Name
Email Address
Remote Proctor

ect Remote Proctor

Cactus ID

3. Inthe list of retrieved user accounts, select for the user whose account you want to view or edit.

4. Modify the user’s details as required, using Table 23 below.

Table 23: Fields in the Manage Users [User's Name] Page

Field Description

First Name User’s first name.

Last Name User’s last name.

Phone Number User’s phone number.

Email Address* Email address for logging in to TIDE.

Cactus ID User’s cactus ID.

User Roles* User role(s). For an explanation of user roles, see User Role Permissions.

LEA* LEA associated with the user.

School* School associated with the user.

Remote Proctor Ability to remotely proctor RISE assessments. Check Remote to allow user to proctor remote sessions.

*Required field.

5. Optional: To add more roles for this user, select +Add More Roles and then follow the steps as described in
the section on adding individual users.
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6. Optional: To delete a role, select next to that role. You can also delete the user’s entire account from

the search results table.

7. Select Save.

8. Inthe affirmation dialog box, select Continue to return to the list of user accounts.

How LEA-level users add or modify multiple user accounts all at once

You can also add or modify multiple user accounts all at once through file upload by following the steps below:

1. From the Users task menu, select Upload

Users. The Upload Users page appears where s
you can download a template file (see Figure s
122). et

2. Tofill out the template, use the information

in Table 24 below.

Figure 122: Upload Users Page

Table 24: Columns in the User Upload File

Column Description Valid Values
First Name* User’s first name. Up to 35 characters.
Last Name* User’s last name. Up to 35 characters.

Email Address*

User’s email address.

Any standard email address. Up to 128
characters that are valid for an email address.
This is the user’s username for logging in to
TIDE.

LEA Number*

User’s LEA number.

School Number*

User’s School Number.

Phone Number

User’s phone number.

Phone number in xxx-xxx-xxxx format.
Extensions allowed.

Role*

User’s role. For an explanation of user roles,
see User Role Permissions.

One of the following:

LEA—LEA administrator.

LRV—LEA Report Viewer.

SA—School administrator.

SRV—School Report Viewer.

TE—Test administrator.

PR—Proctor.

Must be lower in the hierarchy than the user
uploading the file.

Cactus ID

User’s CACTUS ID.

Action*

Indicates if this is an add, modify, or delete
transaction.

One of the following:

Add—Add new user or edit existing user
record.

Delete—Remove existing user record.

*Required field.

© Cambium Assessment, Inc.
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3. The validation screen shows errors or warnings associated with your uploaded file. To revise the file before uploading,
select Upload Revised File.

4. To continue with the upload despite these errors or warnings, select Continue with Upload. The selected file will be
uploaded, but the rows with errors will not be included.

5. The confirmation page appears, confirming how many records have been committed as a result of your upload. To
upload a new file, select Upload New File.

How LEA-level users modify existing student accounts one at a time

You can view and edit detailed information about a student’s record. You can also view a student’s test participation report
and rosters to which students are active, if available. Note: student information provided via UTREx upload cannot be
modified.

Optional: To display a list of students who are enrolled in more than one school or district or show only students enrolled in
one school, use the Student Enrollments filter (Figure 57).

Note: Dual-enrolled students display as duplicate records with different schools. However, if a student appears on
only one ling, it’s because the other school(s) were not included in your search, or the other school(s) are part of
another district.

Figure 123 Student Enroliments Filter

PREPARING FOR TESTING

E] Rosters E;TeQSeﬂ‘rmsnndka é Manage Participation Codes ‘_ Te|

No | YES | Online Student

Multiple Associations
All Students v
All Students

) Dual Enrolled
Specific Student @ Single Enrolled

Student's First Name

Student's Last Name

N ° Add New Criteria

Optional criteria
Select ~

a. Inthe list of retrieved students (see Figure 58), Figure 124: Manage Students
select .. forthe student whose account you
want to view. The View/Edit Students:
[Student's Name] form appears (see Figure
59, below).
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b. Modify the student’s record as required.
e Inthe student information panel, modify N Bl [
the student’s record, using Table 8 on the T W
following page. e o e e e

c. From the Rosters panel, view rosters to which
the student is currently active, if available.

Figure 125: Manage Student Page

= Student Information

LEA: 99 - USBE “sex: | Male

School: 99-899 - DEMO SCHOOL 1 “Birth Date (MMDDYYYY): [ 10102010
*SSID (7 digits): [ 9000202 | “Enrolled Grade: |05

LEA Student ID: o | Spec\a\Enuﬁﬂnn\rmma[cr:‘Yes VI
*Student's First Name: | Ta5t202 . ‘ B e O o
———

Foreign Exchange: Y N
*Student's Last Name: | Lasi29]
Online Student: O Yes O No

= Student Participation

% Opportunity L i TA Name %| Session ID % Status 4 Results ID % Date Started % Date Completed % | Last Activity % | Total Time Spent ¢ Force Complete Date ¢
Summative: ELA Grade 5 1 TE, Demo33 UAT-5B13-27 reported 2015958 02/08/2024 02/08/2024 02/08/2024 00:27:53
Summative: Writing Grade 5 1 DemoUserA, STATE UAT-6908-27 reported 2015878 01/19/2024 01/30/2024 01/30/2024 00:05:46
RosterName % Teacher $
ELA3-5 TE, Demo33 (UT-TE3@demo.user)

e e T e —— —— L —
[ro | [N | (Mo | [N g

Student Benchmark Parental Exclusion @ ‘

= @ visual Assistance Tools

Color Choices @

e I e -
O [Backonwe ] [Backonwnie v )

Descriptive Audio @ 7 [on M

vl |.;» v‘

Mouse Pointer @

7 (S

Streamlined Mode @ OFF OFF OFF OFF
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= Presentation

Language [Braille or Spanish] @ English v English v English v English v
Hearing Impaimment @ OFF
Braille Type @ Not Applicable v Not Applicable v UEB Contracted with Nerr v Not Applicable v|
Print On Request @ Nome  ~ None v None v None v
Print Size @ X v X v 1x v 1X v/
American Sign Language @ OFF

= Integration with Assistive Technology (State Approval Required)

Integration with Assistive Technology (State ELA Mathematics Science Writing
Approval Required)
OFF OFF OFF OFF

Assistive Technology @

Speech-to-Text @ OFF oFF

Word Prediction @ OFF OFF

= Other Accommodations
No v

Calculator 6th grade @ |No v/
Scribe @ No o [No v/ No v No v|
Visual Representation @ No v |No v/ No v No v
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Table 25: Fields in the Student Information Panel

Field Description
LEA LEA number and name.
School IRN School number.

SSID (7 digits)

Student’s Statewide Student Identifier (SSID) within the enrolled LEA.

LEA Student ID

LEA ID number.

Student’s First Name

Student’s first name.

Student’s Middle

Initial of student’s middle name.

Initial

Student’s Last Name Student’s last name.

Sex Student’s sex.

Birth Date Student’s date of birth.

Enrolled Grade Grade in which student is enrolled during the test administration.
ELL Student’s English Language Proficiency level.

Foreign Exchange

Student’s foreign exchange status.

Online Student

Student is 100% receiving online coursework

Note: all fields provided by USBE and cannot be modified with the exception of Online Student.

How LEA-level Users Register Online Students for Remote Summative Eligibility

The ‘Online Student’ field on the Manage Student page (see Figure 126) controls student eligibility for the Remote
Summative assessments. If set to ‘Yes’, the student will be eligible for the Remote Summative assessments within a remote
test session. This value must be set to ‘Yes’ prior to testing for the student to access the remote version of the Summative

assessment.

If unset, or set to ‘No’, the student will be eligible for the standard in-person Summative assessment and will not have
access to Summative tests within a remote session. This does not need to be edited from the default value if the student is
intended to receive the standard in-person Summative assessment.

**Science Summative assessments will be administered with in-person setting regardless of setting. This setting does not
affect eligibility for remote interim or benchmark modules, which remain available to all students regardless of setting.

© Cambium Assessment, Inc.

Figure 126: Online Student field

Manage Students

@ Use this page to view, edit, or export students. (7 More Info

Search Students @ ogefgmtm*

Select School*

Enrolled Grade

Select Enrolled Grade

NO  YES | Online Student

Multiple Associations
All Students v

Specific Student @ SSID (7 digits)
LEA Student ID

Student's First Name
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How LEA-level users specify student accommodations and test tools

A student’s test settings and tools include the available accommodations, such as Descriptive Audio, along with test
tools, such as color schemes. This section explains how to edit student test settings and tools via an online form or a file
upload. For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

1. From the Test Settings and Tools task menu on the TIDE dashboard, select Test Settings and Tools. The Test Settings
and Tools page appears (see Figure 127).

Figure 127: Test Settings and Tools Page

Test Settings and Tools
@ Use this page to view, edit, or export students and their test settings. (7 More Info
Search Students o Select LEA* -
Search Students
Select School* v
Enrolled Grade
Select Enrolled Grade v
NO | YES | Online Student
Multiple Associations
All Students ~

Specific Student
Specific Student

SSID (7 digits)

®

LEA Student ID

Student's First Name

2. Retrieve the student accounts whose settings and tools you want by filling out the search fields and selecting Search.

In the list of retrieved students, select for the Figure 128: Manage Student Page

student whose test settings and tools you want to
edit. The View/Edit Students: [Student's Name]
form appears (see Figure 128).

Testtest  Student Information

Test Settings and Tools

Participation Rosters History

Benchmark Parental Exclusion

MATHEMATICS ~  SCIENCE v WRITING ~

Student Benchmark Parental

. No ~ No - No v No ~
Exclusion @

/isual Assistance Tools

a. Modify the student’s record as required.

ELA ~  MATHEMATICS »  SCIENCE v WRITING ~

Color Choices @)

Black on Wt v Black on Wt v Black on W v Black on Wt v

e Inthe available test settings and tools
panels, modify the student’s test
settings, using Table 26 on page 121.
The test settings are grouped into
categories, such as visual assistance
tools, presentation, and other
accommodations. The panels display a
column for each of the student’s test

Descriptive Audio @ an ~ on v on v on v

Mouge Pointer System Defi v

® )

System Def: v

®

System Def: v

@ )

System Defi v

=

streamlined Mode @

Presentation

ELA ~  MATHEMATICS v  SCIENCE V) WRITING ~

Language [Braille or Spanish] @ English  ~ English English  ~ English  w

0 -} ¢

Not Applica v

Hearing Impairment @ ® ®

Braille Type @

Not Applica v Not Applica » Not Applica »

Print On Request @ - None o Nane o None ~

subjects. You can select different
settings for each test subject, if
necessary.
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Figure 129: Manage Student Page

Test test Student Information Test Settings and Tools Participation Rosters History

3enchmark Parental Exclusion

ELA v MATHEMATICS SCIENCE v WRITING v
Student Benchmark Parental No v No o No " No v
Exclusion @
/isual Assistance Tools
ELA v MATHEMATICS SCIENCE v WRITING v
Color Chiokses: () Black on Wt v Black on Wt v Black on Wt v Black on Wt v
Descriptive Audio @ On v on W on N on 7

Mouse Pointer @

System Defi v

System Def: v

System Defi v

System Defi v

Streamlined Mode @

ad

@ a@O@ adG&

>resentation
ELA v MATHEMATICS SCIENCE v WRITING v
Language Bealllene Spasish] @ English v English v English v English v
Hearing Impairment @ ® ® m ®
Braille Type @ Not Applica v Not Applica v Not Applica v Not Applica v
it On Regquest @) None v None v None v None v
Print Size @ g _ v < v e 1v 5

Save Cancel

Table 26: Fields in the Test Settings and Tools Panels

Field

Description

Color Choices

List of available Color Choice settings.

Descriptive Audio

Toggles Descriptive Audio setting on or off, allowing the answer spaces to be read.

Mouse Pointer

List of available Mouse Pointer sizes and colors.

NOTES:
If a student needs the mouse pointer accommodation for testing, the changes should be made to the
TDS settings in TIDE as well as to the settings of the device used for testing.

For iPads with iOS, TDS does not have the ability to apply mouse pointer settings to change the gray
dot cursor; however, there are options for accessibility on iOS, which can be found here:
https://support.apple.com/guide/iphone/pointer-control-iphec6ele60b/ios

Streamlined Mode

Toggles streamlined mode setting on or off, allowing students to view the items from top to bottom
and left to right.

© Cambium Assessment, Inc.
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Language (Braille or Spanish)

Toggles between English and Braille settings, and also Spanish under Science and Math. Please refer to
the Spanish Adaptive section in the TAM for details on setting and administering RISE Summative
Math and Science tests in Spanish.

Hearing Impairment

This toggle feature will filter out items that may present bias toward hearing impaired students.

NOTE: If a student in Grade 4 or Grade 8 needs both the Hearing Impairment filter and braille settings,
please contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov

Braille Type

List of available braille settings.

. Math and Science Braille tests are available in UEB Contracted with Nemeth Math and UEB
Contracted with UEB Math. LEAs, SAs, and TEs are to ensure the correct setting is selected
for students in TIDE.

. ELA and WR Braille tests are only available in UEB Contracted.

Print on Request

List of available Print on Request settings.

Print Size

Sets the zoom level for all test content. Zoom levels of 5X or more require streamlined mode to be
turned on.

Please refer to the Assistive Technology Manual for details on the available zoom levels, and using
screen magnifier technology.

NOTE: Certain Chromebooks may have difficulty rendering the highest levels of zoom onscreen. It is
recommended that those needing high levels of magnification be placed on an alternative supported
operating system with a large screen.

American Sign Language

Toggles American Sign Language on or off.

Assistive Technology

Toggles Assistance Technology Mode setting on or off, allowing student to use pre-approved
hardware or software with secure browser.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Speech-to-Text

Allows student to dictate their responses in English, only available on constructed response items.
Third party STT options are outlined in the RISE Assistive Technology Manual.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Word Prediction

Suggested words pop up in a menu as students type. Students can select a word in the pop-up menu
instead of typing it out manually.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Calculator 6" grade

For students in grade 6, the use of a handheld calculation device or printable computation table is
considered an accommodation and may be provided (based on need documented in the IEP) during
the allowed segment of the assessment only.

Scribe

Students dictate their responses to a qualified person who records verbatim what they dictate.

NOTE: Requires a LEA or School-level user to request USBE approval through TIDE Forms. Teacher-
level roles do not have the ability to submit this request. LEAs and School-level users should refer to
their respective sections in this guide for instructions on submitting requests.

Visual Representation

Visual Representations are manipulatives such as cubes, tiles, rods, blocks, models, etc. They may be
used on all sections of the mathematics assessment if they are included in the student’s IEP or 504.

For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

Changing a test setting in TIDE after the test starts does not update the student’s test setting if the same test
setting is available in the Test Administration Interface. In this case, you must change the test setting in the TA
Interface, although the student will need to log out and resume the test for the settings to be applied.

3. Select Save.

4. Inthe dialog box, select Continue to return to the list of student records.
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How LEA-level users specify Spanish language on RISE summative math and science

The Language [Braille or Spanish] (see Figure 130) setting sets the language presentation for RISE summative Math and
Science test content. When set to Spanish, this setting provides the full translation of each item and the item directions.
LEA, School, and Teacher level user roles can apply this setting for students (see User Role Permissions in this guide’s
Appendix). Please refer to the Spanish Adaptive section in the RISE Test Administration Manual for details on administering
RISE Summative Math and Science tests in Spanish.

Figure 130. The Language [Braille or Spanish] Test Setting

Presentation

ELA v MATHEMATICS SCIENCE v WRITING v
Language [Braille or Spanish] @ English v English v English v English v
Hearing Impairment @ ® ®
Braille
] Spanish
Braille Type @ Not Applica v T NOUTApplica v Not Applica v Not Applica v

How LEA-level users modify multiple student accounts all at once

If you have many students to edit all at once (for example, if you need to edit the test settings of multiple students at once),
you can do so through file upload as shown below. Note: student information provided via UTREx upload cannot be
modified.

1. From the Students task menu on the TIDE dashboard, select Upload Student Settings. The Upload Student Settings
page appears where you can download a template file.

2. Tofill out the template, use the information in Table 27 below.
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How LEA-level users upload student accommodations and test tools

If you have many students for whom you need to apply test settings, it may be easier to perform those transactions through
file uploads. This task requires familiarity with composing comma-separated value (CSV) files or working with Microsoft

Excel.

1. From the Test Settings and Tools task menu on the TIDE dashboard, select Upload Student Settings. The Upload

Student Settings and Tools page appears where you can download a template file.

2. Tofill out the template, use the information in Table 27 below.

Table 27: Columns in the Student Settings Upload File

Column Description Valid Values
SSID* Student's statewide identification number. Ten digits.
Subject Subject for which the tool or accommodation One of the following:
applies. ELA
Mathematics
Science
Tool Name Name of the tool or accommodation. See Table 28.
Value Indicates if the tool or accommodation is See Table 28.
allowed or disallowed, or the
accommodation's appearance.

3. Optionally: TIDE can generate student settings files in an upload-ready format (see Figure 131). This allows you to
download a file containing student test settings from students in your search results, edit student settings as necessary,
and upload the file back to TIDE to update student settings in the system. You can also access the Upload-Ready

Student Settings File export from any of these tasks with student search grids:

a. Manage Student Settings

b. View Non-Participation Codes

© Cambium Assessment, Inc.
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T= Filter By: Export All to Excel (335)
= :

Export All to CSV (335)

Export All to Upload-Ready Student Settings File (335)

8888888158 DoNotDelete, AFT
9212557 test, Test
9901012 test, Test
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4. Retrieve the student(s) you want to include in the student settings file by following the procedure in the section “How
LEA-level users specify student accommodations and test tools”.

5. When the search results pop-up appears, do one of the following:

6. To export an upload-ready student settings file containing records for all students who match your search criteria to the
Secure File Center, select Export to Secure File Center and then select Upload-Ready Student Settings File.

a. Toview the search results grid and select students to include in the upload-ready student settings file, select View
Results and continue to the next step.

b. From the search results grid, mark checkboxes for students you wish to include in an upload-ready student settings

file.

7. Select Export and then do one of the following:

e To export the students you selected, if applicable, select Export Selected to Upload-Ready Student Settings (#).

e To export all students in the results grid, select Export All to Upload-Ready Student Settings (#).

TIDE generates the upload-ready student settings file and exports it to your device. You can edit student settings as
necessary, save your changes, and upload the file back to TIDE to update student settings in the system by following
instructions in the section “How LEA-level users modify multiple student accounts all at once”.

Table 28: Valid Values for Tool Names in the Test Settings Upload File

Tool Name Description Valid Value Applies to
American Sign Availability of American Sign Language video. Off ELA
Language
On ELA
Assistive Technology Assistive Technology setting for tests in the Off ELA, Math, Science,
indicated subject. Requires USBE approval Writing
On
Braille Braille setting for tests in the indicated subject. Off ELA, Math, Science,
Writing
On
Braille Type Type of Braille in which test items are printed. Not Applicable ELA, Math, Science,
Writing

For students utilizing
Braille presentation,
Math and Science
subject tests must be
selected for either
Nemeth Math or UEB
Math to ensure the
appropriate Braille
files are available
when testing.
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UEB Contracted

ELA, Writing

UEB Contracted with Nemeth Math

Math, Science

UEB Contracted with UEB Math

Math, Science

Calculator 6th grade

For students in grade 6, the use of a handheld
calculation device or printable computation table
is considered an accommodation and may be
provided (based on IEP) during the allowed
segment of the assessment only

No

Yes

Math

Color Choices

Color of text and background for tests in indicated
subject.

One of the available color schemes from
the drop- down list.

ELA, Math, Science,
Writing

Descriptive Audio

Indicates student can listen to audio descriptions
of interactive answer spaces in test questions.

One of the available descriptive audio
settings from the drop-down list.

ELA, Math, Science,
Writing

Hearing Impairment Item filtering for students with hearing Off ELA, Science
impairment.
On
in TIDE | fi h
Language [Braille or Users in Fan select .rom the dropdown me.nu English English and Braille
) between English and Braille language presentation .
Spanish] . . . are available for all
for students on all subjects interim and . . .
. . Braille subjects, Spanish is
summative tests, or select Spanish language . .
. . . available in Math
presentation for Science and Math summative . .
Spanish and Science

tests.

Mouse Pointer*

Color and size of mouse pointer for tests in
indicated subject.

One of the available color and size
combinations from the drop-down list.

ELA, Math, Science,
Writing

Print On Request

Student’s print-on- demand (POD)
accommodation for tests in the indicated subject.

None

Stimuli & Items

ELA, Math, Science,
Writing

Print Size Print-size accommodation for tests in the One of the available magnification options ELA, Math, Science,
indicated subject. from the drop-down list. Writing
Scribe Student scribe setting for tests the indicated No ELA, Math, Science,
subject. Requires USBE approval. Writing
Yes
Speech-to-Text Allows student to dictate their response in English, Off Writing
only available on constructed response items.
Requires USBE approval. On
Streamlined Mode Streamlined mode setting for tests in the Off ELA, Math, Science,
indicated subject. Writing
On
Visual Representation Manipulatives such as cubes, tiles, rods, blocks, No ELA, Math, Science,
models, etc. Yes Writing
Word Prediction Suggested words pop-up in a menu as students gff Writing
n

type. Students can select a word in the pop-up
menus instead of typing it out manually. Requires
USBE approval.

*NOTE: If a student needs the mouse pointer accommodation for testing, the changes should be made to the TDS settings in TIDE as well as to the settings of

the device used for testing.
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Changing a test setting in TIDE after the test starts does not update the student’s test setting if the same test
setting is available in the Test Administration Interface. In this case, you must change the test setting in the TA
Interface, although the student will need to log out and resume the test for the settings to be applied.

For additional information about Test Settings and Tools, please refer to the Assistive Technology Manual.

8. Select Save.

9. Inthe dialog box, select Continue to return to the list of student records.

How LEA-level users generate student accommodations reports

LEA-level users can generate reports to show all students in their LEAs who have specific accommodations set in TIDE.

1. From the Test Settings and Tools task menu on the TIDE dashboard, select Test Settings and Tools. The Test Setting
and Tools page appears where you can perform an advanced search of students with specific accommodations set (see
Figure 132).

Figure 132: Test Settings and Tools Page

Testtest  Studentinformation |[NESIEITIPOERCSNE Participation  Rosters  History

3enchmark Parental Exclusion

ELA v MATHEMATICS ~ SCIENCE v WRITING v

Stud!l’!l Benchmark Parental No I No - No ~ No ~
Exclusion @
isual Assistance Tools

ELA v MATHEMATICS SCIENCE v WRITING v
ol Choloss @ Black on Wi v Black on Wt v Black on WF v Black on WF v

Descriptive Audio @ on “ on v On v On ~

Mouse Pointer @ System Def: v System Def: v System Def: v System Def: v

Streamlined Mode @ m m m m

Presentation

ELA v MATHEMATICS SCIENCE v WRITING v
Language [Braille or Spanish] English  ~ English v English  ~ English v
Hearing Impairment @ ® ® @ ®
Braille Type @ Not Applica v Not Applica v Not Applica v Not Applica v
Print On Request @ “ None - Nina - Non. v
Print Size @ v - av - v " v e
o

2. For a school-wide report, select the desired school from the School drop-down list or choose “Select all” for an LEA-
wide report.

3. Inthe Advanced Search panel, select the specific accommodations you wish to include in the report in the Advanced
Search drop-down list.

4. Once selected, the accommodation will appear below the Search Fields drop-down list with its available values in TIDE
(e.g., “On” or “Off” for Braille, “Yes” or “No” for Scribe, etc.). Select the values for each accommodation you wish to
include in the report; as applicable, select the subjects you wish to include by checking the box next to each subject.
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5. Once all desired accommodations are selected, click Add Selected to add the criteria you’ve chosen to your search.

6. The criteria chosen will then appear in the right-side Additional Criteria Chosen column (see Figure 133).

Figure 133: Test Settings and Tools Page: Advanced Search Additional Criteria Chosen

Advanced Search ° Add New Criteria

Optional criteria
Select... v

a. If you wish to remove any additional criteria you’ve chosen in the right-side column, select the box next to the
criteria and click Remove Selected.

b. If you wish to remove all of the additional criteria you’ve chosen in the right-side column, click Remove All.
7. Once you have all additional criteria you want shown in the right-side column, click Search.

8. Inthe search results pop-up window, you will have the options to View Results on the screen, but to generate a report,
select Export to Inbox and select the file format (CSV or Excel) in which the data should be exported. You can navigate
away from the page and perform other tasks if required. When your file is available for download, you will receive an
email to the email account registered in TIDE. After receiving the email, you can download the exported file from the
Secure File Center.

How LEA-level users view student distribution report

A frequency-distribution report (FDR) shows the number of occurrences of a particular category, such as the number of
male and female students. You can generate FDRs for the students in your LEA or school by a variety of demographics and
accommodations.

1. From the Students task menu on the TIDE Figure 134: Fields in the Frequency Distribution Report Page
dashboard, select Frequency Distribution Frequency Distribution Report
Report. The Frequency Distribution Report o -

page appears (see Figure 134). ——— e

Eneoted Grade
Select Demograshics o Seloct Demoqgraphic

2. Inthe Filters for Report panel, select the report filters:

a. From the School drop-down list (if available), select a school. LEA-level users can retain the
default for all schools within the LEA.
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b. Optional: Select a specific grade or retain the default for all grades.

c. Optional: In the Select Demographics sub-panel, mark checkboxes to filter the report for
additional demographics and accommodations.

3. Select Generate Report. TIDE displays the Figure 135: Frequency Distribution Reports by Grade and Sex
selected FDRs in grid format (see Figure 135).

ENROLLED GRADE £ OF RECORDS

4. Do one of the following: - =

[ 5650

To display the FDRs in tabular format, select Grid.

To display the FDRs in graphical format, select
Graph.

To display the FDRs in both tabular and graphical
format, select Grid & Graph.

To download a PDF file of the FDRs, select Print, and
then select Print on the new browser window that
opens displaying the report. The generated PDF file
displays the report in your selected format of Grid,
Graph, or Grid & Graph.

How LEA-level users view reports of incoming students to a district or school for single-enrolled or
dual-enrolled students

District-level users can view reports showing when students were added to their organization for either single-enrolled or
dual-enrolled statuses by following the steps below.

1. From the Students task menu on the TIDE dashboard, select Student Arrivals Report. The Student Arrivals Report page
appears.

2. Enter search criteria.
3. Select Search.

The report appears, displaying students matching the search criteria.

How LEA-level users view reports of outgoing students from a district or school for single-enrolled or
dual-enrolled students

District-level users can view reports showing when students were removed from their organization for either single-enrolled
or dual-enrolled statuses by following the steps below.

1. From the Students task menu on the TIDE dashboard, select Student Departures Report The Student Departures
Report page appears.

© Cambium Assessment, Inc. 129



SUCCESS

HJS\V ‘ IPROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026—2027
I L EMPOWERMENT TIDE G uide

2. Enter search criteria.
3. Select Search.

The report appears, displaying students matching the search criteria.

How LEA-level Users Manage Rosters

Rosters are groups of students associated with a teacher in a particular school. Rosters typically represent entire classrooms
in lower grades, or individual classroom periods in upper grades. Rosters can also represent special courses offered to
groups of students.

The UTREx system populates rosters in TIDE via the nightly upload process. These rosters are called system-defined and
cannot be edited by users. These are directly linked to the course codes assigned by LEAs. User-defined rosters can be
created to provide additional student groupings for reporting. All rosters are available in NextGen Reporting. The Reporting
System can aggregate test scores at these roster levels. You can also use rosters to print test tickets containing students’
login information prior to administering an assessment.

Since teachers are responsible for the growth and development of their student’s skills in reading, writing, research,
communication, and problem solving, it is important that teachers are able to analyze their student performance data and
adjust instructional goals accordingly. For teachers to be able to see student performance data, the students must be
included in a roster associated with the teacher. Hence, user-defined rosters may need to be created for all teachers who
are responsible for teaching an academic subject, such as Reading/Literacy, Mathematics, Science, Social Studies, and
Health.

If additional user-defined rosters need to be created, it is recommended to follow the guidelines below:
e Rosters should ideally include about 25 — 30 students. If a roster is too large or too small, it may affect the credibility
and usefulness of the data.

e One or more rosters may need to be created depending on the subjects taught by a teacher. For example, if a group
of Grade 3 students have the same teacher for Reading, Mathematics, and Science, then separate rosters do not
need to be created for each subject. However, if different teachers are responsible for teaching different subjects
then separate rosters need to be created for each teacher and subject.

e When naming rosters, a clear and consistent naming convention should be used that indicates the grade, class
name, teacher, and period as applicable. For example, an elementary school roster may be named ‘Gr3Jones21-22’
and a secondary school roster may be named ‘AikenPeriod3Eng9A21-22’.

There are a few restrictions to be aware of when creating rosters:

e You can only create rosters from students associated with your school or LEA.

e You can only create rosters from students associated with the school(s) or district(s) associated with your user
account.

e Only 500 active students can be included in one roster.
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How LEA-level users add new user-defined rosters one at a time

1. From the Rosters task menu on the TIDE

dashboard, select Add Rosters. The Add Rosters [~

form appears (see Figure 136).

2. Inthe Student Search panel, search for students
by filling out the search criteria and selecting
Search. Use the Quick Roster tab to create a
roster from a group of students. Once you
select the search criteria, all students who meet
those criteria are automatically added to the
roster after you select Create Quick Roster.

3. Inthe Roster Details panel to the right (see
Figure 137), do the following:

d. Inthe Roster Name field, enter the roster
name.

e. From the Teacher Name drop-down list,
select a teacher or school personnel
associated with the roster.

f. Review the students selected for the roster
from the Selected Students list.

g. Optional: When students appear under
Selected Students:

Figure 136: Add Rosters Form

sovavan

.......

Figure 137: Roster Details

Rosster Details

Selected Studemts (0)

3 REMOVE AL STUDENT MAME NROLLED GRADE  RIPORTING 1€ (7 D4OITE)

- The Show more information drop-down allows you to select or clear additional columns
under the Selected Students grid. Note: Selecting Former Students shows students who
are no longer associated with the school in italics with the date they left the school. You
can still add these students to your roster. Once a student has been added to a roster,
the student will remain in the roster even if the student is no longer enrolled in the

school.

- Use the Filter field to limit students to those who match the text you enter.
This keyword search only finds text in the grid. Be aware if you enter 11 to find students
in 11th grade, any content with the text 11 will display. This could potentially pull in

results you did not intend to find.

- After saving, rosters must be changed from the Edit Rosters screen.
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How LEA-level users modify existing user-defined rosters one at a time

You can modify certain rosters, if required. However, whether a roster can be modified or not or the method in which a
roster can be modified depends on the roster type. The different types of rosters are:

o User-defined Rosters: These are rosters that you create through the Add Roster page or the Upload Roster page.
You can modify a user-defined roster by changing its name, associated teacher, or by adding students or removing
students.

e System-defined Rosters: These are rosters that are imported into TIDE via UTREx and cannot be edited.

e You can modify existing rosters by performing the following steps:

1. From the Rosters task menu on the TIDE dashboard, select View/Edit/Export Roster. The View/Edit/Export
Roster page appears (see Figure 138).

Figure 138: Manage Roster page

Manage Roster
° —_—

= Search for Rosters to Edit

EA USBE .99~ “Roster Type:| Systemn Defined

»sehoot | DEMO SCHOOL 1-99-999 Teacher Name: | - Seloct -

Search

2. Retrieve the roster record you want to view or edit by filling out the search criteria and selecting Search.

Note: If you use the Select All option or select more than one school, the Teacher option will be hidden and your
results will only be available for review in the Secure File Center.

. . Figure 139: Manage Roster Form
3. Inthe list of retrieved rosters, select for the g °

roster whose details you want to view. The o o
Manage Roster form appears (see Figure 139). T
This form is similar to the form used to add

rosters.

0 RIMOVE AL STUOONT MAM DEROLUD GRAS  RIPORTING € (7 (TH)

4. The Selected Students list displays studentswho | =~
are currently associated with the roster. .

-----
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5. To add students, select Find Students from the

Figure 140: Find and Select Students

Find and Select Students side of the screen (see [ i s

Figure 140), do the following:
h.

P Y ke v

Select the Student Search tab to add : . i et

individual students manually.

e

i. Select the Quick Roster tab to add a group

of students and then remove individual e
students who do not need to be on the .

roster.

j.  Toremove students, select X nextto
individual students or select Remove All
from the top of the grid (see Figure 140).
Select Save, and in the dialog box select

Continue.

6. Select Save, and in the affirmation dialog box select Continue.

How LEA-level users add or modify multiple rosters all at once

If you have many rosters to add or modify, you can do so through file upload as shown below.

1. From the Rosters task menu on the TIDE Figure 141
dashboard, select Upload Rosters. The Upload Ui Romir
Rosters page appears where you can download °

a template file (see Figure 141).

Step 1: Uplond Fise

2. Fill out the template using Table 29 below.

: Upload Roster

Table 29: Columns in the User-Defined Roster Upload File

Column Name

Description

Valid Values

LEA Number*

LEA associated with the roster.

LEA ID that exists in TIDE. Up to 20
characters.

School Number*

School associated with the roster.

School number that exists in TIDE. Up to 20
characters. Must be associated with the LEA
ID.

Email Address*

Email address of the teacher associated
with the roster.

Email address of a teacher existing in TIDE
or the Reporting System.

Roster Name*

Name of the roster.

Up to 20 characters.

SSID*

Student’s unique identifier within the LEA.

Up to 30 alphanumeric characters.

*Required field.
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3. Once you’ve downloaded and filled out the
template file, return to the upload screen,
select Browse, locate the file on your computer,
and upload it to TIDE. Select Next. The upload
preview screen appears (see Figure 142).

4. Once you've verified the information on the
preview screen, select Next again. The
validation screen appears (see Figure 143).

5. The validation screen shows errors or warnings
associated with your uploaded file.

6. To continue with the upload despite these
errors or warnings, select Continue with
Upload. The selected file will be uploaded, but
the rows with errors will not be included.

7. The confirmation page appears (see Figure
144), confirming how many records have been
committed as a result of your upload. To upload
a new file, select Upload New File.

How LEA-level Users Manage Test Windows

Figure 142: Upload Roster Preview Page
Upload Rosters

@ e saluss e cobumns et mch e bes dings v o, s a gl o he prevous plosd Rosies

Step 2: Preview

ek st yourve Ul e Carec T, Only e s

Figure 143: Upload Roster Validation Page

Upload Resters
.

Figure 144: Upload Roster Confirmation Page

Upload Rosters

-l ] catate B s ot

o Vour fie s been plosded

[ Yo
R ————————

Prior to the beginning of a school year, the Utah State Board of Education (USBE) establishes the State testing windows for
each type of test. Individual LEAs can create customized testing windows, within the state-assigned dates, to control when
tests are available in the TA interface for users to select. Creating customized testing windows is highly recommended.
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How LEA-level users add new test windows one at a time

When you create or edit a test window at the LEA level, all schools within that LEA’s hierarchy must administer the test
during that window—except those schools that have their own customized window.

1. From the Test Windows task menu on the TIDE Figure 145: Add Test Windows Page
dashboard, select Add Test Windows. The Add | ., test window
Test Windows form appears (see Figure 145). | o*rrsmres s

2. Inthe Test Window Information panel, do the e
following: o

a. Inthe Window Name field, enter a new
name for the test window. The Window v tie | R s s ey
Name field only accepts alphanumeric
characters. Characters like spaces, dashes,
and underscores are not allowed for test
window names.

b. Mark the type of entity for which you want to add a test window: LEA or School.
c. From the LEA and School drop-down lists (as available), make selections for the LEA and school.

d. Inthe Window Start Date and Window End Date fields, enter the test window’s start and end dates.

3. Inthe expandable test categories (see Figure Figure 146: Add/Remove Tests Panel
146), do the following:

a. To add tests, from the list of available test
IDs, do one of the following:

- To move one test ID to the window,
select the check box for that test.

- To move multiple test IDs to the
window, mark the checkboxes for
the tests you want to add, then
select Save, and in the affirmation
dialog box select Continue.

b. Toremove test IDs, deselect the checkboxes next to the test IDs you want to remove. Select Save, and in
the affirmation dialog box select Continue.

TIDE creates the test window, and it is immediately available in the TA Interface.
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How LEA-level users modify existing test windows one at a time

You can modify a custom test window by changing its name and dates, or by adding or removing students.

1. From the Test Windows task menu on the TIDE dashboard, select View/Edit/Export Test Windows. The
View/Edit/Export Test Window page appears.

2. Retrieve the test window you want to view or edit by filling out the search criteria and selecting Search.

3. Inthe list of retrieved test windows, select for Figure 147: Fields in the Manage Test Windows Page
the test window whose details you want to Manage Test Windows
view. The Manage Test Windows form appears. O treiemanie e sy mpertestnone, 7 et
This form is similar to the form used to add test Ll R
windows (see Figure 147). S

4. Optional: In the Test Window Information i o
panel, do the following:

a. Inthe Window Name field, enter a new name for the test window. The Window Name field only accepts
alphanumeric characters. Characters like spaces, dashes, and underscores are not allowed for test window
names.

b. Inthe Window Start Date and Window End Date fields, enter the test window’s new start and end dates.

c. You can review a partial list of tests that are included in the Test Window in the section below the Test Window
Information. You can see the full list from the test category section when the sections are expanded.

d. Select Save, and in the affirmation dialog box select Continue.

5. Optional: In the expandable test categories (see Figure 148: Add/Remove Tests Panel
Figure 148), do the following:

& inserima

a. To add test IDs, from the lists of available e G
tests, do one of the following: et
- To move one test ID to the window, | S———
select the check box for that test. e L]

- To move multiple test IDs to the
window, mark the checkboxes for
the tests you want to add, then
select Save, and in the affirmation
dialog box select Continue.

b. Toremove test IDs, deselect the checkboxes next to the test IDs you want to remove. Select Save, and in the
affirmation dialog box select Continue.
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How LEA-level users add or modify multiple test windows all at once

If you have many test windows to create, it may be easier to perform those transactions through file uploads. This task
requires familiarity with composing comma-separated value (CSV) files or working with Microsoft Excel.

1. From the Test

Windows task menu on the TIDE dashboard, select Upload Test Windows. The

Upload Test Windows page appears where you can download a template file (see Figure 149).

2. Fill out the template using Table 30 below; update the template to reflect the desired window label,

start dates, en

d dates and the correct list of test IDs.

Figure 149: Upload Test Window

Upload Test Windows

@ Use this page to upload a file of test windews you want to add, modify, or delete. 7. were nfe

Upload
Find a file

Step 1: Upload File

Template

The format of your data is
important Use a template to get
started

Downlaad Template

Histery

View a history of uploads to this page.

Drag & drop & file to upload

Table 30: Columns in the Test Windows Upload File

Column Name Description Valid Values
INSTITUTIONTYPE* Type of institution to which the test window One of the following:
applies. D—Window applies to LEAs.
S—Window applies to schools.
INSTITUTIONIRN* LEA’s or school’s ID. For LEA-level windows, a LEA ID that exists in
TIDE.

For school-level windows, use DD-SS, where
DD is the LEA ID and SS is the school ID.

The institution must be associated with the
user uploading the file.

WINDOWNAME* Name for the test windows. Up to 35 printable characters.
TESTNAME* Test family included in the test window. One of the available test families from the
drop-down list in the template.
WINDOWSTARTDATE* Date test window starts. Timestamp in MMDDYYYY format.
WINDOWENDDATE* Date test window ends. Timestamp in MMDDYYYY format.
ACTION* Indicates if this is an add, modify, or delete One of the following:
transaction. Add—Add new window.

Update—Edit an existing window.
Delete—Remove existing window.

*Required field.
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3. Once you've downloaded and filled out
the template file, return to the upload
screen, select Browse, locate the file
on your computer, and upload it to
TIDE. Select Next. The upload preview
screen appears (see Figure 150).

4. Once you've verified the information
on the preview screen, select Next
again. The validation screen appears
(see Figure 151).

5. The validation screen shows errors or
warnings associated with your
uploaded file.

6. To continue with the upload despite
these errors or warnings, select
Continue with Upload. The selected
file will be uploaded, but the rows with
errors will not be included.

7. The confirmation page appears,
confirming how many records have
been committed as a result of your
upload (see Figure 152). To upload a
new file, select Upload New File.

Figure 150: Upload Test Window Preview Page

Upload Test Windows

Figure 151: Upload Test Window Validation Page

Upload Test Windows

Figure 152: Upload Test Window Confirmation Page

Upload Test Windows

c. Toremove students, do one of the following in the list of students in the roster:

- Toremove one student from the roster, select for the student.

- Toremove all the students from the roster, select Remove All.

- Toremove selected students from the roster, mark the checkboxes for the students you want to remove,

then select Remove Selected.

8. Select Save, and in the dialog box select Continue.

How LEA-level users submit Assistive Technology or Scribe/Speech-to-Text Requests in TIDE

If you have students who require the use of assistive technology or scribe, you need to file the request to USBE staff in TIDE
using the forms function in the TIDE interface. This will alert USBE staff and they will be able to approve your requested
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assistive technology settings for the student. Requests should be made 3-4 weeks prior to the student testing date to
ensure a timely response. For any questions regarding assistive technology itself, please review the Assistive Technology

Manual or contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

1. Onthe TIDE dashboard, click on Forms in the Preparing for Testing grouping and click Submit Forms (see Figure 153).

2. On the next page, select the type of form you wish to submit. You may select Assistive Technology Request Form or
Scribe/Speech-to-Text Request Form, as applicable to the accommodation being requested (see Figure 154).

© Cambium Assessment, Inc.
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Figure 153. TIDE Dashboard/Submit Forms

Rosters [_E;J Test Settings and Tools

Rosters
Add Rosters
Manage Roster

Upload Rosters

Test Settings and Tools
Test Settings and Tools
Upload Test Settings and Tools

Manage Participation Codes
Manage Participation Code Assignments

Test Windows

Add Test Windows
Manage Test Windows
Upload Test Windows

Forms
Submit Forms

Manage Forms
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Figure 154. Assistive Technology Request or Scribe/Speech-to-Text Request Form

Submit Forms

@ Use this page to complete a TIDE Correction Request. (2 More Info

Type of Form to Select a Form %
Submit

Assistive Technology Request Form v

3. For Assistive Technology requests, you must complete the form detailing the demographic information of the school
and detail the requirement of the accommodation. All sections of the form must be completed. The following pages
display a blank copy of the Assistive Technology Request Form (see Figure 155) and the Scribe/Speech-to-Text Request
Form (see Figure 156).

Figure 155. Assistive Technology Request Form
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School and Student
Information

Assistive Technology
Type

Plan Information °

Agreement and
Submission

© Cambium Assessment, Inc.

more info A

Please check the SSID for accuracy to avoid delays in processing.
Q Select LEA* v
é Select School* ~

School Telephone *
Student State ID (SSID) *

Student’s Grade *
-Select- v
Student's Anticipated Testing Date *

mmddyyyy

Type of A Technology Being Req d (e.g., zoom software, communication
software, alternative computer input technology, etc.) *

Name of Assistive Technology Being R
Trackball, ZoomText Magnifier, etc.) *

==

1 (e.g., PCEye Mini, BigKeys Keyboard,

Give a detailed description about how the assistive technology accommeodation has
been used for classroom instruction. *

Indicate Type of Plan *

IEP v
Subject(s) Requiring AT be Enabled (select all that apply) *

Select Subject(s) Requiring AT be Enabled (select all that apply) v
Assessment(s) Requiring AT be Enabled (check all that apply) *

Select Assessment(s) Requiring AT be Enabled (check all that apply) v

moreinfo A

By submitting this form to USBE for consideration for approval, the
principal/designee and LEA assure that:

= This accommodation is documented on the student’s educational plan.

» This accommodation is used regularly and with fidelity for routine class
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Figure 156. Scribe/Speech-to-Text Request Form

Scribe Type of Scribe Accommodation Being Requested
Accommodation Type

Human Scribe v
Ifr ing Non-embedded speech-to-text/voice recognition software/device, provide
the name (e.g., Google Read & Write, built-in dictation iPad/Chromebook, Dragon
dictation etc.)

Give a detailed description about why and how the scribe accommodation has been
used for classroom instruction. (Please include the type of speech-to-text/voice
recognition software device, if applicable.) *

Plan Information ° Indicate Type of Plan *
IEP v

Subject(s) Requiring Scribe, CAl's embedded Speech-to-Text, or third party non-
embedded Speech-to-Text be Enabled (check all that apply)

Select Subjecti(s) Requiring Scribe, CAl's embedded Speech-to-Text, or third party
non-embedded Speech-to-Text be Enabled (check all that apply)

Assessment(s) Requiring Scribe, CAl's embedded Speech-to-Text, or third party non-
embedded Speech-to-Text (check all that apply)

Select Assessment(s) Requiring Scribe, CAl's embedded Speech-to-Text, or thirdv
party non-embedded Speech-to-Text (check all that apply)

4. Once you have completed the form, you must agree that the accommodation is documented, used regularly and with
fidelity in class instruction, and has been attempted in training tests to ensure it functions as expected for the student.
If you agree, click the | Agree checkbox and click Submit.

a. Upon submission, a tracking identifier will be provided. It is recommended you save this identifier to easily track the
status of your accommodation request.

e Please note: Once submitted, requests cannot be edited or changed.

5. The request will be reviewed by USBE staff. Upon approval, USBE staff will enable the requested accommodations in
TIDE. Please direct any accommodations questions to Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

How LEA-level users review submitted Assistive Technology or Scribe/Speech-to-Text Requests in
TIDE

After submission of an accommodation request form in TIDE, you may view the status of currently pending accommodation
requests using the TIDE interface. After a request form has been approved, you may verify that the corresponding
accommodation setting has been applied to the student following the steps in the section How LEA-level users specify
student accommodations and test tools. For any questions regarding assistive technology itself, please review the Assistive
Technology Manual or contact Jessica Wilhelm at Jessica.Wilhelm@schools.utah.gov.

To review the status of an accommodation request:

1. Onthe TIDE dashboard, click on Forms in the Preparing for Testing grouping and click Manage Forms (see Figure 157).
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Figure 157. Manage Forms

() Dashboard (L) Users {1 Students

. Rosters () Test Settings and Tools

Rosters

Add Rosters
Manage Roster
Upload Rosters

Test Settings and Tools

Test Settings and Tools
Upload Test Settings and Tools

Manage Participation Codes
Manage Participation Code Assignments

Test Windows
Add Test Windows

Manage Test Windows
Upload Test Windows

Forms

Submit Forms
Manage Forms

B Me

2. On the next page, the Manage Forms search box is displayed. Fields denoted with a * are required. Select and input the
relevant search settings based on your previously submitted accommodation form and click Search. (see Figure 158).
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Manage Forms

@ Use this page to view TIDE Correction requests.

Search for Form Select a Form *
Submissions to

Review Assistive Technology Request Form

Form Status *
All selected (3)

Submission ID

Form Year %

2025-2026

Q Select LEA*

Select School*
Start Date
mmddyyyy
End Date

mmddyyyy

@ Help

Administration: Utah RISE 202223 | User: I

& Secure Inbox A Manage Accountw % Log Out

?  Status Descriptions

Submitted The request has been sent to the USBE for review.
Rejected USBE has rejected the request.

Approved USBE has approved the request.

3. The status of forms matching the selected search criteria are then displayed (see Figure 159).

Figure 159. Manage Forms Results

+ Submit [ Manage

Form Year %

2025-2026
Q LEA: USOE - 99
$ School: All Schools
Start Date
mmddyyyy
End Date
mmddyyyy

SCHOOL INFORMATION
SELECTEDLEA

FORM INFORMATION

SUBMISSIONID FORMTYPE STATUS

SELECTEDSCHOOL

Administration: Utah RISE 2022-23 | User: I

@ Help & Securelnbox 8 Manage Accountw (% Log Out

SUBMISSION INFORMATION

LEAFIRSTNAME LEALASTNAME LEAEMAIL LEAPHONE

Assistive
Technology
Request Form

Approved USOE

1306

DEMO SCHOOL
1,DEMO SCHOOL

2 Load Test,Training
School, Training school
2 USBE Training School

LEA

Coordinator uT-
LEAT@demo.user

4. Optional: If you desire to view further details about the request, click on the pencil icon to the left of the applicable

form.

Voice pack Installation for Testing with Text-to-Speech

Text-to-Speech (TTS) tools read aloud text that appears on the screen for all students. TDS includes embedded TTS tools
that are automatically turned on for students taking RISE assessments (except for reading passages and excerpts). In order
for students to test with TTS tools, a supported voice pack will need to be installed on their device before testing begins, if
the device does not already include a built-in voice pack. Students testing with TTS must have headphones.
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For more information about enabling English and Spanish voice packs, see the Windows, macQS, and Chrome support pages
on this topic.

TTS is available on all operating systems supported by TDS (for a full list of supported operating systems, see the Quick
Guide for Setting up Your Online Testing Technology). However, text-to-speech tracking does not function correctly on Linux
OS. If students require the use of this accommodation (TTS with tracking), they must use a different operating system.

Table 12 lists the voice packs supported for students testing with TTS. Students can verify that text-to-speech works on their
computers by logging in to a training test session and selecting a test for which text-to-speech is available. Students using
TTS for the practice tests must log in using a supported Secure Browser or a supported Chrome, Firefox, or Edge browser.
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Table 31. Technology Requirements for Students Testing with TTS

Technology Type Product

Supported Voice Packs e Windows for tests in English: All built-in voice packs
e Windows for tests in Spanish: Spanish (Mexico)

e macOS built-in voice packs

e iPadOS built-in voice packs

o Chromebook built-in voice packs

e Heather Infovox iVox HQ (macOS only)

e Rosa Infovox iVox HQ (macOS only)

i) | Note: CAI strongly encourages schools to test the text-to-speech settings before students take
operational tests. You can check these settings through the diagnostic page. From the student training
test login screen, click the Run Diagnostics link, and then click the Text-to-Speech Check button.

The best voice packs to use for text-to-speech in the RISE test system are the default ones provided on one’s
device/operating system; however, the RISE system supports additional voice packs if they’ve been installed on devices
through a third party as long as CAl has them on their allow list. If you’ve installed an additional voice pack on devices in
your LEA through a third party, make sure the license is up-to-date. If you do not see your additional voice pack listed as an
available voice for your RISE test in the TTS Sound Check page, contact CAl via the Help Desk
RISEhelpdesk@cambiumassessment.com so they can make sure it’s on the allow list. CAl and USBE also highly recommends
having students use the training tests to check their devices if there are any questions about what the voice packs sound
like so they select one they prefer.

How LEA-level Users Use TIDE during Test Administration

During testing, LEA-level users can perform the following tasks in TIDE:
e Optional: Print test tickets to help students log in to tests.
e Add, modify, upload and process appeal requests.

e View reports of students’ current test statuses, test completion rates, and test status codes.

How LEA-level Users Print Test Tickets

A test ticket is a hard-copy form that includes a Figure 160: Sample Test Ticket
student’s username for logging in to a test (see
Figure 160). test, Test Grads: 03
. DOE: 10M02010
I Test
TIDE generates the test tickets as PDF files that you First Name
download with your browser. lngzuﬁm
1
District USBE (99)

Schoo/ DEMO SCHOOL 1 (99-999)
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About Printing Test Tickets for Dual-Enrolled Students

When printing test tickets for a student who has been dual-enrolled, tickets will be printed for the selected LEAs

and schools in which the student is enrolled.

The student can use any of the tickets to log in to the Test Delivery System (TDS). When verifying their information

after logging in to the TDS, the first school in which the student was enrolled will be displayed by default. It is okay

to continue with the verification process as the school information has no impact on the tests that a student is

eligible for.
. J

How LEA-level users print test tickets from student lists

1.

4.

From the Print Test Tickets task menu on the TIDE dashboard, select Print from Student List. The Print Test
Tickets from Student List page appears.

Retrieve the students for whom you want to print test tickets by filling out the search criteria and selecting
Search.

Select the column headings to sort the retrieved students in the order you want the test tickets printed.

Specify the students for whom test tickets need to be printed:

To print test tickets for specific students, mark the checkboxes for the students you want to print.

To print test tickets for all students listed on the page, mark the checkbox at the top of the table.

To print test tickets for all retrieved students, no additional action is necessary. The option to print all retrieved
records is available by default.

5.

Select Sv and then select the appropriate action:

To print test tickets for selected students, select My Selected Test Tickets.

To print test tickets for all retrieved students, select All Test Tickets.

Your browser downloads the generated PDF.

In the new browser window that opens Figure 161: Layout Model for Test Tickets
displaying a layout for selecting the printed
layout (see Figure 161), verify Test Tickets is
selected in the Print Options section.

Choose a Test Tickets Layout:

®5x2 Oax2 ©2x2 O 1x1

Select the layout you require, and then select
Print.
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How LEA-level users print test tickets from roster lists

1. From the Print Test Tickets task menu on the TIDE dashboard, select Print from Roster List. The Manage Rosters page
appears.

2. Retrieve the rosters for which you want to print test tickets by filling out the search criteria and selecting Search.
3. Select the column headings to sort the retrieved rosters in the order you want the test tickets printed.

4. Do one of the following:

Mark the checkboxes for the rosters you want to print.

Mark the checkbox at the top of the table to print tickets for all retrieved rosters.

When printing multiple class groups, the total number of students included in the class groups should not
exceed 1000.

5. Select Print and then select Test Tickets. A Figure 162: Layout Model for Test Tickets
layout model appears for selecting the printed
layout (see Figure 162).

Choose a Test Tickets Layout:

6. Verify Test Tickets is selected in the Print
Options section.

7. Select the layout you require, and then select
Print.

Your browser downloads the generated PDF. Test
tickets sort by roster first, then by grade, and then
by name.

NOTE: When viewing the roster list for your roster, make sure the “Current Students” radio button is selected (not the
“Current and Past Students”) to ensure that your roster list is showing only current students (and not students who have
exited your roster throughout the school year).

How LEA-level Users Manage Appeal Requests

In the normal flow of a test opportunity, a student takes the test in TDS and then submits it. Next, TDS forwards the test for
scoring, and then the test scores are reported in NextGen Reporting System.

Appeal requests are a way of interrupting this normal flow. A student may need to get back into a segment they incorrectly
exited or have a grace period extension if they had to pause their test and didn’t have time to review. A test administrator
may want to invalidate a test because of a hardware malfunction or an impropriety.
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List of Appeal Request Types

Reset and reopen appeal requests must be submitted at least one day prior to the end of a test window so that students
can complete their test opportunity Table 32 lists the types of appeals.

Table 32: Types of Appeals

Type Description

Invalidate a test Eliminates the test opportunity, and the student has no further opportunities for the test. You can submit these
test invalidations until the end of the test window.

Reset a test Allows the student to restart a test opportunity (removing all responses on the test). You can submit these
appeal requests until the end of the test window.

Re-open a test Reopens a test that was completed, invalidated, or expired.

Re-open Test Reopens a previous test segment. This appeal request is useful when a student inadvertently or accidentally

Segment leaves a test segment incomplete and starts a new test segment. Students can answer unanswered items and
can modify responses to answered items in the reopened segment.

Grace Period Allows the student to review previously answered questions upon resuming a test or test segment after

Extension (GPE) expiration of the pause timer. Once a student pauses a test, a 20-minute pause timer starts running. The
following scenarios are possible:
® |f resuming the test within 20 minutes, student can review previously answered questions.
® After 20 minutes, the student cannot review previously answered questions and can only work on

unanswered questions. A GPE is needed to allow student to review previously answered questions.

Once an appeal has been requested, LEA-level users can review the appeal request status. For a list of appeal request
statuses, see Table 33 on the following page.

Table 33: List of Appeal Request Statuses

Appeal Request Status Description of Status

Error Occurred An error occurred while the appeal request was being processed.

Pending Approval Appeal request is pending approval.

Processed Appeal request was successfully processed and the test opportunity has been updated.
Rejected Another user rejected the appeal request.

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

Requires Resubmission Appeal request must be resubmitted.

Retracted Originator retracted the appeal request.

Submitted for Processing Appeal request submitted to Test Delivery System for processing.

Once an appeal has been requested, users can review the appeal requests by test status. For a list of available appeal
requests by test status, see Table 34 below.
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Table 34: List of Appeal Requests by Test Status

Test Status :<—, ] ] £ ] o)
= @ ) o a
g - 3 33 -
= = 5 e s
[0} [ ] o =
) a - o o
- 3 < Qo
g - ) g
c
w (1]
2| 2
@ )
=]
Approved v
Completed v v v
Denied v v v v
Expired v v v
Paused v v v v
Pending v
Processing v
Reported v v v
Review v
Scored v v v
Started v
Submitted v v v
Suspended v
Invalidated v v

How LEA-level users add new appeal requests one at a time

You can create an appeal request for a given test result.

1. Retrieve the result for which you want to create Figure 163: Selection Fields in the Create Appeal Requests Page

an appeal request by doing the following: Create Requests
1@ Use this page to create test status events. (7 More nfo
a. From the Appeal Requests task menu on RomesTipe. @ e Toe <
the TIDE dashboard, select Create Appeal =

nnnnnn

Requests. The Create Appeal Requests
page appears (see Figure 163).

b. Select a request type.

c. From the drop-down lists and in the text
field, enter search criteria.

d. Select Search. TIDE displays the found
results at the bottom of the Create Appeal
Requests page.

2. Mark the checkbox for each result for which
you want to create a test invalidation, and then
select Create.
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5.

From the Select a reason from the list drop-

down, select a reason for creating the appeal
request. The reasons may vary based on the

appeal request type.

Enter a reason for the request in the window that pops up.

Select Submit. TIDE displays a confirmation message.

How LEA-level users approve or modify existing appeal requests one at a time

You can view, approve, reject, retract, and export existing appeal requests.

1.

From the Appeal Requests task menu on the Figure 164: Selection Fields in the View/Export Appeal Requests Page
TIDE dashboard, select View/Export Requests. View/Export Requests
The ViEW/EXpOI't RequeStS page appears (see @ Use this page to view, edit, export, or process test status events. (7 More Info
Figure 164). e e @) Rt Ty

Al

Reset a Test

Invalidate a Test

Re-open atest

Grace Period Extension

Re-open test segment

Request Status ° Request Status

Al selected (8) ~

Retrieve the appeal requests you want to view Figure 165: Retrieved Appeal Requests

by filling out the search criteria and selecting Sven
Search. Figure 165 shows retrieved appeal
requests.

3. Optional: Review the initiator’s reason for the appeal request by sorting in the Request Status column.

4. You can also process appeal requests on the View/Export Requests page by marking the checkbox.

] Note: When you select records with a Request Status that cannot be changed, like Rejected by
System or Submitted for Processing, the Process options show No Action(s) (#) indicating that
additional steps in the workflow are not possible for some records.

© Cambium Assessment, Inc. 151



READINESS

JS\V | IMPROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026-2027
| L TIDE Guide

EMPOWERMENT

How LEA-level users add or modify multiple appeal requests all at once

If you have many appeal requests to create, it may be easier to perform those transactions through file uploads. This task
requires familiarity with composing comma-separated value (CSV) files or working with Microsoft Excel.

1. From the Appeals task menu on the TIDE dashboard, select Upload Appeals. The Upload Appeals page
appears where you can download a template file.

Figure 166: Upload Appeals Page

Upload Requests
.

o

e

Step 1: Upload File

2. Fill out the template using Table 35 below.

Table 35: Columns in the Appeal Request Upload File

Column Name Description Valid Values

Type* Type of appeal request. One of the following:
Invalidate a test
Reset a Test

Re-open a test

Grace Period Extension
Re-open test segment

SearchType* Student field to search. One of the following:
Result ID
SSID
Session ID
SearchValue* Search value corresponding to the search Up to 1,000 alphanumeric characters. The
type. value must exist in TDS or TIDE. For

example, specifying a result ID of 123456
requires that this result ID exist in TDS.
Reason* Reason for creating appeal request. Up to 1,000 alphanumeric characters.

*Required field.

3. Once you’ve downloaded and filled out the Figure 167: Upload Appeals Preview Page
template file, return to the upload screen, -
select Browse, locate the file on your computer, °

and upload it to TIDE. Select Next. The upload
preview screen appears (see Figure 167).
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4. Once you've verified the information on the Figure 168: Upload Appeals Validation Page
preview screen, select Next again. The e Ree
validation screen appears (see Figure 168).

5. The validation screen shows errors or warnings
associated with your uploaded file. Upkond Ragiset

6. To continue with the upload despite these
errors or warnings, select Continue with
Upload. The selected file will be uploaded, but
the rows with errors will not be included.

7. The commit page appears, showing how many
records will be committed based on your
upload file (see Figure 169).

8. The confirmation page appears next, confirming
how many records have been committed as a
result of your upload. To upload a new file,
select Upload New File.

9. Appeals submitted need to be approved and Figure 170: Appeals Record List with Appeal Status Shown
processed by you, the LEA. Any pending
appeal(s) you submitted will be shown when
you search for them, with “Pending Approval”
listed in the Approval Status column (see Figure
170). Once an appeal is approved, it will no
longer be shown when you search for it.
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How LEA-level Users Monitor Test Progress

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.

The following reports are available in TIDE:

e Plan and Manage Testing Report: Details a student’s test opportunities and the status of those test opportunities.
You can generate this report from the Plan and Manage Testing page or the Participation Report by SSID page.

o Test Session Status Report: Displays status reports of active and inactive test sessions happening for the current
day.

e Participation Search by SSID: Enter SSID manually or by upload for individual student data.

e Test Completion Rates Report: Summarizes the number and percentage of students who have started or completed
a test.

e Test Status Code Report: Displays all the participation codes for a test administration.

e Test Progress Summary: Displays charts with the data from Test Completion Rates for district-level and school-level
data.

How LEA-level users view report of students’ current test status

TIDE includes a Plan and Manage Testing report that details all of a student’s test opportunities and the status of those test
opportunities. An opportunity is a student’s attempt at a test. Because the report lists testing opportunities, a student can
appear more than once on the report.

Plan and Manage Testing offers two ways to find information:

e Basic Search has common report options to find information on all eligible students who:

- have not started assigned tests

have started but not completed assigned tests

- have not completed assigned tests
(includes those who have not started and those who have not completed)

- have completed an assigned test
Also shows:

- testsin a paused status

- current tests expiring within 7 days

e Advanced Search has all report options, with tools to find individuals or student groups in these categories:

- Test Progress with options for have/have not started or have/have not completed by opportunity
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- Test Status with options for any/specific opportunity and the status

- Test Expiration with options for expirations on a specific day or over a range of days

- Session ID or TA Name with options for most recent sessions or specific session ID
To access participation reports:

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Plan and Manage Testing. The
Plan and Manage Testing page appears.

2. Select either Basic Search (Figure 171) or Advanced Search (Figure 172).
Figure 171. Plan and Manage Testing Page: Basic Search

Plan and Manage Testing

@ Use this page to view participation reports. (2 More Info

Basic Search Advanced Search Favorites

?  Selected Options
Students o Select one or more schools. P

Define a student group
If you select more than 20 schools, your report will only be available as an Need to narrow the group more?

export to the Secure File Center.
You can also narrow the student group by Proctor,

Gender, and Grade. For these additional filtering
o Select LEA* v options, try Advanced Search.

Select School* v

Figure 172. Plan and Manage Testing Page: Advanced Search

Plan and Manage Testing

@ Use this page to view participation reports. (2 More Info

Basic Search Advanced Search Favorites
Search Students @ o Select LEA* -
Select a student group
Select School* v

Enrolled Grade
Select Enrolled Grade v

NO  YES Online Student

Specific Student lz\ SSID (7 digits)
Select a student group

LEA Student ID

Student's First Name
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3. For Basic Search, proceed to the Basic Search section.

4. For Advanced Search, proceed to the Advanced Search section.

© Cambium Assessment, Inc. 156



SUCCESS

HJS\V ‘ IPROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026—2027
I L EMPOWERMENT TIDE G uide

Basic Search

This option is designed for quick access to common search options. It offers a paired down selection of
options available in the Advanced Search and only allows searching for full groups of students per test,
administration, and test name.

Follow the prompts to move through the three steps. The Selected Options section populates with your
report information for each step. After searching, you’ll have access to the results table that you can filter by
keyword and export.

Advanced Search

1. Inthe Search Students panel (see Figure 173), select the parameters for whose information to
include in your report. Only fields with special considerations are listed below.

a. From the School drop-down list, select a school if applicable. You may select one or more
schools from this list. You may also select all schools.

i. Optional: If a single school was selected, choose a teacher from the Teacher drop-
down list.

ii. Optional: From the Advanced Search Search Fields drop-down list, select a specific
test accommodation or demographic to filter the report. If you select a test
accommodation or demographic, a field is displayed. Enter text or select the
required filter criteria from the available options.

Note: If you select more than 20 schools or if you select all schools and the district contains more
than 20 schools, the report will only be available to export to the Secure File Center.

b. The Teacher drop-down list includes all school-level users, such as teachers, test administrators,
and principal associated with the selected school. When you select a person from the Teacher drop-
down list, TIDE performs a check to find if the person is associated with any roster. If no rosters
exist for the selected person, no data is displayed when you generate the report. If the selected
person has an associated roster, the Plan and Manage Testing reports shows the test attempts of
the students included in the roster. If you do not select any person from the Teacher drop-down list
and use the default value of All to generate the report, you will find all the tests taken in that
school, irrespective of roster associations.

Note: The TA Name displayed on the Plan and Manage Testing report does not imply the name of the
teacher. The TA is the person who conducts the test. This can be the same as the teacher or it can
mean a different person.
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Figure 173. Advanced Search: Search Students Panel

Plan and Manage Testing

@ Use this page to view participation reports. (2 More Info

Basic Search Advanced Search Favorites
Search Students E o Select LEA* -
Select a student group
Select School* v
Enrolled Grade
Select Enrolled Grade v

NO  YES Online Student
Specific Student @ SSID (7 digits)
Select a student group
LEA Student ID

Student's First Name

2. Inthe Tests: Select tests and an administration panel (see Figure 174), select the parameters for which tests
to include in your report:

a. From the Test field, select a test type.

Figure 174. Advanced Search: Select Tests and an Administration Panel

Tests: Select tests LTJ Test
and an administration
Select a student group Benchmark v

Administration
2025-2026 v

Test Name *

All selected (526) v

3. Inthe Information: Set report focus panel (see Figure 175), select the radio button for one of the options
and then set the parameters for that option.

a. More information about the Refine by options:
i. Test Progress (refer to caution information)
- Reports date completed information; not based on status.

- Started does not have a test completion date; Completed has a test completion
date.

- 100,000 record limit for untested students.
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Information: Set Izl
report focus
Select a student group

Test Status (refer to caution information)

- Reports test statuses.

- If completed is selected, the search results will include students with completed,

submitted, or reported statuses.

Test Expiration

- Reports when students will lose access to the test.

- Use in exactly for expirations on a certain day; use within for expirations over a

range of days.

Session ID or TA Name

- Reports most recent session information, not all past sessions.

- If no TA or session ID is specified, the date range cannot exceed 15 days.

Figure 175. Advanced Search: Set Report Focus Panel

Refine by

© Test Progress @

Students who  have completed v any opportunity v

Test Status @

Students on  any opport v  with a status of  Select v

Test Expiration @

Students with opportunities expiring  in exactly v days

Session ID or TA Name @

Students’ most recent | SessionlD v  was Session |D (optional) from 08/12/2025

to  08/12/2025

Caution: For Test Progress & Test Status, any opportunity does not mean all opportunities!

- Selecting the drop-down any opportunity does not return results with all opportunities.

- Any opportunity finds the earliest opportunity matching the selection criteria in the rest of the search

phrase.

- If you need to find all opportunities, search by SSID for specific students using the Search Students by SSID

task.
Review Results

Do one of the following:
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S, v

For the Advanced Search, select Generate Report to view the report on the page. If you are viewing
a report for more than 20 schools, use this option and then select Export to Secure File Center.

d

—

To open the report in Microsoft Excel, select Export Report or
for more than 20 schools, this option will be disabled.

. If you are viewing a report

Tit

Note: Not all columns are selected by default. To add or remove information, use the at

the top right of the table. For descriptions of the columns in this report, see Table 36 below.

Figure 176. Plan and Manage Testing Report

Number of students found: 21

Filter results

test, Test
Last8, Test8

Last139, Test139

L antDAO TantDGO

9041327 Interim: Math Grade 5 LEA, LEA UAT-F4ED-27 00:02:07 reported 2019565 07/02/2024
9090008 07 Interim: Math Grade 7 LEA, LEA UAT-F4ED-27 00:02:04 reported 2019566 07/02/2024
9090139 08 Interim: Math Grade 8 LEA, LEA UAT-F4ED-27 00:03:28 reported 2019567 07/02/2024
onono&o 0z Lntarina: Math Croda 7 ©A Domal LIAT 1905 07 002000 conor tod 2010576 07/02/9004

Note: During periods of high testing volume, test statuses and reporting may take up to 24 hours to
be reflected in the RISE systems, so please take this timeframe into account as it relates to these
reports.

Table 36: Columns in the Plan and Manage Testing Report

Attribute Description

Name Student’s legal name (Last Name, First Name).
LEA Name Name of the LEA associated with the record.
School Name Name of the school associated with the record.
SSID Student’s Statewide Student Identifier number.

Enrolled Grade

The grade in which a student is enrolled.

Current LEP

Indicates whether the student is an English Language Learner.

Test Test name for this student record.

Opportunity The opportunity number for that student’s specific record.

TA Name The test administrator who created the session in which the student is currently testing (or in which the student completed the test).
Session ID The Session ID to which the test is linked.

Total Time Spent

The time it took a student to complete a test.

Status

The status for that specific opportunity.

Results ID

The unique identifier linked to the student’s results for that specific opportunity.

Restarts

The total number of times a student has resumed an opportunity (e.g., if a test has been paused three times and the student has resumed
the opportunity after each pause, this column will show three restarts).
(This includes Restarts Within Grace Period—see below.)

Restarts Within
Grace Period

The total number of times a student has resumed an opportunity within 20 minutes after a test was paused. For example, if a test has
been paused three times and the student resumed the opportunity within 20 minutes of two pauses but 25 minutes after the third pause,
this column shows two Restarts Within Grace Period).

A student has a grace period of 20 minutes to pause the test at a test item and then resume the test at that same item. However, if a test
is paused for more than 20 minutes, the test session will expire, and the student will not be able to review any previous answers.

Date Started

The date when the first test item was presented to the student for that opportunity.

Date Completed

The date when the student submitted the test for scoring.

Last Activity

The date of the last activity for that opportunity or record. A completed test can still have activity as it goes through the QA and reporting
process.

Expiration Date

The date the test opportunity expires. The following are the set timeframes for each test; if not completed within this timeframe, the
tests will expire.

Benchmark Modules & Interim Assessments: 30 days

Mid-Year Summative Assessments: 21 days

Spring Summative Assessments: 60 days

Remote Session

Indicates whether the test was taken with the embedded remote proctoring enhancements (Y) or not (N).
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Save advanced searches to the Favorites tab
You can save reports generated from the Advanced Search to easily rerun reports you use often. Reports are accessed from
the Favorites tab without the need to reenter your search criteria. When available, new data is pulled in each time you run

a report from Favorites.

& Your list of favorite reports can be used throughout one school year but will be removed when TIDE is reset for the next
school year.

To save searches to your Favorites tab:

13. Access Plan and Manage Testing.

14. Select the Advanced Search tab.

15. Select search criteria for all required fields and any optional fields within each section.

16. Select Generate Report.

[1 Note: The option to save your search will not appear if you select Export Report.

17. Review your search results in the grid at the bottom, and if they meet your needs, select Save New Favorite.

18. On the Save New Favorite pop up, add a title with up to 500 characters (required) and a description with up to 1000
characters (optional).

Caution: The Advanced Search options you selected will not display when you generate this report from the
Favorites tab. For future reference, list your search selections in the description so you know what information is in
this report.

Generate and manage reports from the Favorites tab

The results from the reports in Favorites are refreshed every time you generate a report. Plan and Manage Testing provides
results on demand, so data is always up to date.

To generate reports from your Favorites tab:

13. Access Plan and Manage Testing.

14. Select the Favorites tab.

15. Optional: Select the top row of a column to sort in ascending order. Select the row again to sort in descending order.

16. Optional: Use the Search favorites text box to enter a keyword, phrase, part of a word, date, or time to find a specific
report.
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17. Select the title of a report to generate results below the list of Favorites on the Favorites tab.
The title and description you entered while saving your favorite display above the results, and the results display with a
limited selection of columns.
18. Optional: To display all or different columns, select and use the checkboxes.
19. Optional: Sort the results table the same way you can sort the list of Favorites.
To manage your favorite reports by editing the title and description or deleting the report:
3. Choose a way to edit the title:
a. From your Favorites list, select the Edit button .

b. If you’ve generated the report, select Edit Title / Description from above the results.
4. Delete the report by selecting the Delete icon from your Favorites list.
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How LEA-level users view which students have tested remotely

LEA-level users can use the Plan and Manage Testing report to see which students have taken a test that was administered
remotely. To do this, LEA-level users will generate the Plan and Manage Testing report with whichever search criteria they
want to use by following the steps outlined above. In the report that is generated (or exported), there will be a column
labelled “Remote Session” (see Figure 177 below). A “Y” in this column relays that the given student took the test listed
remotely; a “N” in this column relays that the given student did not take the test listed remotely.

Figure 177: Remote Session Column in Plan and Manage Testing Report

TOTAL
ENROLLED TA TIME RESULTS DATE REMOTE
NAME S8ID - GRADE TEST NAME SESSIONID SPENT STATUS D COMPLETED SESSION

AFT, Ryan TIITTI0150 10 Benchmark LnameTES, LIVE-06B5-62 00:00:57 reported 19988642 08/02/2025 N
Cluster: FnameTES
Seience
Standard
211

AFT, Ryan THTFI0150 ] Benchmark LnameTES, LIVE-G6B5-62 00:00:59 reported 19988641 08/02/2025 N
Module: ELA FnameTES
Grade 5- .
Cluster 1 Remote Session

d column

AFT, Ryan THITIIS0 10 Benchmark LnameTES, LIVE-G6B5-62 00:00:27
Module: ELA FnameTES
Grade 3-
Informational
1

1212025 N

AFT, Ryan JIIFI0150 10 Modular LnameTE5, LIVE-96B5-62 00:00:53 reported 19988639 08/02/2025 N
Benchmark: FnameTES
Math Grade

8
Expressions

How LEA-level users view report of students’ current test status by student ID

You can also generate participation reports for specific students by SSID. This section describes how to generate
participation reports for one or more students using students’ SSIDs.

Because the report lists testing opportunities, a student can appear more than once on the report.

1. From the Monitoring Test Progress Figure 178: Participation Search by SSID Page
task menu on the TIDE dashboard, Participation Search by SSID
select Participation Search by SSID. e
The Participation Search by SSID page
appears (see Figure 178). e @ e

i ta separate muttiple values

Seatch Type ° O Enter Uplead

2. Do one of the following:

To enter students’ SSIDs, select Enter.
Next, enter one or more SSIDs, separated
by commas, in the Student IDs field. You
can enter up to 1000 SSIDs.

To upload SSIDs, select Upload. Next, select Browse and then use the file browser to select an Excel or CSV file with Student
IDs listed in a single column. You can upload up to 1000 SSIDs.

3. Select Generate Report. The Participation Report by SSID appears.

The columns on a report from Participation Search by SSID match those from the Plan and Manage report, seen in Table 36.
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How LEA level-users view test session status reports

LEA-level users can view status reports of active and inactive test sessions happening in their LEA for the current day. These
reports show how many students in each school are testing and how many have started, paused, and completed their test.

LEA-level users can also view school-level test session status reports for each school in their LEA. These reports show each
active and inactive session ID for a school, along with information like proctor name, test name, the start time of the test
session, the total number of students taking the test, and the number of students who have started, paused, and completed
the test.

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Session Report. The Session Report page
appears (Figure 179).

Figure 179.Test Session Status Report Page

Test Session Status Report

@ Use this page to view session reports for a school. (2. More Info

Session Report o o Select L EA* -

Select School* v

2. From the LEA drop-down list, select an LEA.

3. From the School drop-down list, select an individual school to view a detailed report for that school or select multiple
schools to view a summary report for the schools you select (Figure 180). To view a summary report for all schools in
your district, select All Schools.

4. Select Generate Report. If you selected an individual school in step 3, skip step 5.

5. If you selected multiple schools in step 3, a summary report page appears. For a description of the columns in this
report, see Table 37.

Figure 180. Summary Test Session Report

Test Session Status Report
1.

@ Use this page 1o view session reports for a schoal. (2 vor.

Sesalon Report ° p—— . 7 ReponcCriteria
T shoreharm
@

All Schools (6} v

2infa

Generate Report

Number of Schools testing today: 0

Filler Resulls ﬂ

SCHOOLS TOTAL # OF TESTS. TESTS IN PROGRESS TESTS PAUSED TESTS COMPLETED
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6. Select a school from the summary report page to view a detailed report for that school (Figure 181). If you selected an
individual school in step 3, a detailed report will appear after you complete step 4. For a description of the columns in

this report, see Table 38.

7. Optional: If multiple tests are available for one session, select

that session.

Figure 181. Detailed Test Session Report

Test Session Status Report

@ Use this page 1o view session reports for a schoal

7 bors o

Sesslon Report o @ Lenusor o 7 Report Crlteta
™

& Airsetoois 0 R

Generate Repart

Humber of Schoals testing tackay: 0

Fiter Resuls

scHooLS = TOTAL 4 OF TESTS TESTS

ETED

M ultiple Tests

to expand the list of tests associated with

8. Optional: Select

| Expand All Sessions

| to expand all sessions containing multiple tests. The button will only be displayed

when multiple tests per session exist.

9. Optional: Select

| Collapse All Sessions |

to collapse all expanded sessions. The button will only be displayed when multiple

tests per session exist.

10.

Optional: To view inactive test sessions, select the Inactive Test Sessions checkbox. Inactive test sessions will appear in

italics. Sessions will be considered inactive if all students in the session are paused or have completed the test
opportunity, and no new opportunities have been started.

11.

~
Optional: Select to refresh the list of available sessions. Data is refreshed in near real-time.

Table 37. Columns in the Summary Test Session Status Report

Column

Description

Schools

List of schools for which you can view reports.

Total # of Students in Test

Total number of students testing in each school.

Test Started

Number of students who have started their test.

Test Paused

Number of students who have paused their test.

Test Completed

Number of students who have completed their test.

Table 38: Columns in the Detailed Session Report Page

Column Description

Session ID The Session ID to which the test is linked.

Proctor Name Name of the proctor associated with the Session ID.

Test Name Name of the test associated with the Session ID. Multiple tests may be associated with one Session ID.

Start Time of Session

Start time of the session.

Total # of Students in Test

Total number of students testing in each school.

Test Started

Number of students who have started their test.

Test Paused

Number of students who have paused their test.

Test Completed

Number of students who have completed their test.
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How LEA-level users view report of test status codes

If students do not start or complete tests to which they are assigned, school officials assign special codes to those tests. The
Test Status Code report displays all the non-participation codes for a test administration.

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Test Status Code Report. The Test Status
Code Report page appears.

2. Inthe Report Criteria panel (Figure 182), select search criteria for the test and administration.
Figure 182. Report Criteria Panel

Test Status Code Report

@ Use this page to view students' test statuses and participation codes. (2 More Info

Report Criteria ° Test Instrument ?

Benchmark v

Administration

2025-2026 v

Generate Report Export Report

3. Do one of the following:
a. Toview the report on the page, select Generate Report.
b. To open the report in Microsoft Excel, select Export Report.

4. TIDE displays the tests and associated statuses and participation codes (Figure 183). See Table 39 for a detailed
description of the columns in this report.

Figure 183. Test Status Code Report

Filter Results

STUDENT NAME 8sID TEST NAME TEST STATUS DATE STARTED PARTICIPATION CODE ASSIGNED SCHOOL ASSIGNED SCHOOL OPPORTUNITY
D NAME
AFT, Ryan FITTIT0150 Benchmark Cluster: reported 08/02/2025 99-996 Training school 2 1
Science Standard 4.1.1
AFT, Ryan 7777770150 Benchmark Module: ELA reported 08/02/2025 99-996 Training school 2 1
Grade 3 - Informational 1
AFT, Ryan FTTI7T0150 Benchmark Module: ELA reported 08/02/2025 99-996 Training school 2 1

Grade 5 - Cluster 1

Table 39. Columns in the Test Status Code Report

Column Description

Student Name Student’s Name

SSID Student’s Statewide Student Identifier number.

Test Name Grade, test, and subject that are being reported.

Test Status Test's most recent status.

Date Started Date student started the test.

Participation Code Code indicating why student did not start or complete the test.
Assigned School ID ID of school where student is enrolled.

Assigned School Name Name of school where student is enrolled.

Opportunity Number of students who have completed their test.
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For a description of each status that a test opportunity can have, see Table 40, below.

Table 40: Test Status Descriptions

Status Definitions
Approved The TA has approved the student for the session, but the student has not yet started or resumed the test.
Completed The student has submitted the test for scoring. No additional action can be taken by the student.
Denied The TA denied the student entry into the session. If the student attempts to enter the session again, this status
will change to “Pending” until the TA approves or denies the student.
Expired The student’s test has not been completed and cannot be resumed because the test has expired.
Invalidated The test result has been invalidated.
Paused The student’s test is currently paused (as a result of one of the following):
® The student paused his or her test by selecting the Pause button.
® The student idled for too long (more than 20 minutes) and the test was automatically paused.
® The test administrator stopped the session the student was testing in.
® The test administrator paused the individual student’s test.
The student’s browser or computer shut down or crashed.
Pending The student is awaiting TA approval for a new test opportunity.
Reported The student’s score for the completed test in TDS has passed the quality assurance review and has been
submitted to the ORS.
Some items must be hand scored before they appear in ORS.
Review The student has answered all test items and is currently reviewing his or her answers before submitting the
test. (A test with a “review” status is not considered complete.)
Scored The test will display a scored status, followed by the student’s score.
Started The student has started the test and is actively testing.
Submitted The test has been submitted for quality assurance review and scoring before it is sent to the ORS.
Note: All tests go through an internal scoring process during quality assurance review.
Suspended The student is awaiting TA approval to resume a testing.
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How LEA-level users view report of test completion rates and progress summaries

The Test Completion Rate report summarizes the number and percentage of students who have started or completed a
test.

1. From the Monitoring Test Progress task menu Figure 184: Test Completion Rates Search Fields

on the TIDE dashboard, select Test Completion
Rates. The Test Completion Rates page

Test Completion Rates

@ Use this page to view test completion rates. (7 More Info

Report Criteria Report Type 3
a p pea rs. ’ ° S:IEE\: Report v
Test
2. Inthe Report Criteria panel (see Figure 108), Benchmrk v
. . Administration
select the parameters for which tests to include s 202 v

Tost Name %

in your report.

i selected (5. M

Additional Options
Select - v

3. To open the report in Microsoft Excel, select Figure 185: Test Completion Rate Report

Export Report. (see Figure 108) Table 21
displays a sample Test Completion Rate report.

Number of records found: 2

[One [ Testame | Oppruniy | ol Sten| T S Sare | Totl S Compet Peren Compietd
0 0

02/08/2016  Grade 1 ELPA21 All 1 7842 0.00% 0.00%
Domains

02/08/2016 Grade 1 ELPA21 03 31 0 0 0.00% 0.00%

For a description of the columns in this report, see Tty
Table 21 below.

Table 41: Columns in the Test Completion Rates Report

Column Description

Date Date and time that the file was generated.

Test Test that is being reported.

Administration Administration that is being reported.

Test Name Grade, test, and subject that are being reported.

Opportunity

Test opportunity number that is being reported.

Total Student

Number of students with an active relationship to the school in TIDE.

Total Student Started

Number of students who have started the test.

Total Student
Completed

Number of students who have finished the test and submitted it for scoring.

Percent Started

Percentage of students who have started the test out of the total number of students with an active relation to
the school in TIDE.

Percent Completed

Percentage of students who have completed the test out of the total number of students with an active
relation to the school in TIDE.

LEA Name The name of the reported LEA.

LEA ID The ID of the reported LEA.

School Name The name of the reported school. This column is only included in the school-level report.
School ID The ID of the reported school. This column is only included in the school-level report.

The Test Progress Summary provides charts of the information available in the Test Completion Report to provide a quick
visual reference. You can also view the data on the screen, as well as export it. Only district- and school-level data is
available in this report, though.

Access Test Progress Summary
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5. From the Monitoring Test Progress task menu on the TIDE dashboard, select Test Progress Summary. The Test
Progress Summary page appears, displaying a card for each test window (Error! Reference source not found.).

Figure 186. Test Progress Summary — Summary View

lest Progress Summary

D The charts on this page show information from the Test Completion Rates (TCR) report. (2 More Info

Report Type: ALL SCHOOLS Change Report Type Test Progress Legend: @) Completed Not Started

Open Test Windows

A
Benchmark Interim
199.9%
Total Eligible Tests: 191 Total Eligible Tests: 25,715
sh etails W tails
Past Test Windows ~

Click on any test above 1o toggle between the summary and detail views, or to expand all click IR EH

6. Your Student Group defaults to all schools you can access. Change this by selecting Change Student Group and make
other selections.

7. Inatest card window, select show details/hide details to view or collapse the breakdown of data by school (Error!
Reference source not found.). You can also show/hide details for all test windows from the bottom of the screen.

Figure 187. Test Progress Summary — Detailed View
Open Test Windows

Benchmark

Schools O Completed In Progress Mot Started
Show Additional Options DEMO SCHOOL 1 96.9% (185) 21% (6) 0.0% (0
2025-2026 v = i
SortBy Additional Options - Select - v
-Select v
DEMO SCHOOL 1
Show Results Table

8. Select Show Results Table to view the data on screen or export it.

Note: Depending on where you are in your testing cycle, the charts may show as mostly Not Started (gray color on
the chart).
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Recommended process for managing summative participation during testing

As users progress through their testing window, they can use the features of TIDE described in previous sections to
monitor participation in order to ensure that all students eligible to test are either participating or have a participation
code entered before the end of your school year. In particular, users can use the following features found in the
Monitoring Test Progress task menu on the TIDE dashboard.

1. Plan and Manage Testing

a. This report allows users to view, at any time, a list of students who have not started their tests or have not
completed their tests (see Figure 188).

e The data in this report are generated in real-time, but please note that during periods of high testing volume,
test statuses and reporting may take up to 24 hours to be reflected in the RISE systems. Not all columns are

i|
Tll'

W

selected by default. To add or remove information, use the at the top right of the table.

Figure 188: Plan and Manage Testing Results Page

Plan and Manage Testing

@ Use this page to view participation reports. (2 More Info

Basic Search Advanced Search Favorites

Search Summary ?  Need a different report?
Students

Define a student group Students: Adjust Search Settings

USOE - 99, DEMO SCHOOL 1 - 99-998

Information

Information:
Set the focus of the report

Students who have not started assigned tests

Tests:

C5E Interim, Fall 2025-2026, all tests

Select tests and an admin

Filter Results B

TOTAL

ENROLLED TA TIME RESULTS DATE
NAME SSID & GRADE TEST NAME SESSIONID SPENT STATUS ID COMPLETED
Newadmin, 9933030 08 Interim: Math
Newadmin Grade 3
Newadmin, 9933035 08 Interim: Math

e For the steps to take to generate this report, see the “How LEA-level users view report of students’ current test
status” section.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.
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2. Test Completion Rate Report

a.

‘

This report shows the number of students eligible (Total Student), number of students started (Total Student
Started), number of students completed (Total Student Completed), and percentages (see Figure 189).

e The datain this report are generated by the system each night; the data is not generated in real-time.
It's recommended for users to view this report by school every morning during their Summative test window.

e The report provides a quick way to monitor progress in a user’s LEA or school.

Figure 189: Test Completion Rate Report

Test Administration Test Name LEAID LEA NAME Opportunity Total Students Total Student Started Total Student Completed Percent Started Percent Completed Total Remote Students
Interim |Fall 2024-2025 |Interim: Math Grade 3 {99 USBE 1 4328 0 0[0.00% 0.00% 0
Interim |Fall 2024-2025 |Interim: Math Grade 4 {99 USBE 1 4804 1 1[0.02% 0.02% 0
Interim |Fall 2024-2025 |Interim: Math Grade 5 {99 USBE 1 1581 3 3(0.19% 0.19% 0
Interim |Fall 2024-2025 |Interim: Math Grade 6 {99 USBE 1 10835 5 5[0.05% 0.05% 0
Interim |Fall 2024-2025 |Interim: Math Grade 7 {99 USBE 1 1961 5 5/0.25% 0.25% 0
Interim |Fall 2024-2025 |Interim: Math Grade 8 {99 USBE 1 1828 6 6[0.33% 0.33% 0
Interim |Fall 2024-2025 |Interim: Math SM1 99 USBE 1 1591 1 1[0.06% 0.06% 0

e For the steps to take to generate this report, see the “How LEA-level users view report of test completion
rates” section on page 168 of this guide.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [0OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

3. Test Status Code Report

a.

This is the one report that includes both test status and participation code with a record for every student and
every test for which they’re eligible (see Figure 190).

e Note: due to the size of this report, it is recommended that users Export instead of Generate. Generating the
report can increase the amount of time it takes to load.

Once a user has downloaded the report, they can turn on filters when viewing it in Excel to control the view:
e In Column D (Test Status),
a. Tests that are listed as completed can be filtered out.

b. For tests that are listed as paused, users should make sure the student responded to at least
six items or entered one non-blank character if it is a writing test to ensure they count as
participated.

e InColumntF,

a. Tests with participation codes already assigned can be filtered out.

e Once these filters have been applied, users can see the students who need to finish or start their Summative
test.

It's recommended that LEAs and SAs begin to review this report regularly two — three weeks before their test
window closes.
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d. LEAsshould use the Test Status Code Report for current students; for students who have moved, they should use
the Discrepancy Resolution tab in TIDE to clean up the data (i.e., to add the appropriate participation code); follow
the procedure in the “How LEA-level users use Discrepancy Resolution for cleanup” section.

Figure 190. Test Code Status Report

Student Name ESSID g Test Name g Test Status g Date Started g Participation Code i Assigned School ID B Assigned School Name = Opportunity g
DemoKid962, Bromesh962 9999961 |Interim: Math Grade 4 USBE Excused - Approval Needed 99-996 DEMO SCHOOL 3 0
Student22, Student22 9222015 |Interim: Math Grade 4 Test Has Already been taken 99-996 DEMO SCHOOL 3 0
Test, Test 9810612 |Interim: Math Grade 8 Test Has Already been taken 99-995 DEMO SCHOOL 4 0
Test, Test 9840524 |Interim: Math Grade 8 Student Transferred Before Testing Window 99-996 DEMO SCHOOL 3 0
Last97, Test97 9490097 |Interim: Math Grade 4 Standard Participation 99-999,99-998,99-995 DEMO SCHOOL 1,DEMO SCHOOL 2,DE 0
Last108, Test108 9090108 |Interim: Math SM1 No Participation Code 99-999 DEMO SCHOOL 1 0
Last461, Testd61 9090461 |Interim: Math Grade 5 No Participation Code 999 Training School 1 0
Last11, Test1l 9780021 |Interim: Math Grade 8 No Participation Code 99-999,99-998,99-996,99-995,96-996| DEMO SCHOOL 1,DEMOQ SCHOOL 2,DE 0
Lastll, Test1l 9780021 |Interim: Math SM1 No Participation Code 99-999,99-998,99-996,99-995,96-996| DEMO SCHOOL 1,DEMO SCHOOL 2,DE| 0
Lastll, Test1l 9780212 |Interim: Math Grade 7 No Participation Code 99-999,99-998,99-996,99-995,96-996| DEMO SCHOOL 1,DEMO SCHOOL 2,DE| 0
test, Rename 9904105 |Interim: Math Grade 7 No Participation Code 99-998 DEMO SCHOOL 2 0
test, test 9992102 |Interim: Math Grade 6 No Participation Code 99-999 DEMO SCHOOL 1 0
Last Name, First Name 9912202 |Interim: Math Grade 4 Modified 99-999 DEMO SCHOOL 1 0
Demo22, Demo22 9220015 |Interim: Math Grade 4 Incorrect Course Code Assigned 99-996 DEMO SCHOOL 3 0
Last Name, First Name 9922001 |Interim: Math Grade 3 Did Not Test 99-999 DEMO SCHOOL 1 0
Last Name, First Name 9922003 |Interim: Math Grade 3 Did Not Test 99-999 DEMO SCHOOL 1 0

e For the steps to take to generate this report, see the “How LEA-level users view report of test status codes”
section.

Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the file
in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard shortcuts
do not work or apply to your device, you can also scroll back to your previous location.
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Overview of Participation Codes

This section addresses the management of participation codes for accountability purposes. Please note that it is important
to monitor test progress and enter any necessary participation codes throughout the test window as it progresses rather
than after testing is complete.

Motivation for Participation Codes

There are circumstances in which a student did not participate in an expected assessment or participated in an assessment
but in a non-standard way. In such instances, participation codes control and document how the test record is handled for
reporting aggregates and accountability calculations.

Participation codes are not intended to explain data errors present in UTREx. As per R277-404, Local Education Agencies
(LEAs) are responsible for updating local student information systems (SISs) so that UTREx data are accurate.

Once any participation code is marked in the Test Information Distribution Engine (TIDE), that participation code persists
until it is changed.

When participation codes are used, only one code can be selected. Participation codes are classified as “non-participation”
or “participation.” (A student is considered to have attempted a test after answering 6 questions or after responding with
any text to a writing prompt.) For a listing of participation codes, see Table 42 on page 181.

Policy: Participation codes are audited for appropriate use. ALL student data will be used for scoring, reporting,
and accountability.

Management of Participation Codes

Using TIDE, you can view participation codes for students enrolled in your LEA or school. You can add, modify, or delete
participation codes only in TIDE.

Test eligibility is controlled by the course code provided via the nightly UTREx upload. Once an enrolled student has been
assigned a RISE-assessed course for at least 10 days, the student will either be required to take the RISE test by the end of
the testing window or must be assigned a participation code.

A student’s participation on a test is defined as a student answering 6 or more questions or entering any non-blank
character into one writing prompt.

Users can use TIDE’s Manage Participation Codes tab to add, delete, or modify participation codes for eligible tests. In
addition, if a participation code had been assigned prior to eligibility being removed, you can still view and modify the code
in TIDE as long as the student is enrolled in the LEA or school by using this tab.

If you assign a 204 non-participation code prior to testing, TIDE removes the student’s eligibility and the student will not be
able to start that specific test. In order for a student to take that test, you must remove the 204 non-participation code in
TIDE.

The participation and Test Status Code Reports only display eligible tests. However, if a student had started a test that was
later invalidated, that test will be included in the generated reports as an invalidated test.
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Working with Participation Codes in TIDE

This section describes how to view, modify, and delete participation codes in TIDE.

Viewing a Student’s Participation Codes

When you search for student records in TIDE, the search results table displays any assigned participation codes. This can be
done from the Manage Students tab or the Manage Participation Codes tab.

To view the participation code in TIDE:

1. Click either the Manage Students tab or the Manage Participation Codes tab.

2. Search for students using the available filters. (You can use the Advanced Search function to search only for
students with participation codes.)

3. Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes (see Figure 191 below).

Figure 191: Participation Codes in TIDE

STUDENT SCHOOL STUDENT INFORMATION
SsiD (7 ! - HOOL PARTICIPATION SCHOOL BY TEST LEA
DIGITS) -0 q CoD| STUDENT
Participation I
Codes column
9999100 DemoKid101, 99 99-998 Interim: Math Grad§6:202 - Interim: Math Grade 7:99- 9999100
Bromesh101 Modified
Interim: Math Gradelf:109
UT-GEN-SUM-UD-M,
7106 -
. Student Refused tofTest
Participation codes
9999102 shown for Interim: Math SM1:99- 9999102
students/assessments
9999106 (If entered) 507:99-998 9999106
9999010 DemoKid11, 99 99-998 Interim: Math Grade 7:99- 9999010
Bromesh11 998
9999110 DemoKid111, 99 99-998 105:99-998 9999110
Bromesh111
9999114 DemokKid115, 99 99-998 Interim: Math Grade 3:99- 9999114
Bromesh115 998
9999118 DemoKid119, 99 99-398 Interim: Math Grade 7:99- 9999118
Bromesh119 998
9999122 DemoKid123, 99 99-398 505:99-998 9999122

e Note: The code 999 (shown in Figure 191 above) indicates that a participation code had been assigned and was then
removed. This is different from a blank participation code, which means that a partcipation code had never been
assigned for that student’s test.

If a participation code needs to be changed for a student, do one of the following:

o If the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section on the following page.
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e |[fthe student is no longer eligible for the test and had attempted the test, use the Manage Participation Codes tab
in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer eligible for the test and had not attempted the test, use the Manage Participation Codes
tab in TIDE and follow the procedure in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer enrolled in the LEA, use the Discrepancy Resolution tab in TIDE to clean up the data (i.e.,
to add the appropriate participation code); follow the procedure in the “How LEA-level users use Discrepancy
Resolution for cleanup” section on page 179.

If a participation code needs to be added for a student, do one of the following:

o If the student is still eligible for the test, use the Manage Participation Codes tab in TIDE and follow the procedure
in the Updating a Student’s Participation Code section on the following page.

e If the student is no longer eligible for the test and had attempted the test, use the Discrepancy Resolution tab in
TIDE to clean up the data (i.e., to add the appropriate participation code); follow the procedure in the “How LEA-
level users use Discrepancy Resolution for cleanup” section on page 179.

e If the student is no longer eligible for the test and had not attempted the test, use the Discrepancy Resolution tab in
TIDE to clean up the data (i.e., to add the appropriate participation code); follow the procedure in the “How LEA-
level users use Discrepancy Resolution for cleanup” section on page 179.

e If the student is no longer enrolled in the LEA, use the Discrepancy Resolution tab in TIDE to clean up the data (i.e.,
to add the appropriate participation code); follow the procedure in the “How LEA-level users use Discrepancy
Resolution for cleanup” section on page 179.

To see a report that displays all the non-participation codes for a test administration, follow the procedure in “How
LEA-level users view report of test status codes”.

following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [0OS] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

‘ Please note: To return to the page in this manual that you were on before clicking one of these links, use one of the
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Updating a Student’s Participation Codes

You can add or modify a student’s participation codes as long as the student is enrolled in your school or LEA.

To update a student’s participation codes:

1.

6.

Log in to TIDE, and click the Manage Participation Codes tab.

Search for students using the available filters. (You can use the Advanced Search function to search only for students
with participation codes.)

Click Search. The search results table displays those students who match the search query. The Participation Codes
column lists any assigned participation codes

In the list of retrieved students, select for the student whose participation code you want to update.

The Edit Non-Participation Code page appears. In the Participation Codes section of the page, use the drop-down
menus available for each test the student is eligible for to update the participation code(s) as needed (see Figure 192).

Figure 192: Participation Codes in the Test Information Distribution Engine

@ Use this form o add or modify a student’s participation codes. (7 Marz Infa
Student Information ° LEA: 99 - USOE
School: 99-998 - DEMO SCHOOL 1
881D (7 digits): 9399100
Student’s First Mame: Bromesh101

Student's Middle Initial

Student’s Last Name: Demokid101
sexF
Birth Date (MMDDYYYY): 10102005

Enrolled Grade: 04

Participation Codes ° Participation Codes

Interim- Math Grade 6
202 - Modified v

Interim- Math Grade 7
999 - No Participation Code v

Click Save when complete.

Table 42 below lists the participation codes and their descriptions.

Table 42: Participation Codes and Their Descriptions

Participation Code State Federal Description

101: Did Not Test Countable for Participation only Countable for Participation only Student was enrolled at the school
and eligible to test (with or without
reasonable accommodations) but

did not test.

i;)t.%e:rEL First Year in U.S. April 15 or Not Countable Not Countable The student is an English learner
(EL) and first enrolled in the U.S. on
or after April 15 of current school
year. Student is not required to test,
but testing is made available.

104: EL First Year in U.S. Before Counted for Participation only Counted for Participation only The student is EL and first

April 15 enrolled in the U.S. before April

15 of current school year.
Student must take ELA, Math,
and Science.
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106: Student Refused to Test

Countable

Countable

Student refuses to start the assessment
or refuses to complete at least six items
of the assessment.

107: Excused for Health Emergency

Not Countable

Not Countable

Student is unable to test during the testing
window due to an unanticipated health
circumstance.

108: Course Will Continue Next
School Year — USBE Approval

Not Countable

Not Countable

Student was not scheduled to finish the
course during the current school year.

111: USBE Excused — Approval
Needed

Not Countable

Not Countable

Requires USBE authorization. Used in rare
circumstances to capture irregular test
circumstances.

112: Student Transferred Before
Testing Window

Not Countable

Not Countable

Student transferred out of school before
the LEA had a reasonable opportunity to
administer the assessment.

200: Standard Participation

Countable

Countable

Student took the assessment under
normal circumstances.

202: Modified

Counted for Participation only

Counted for Participation Only

Student took the assessment with non-
allowed modifications which interfere
with the validity/reliability of the test.

204: Parental Exclusion*

Not Countable

Countable

A parent or guardian has requested in
writing that the student be exempt
from the assessment.

205: EL in Second Year of
Enrollment

Counted in Participation and
Growth

Counted in Participation and
Growth

Student is EL and first enrolled in the

U.S. during the previous school year.
Student must take ELA, Math, and
Science.

208: Test System Irregularity

Not Countable

Not Countable

The test event was interrupted by a
system error without reasonable
opportunity to reset or re-open the
test.

USBE Approval required.

exclusion

209.: Incgrrect Course Code Countable Countable An incorrect course code or grade was

Assigne assigned, triggering an incorrect test.
LEA correction of the course code is
required.

210: Accommodated (no language Countable Countable Student took the assessment with

accommodation) allowable accommodations, but not a
language accommodation.

211: Language Accommodation Countable Countable Student took the assessment with
allowable language accommodation.

212: Multiple Accommodations, Countable Countable Student took the test with multiple

including language accommodation accommodations, one of which was a
language accommodation

213: Invalidated Due to Academic Countable Countable LEA determines that the test was spoiled

Integrity - Student or invalid (E.g. Student cheated; test
administrator broke protocol).

214: Invalidated due to parental Not Countable Countable

Parent determines that the student
should not participate with the
assessment.

216 — Invalidated Due to Academic
Integrity — Test Administrator

Not Countable

Not Countable

LEA determines that the test was
spoiled or invalid (E.g. Test
administrator broke protocol)
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*|f the parental exclusion includes benchmark modules, set the Benchmark Parental Exclusion fields in TIDE found on the Manage Student page
under Test Settings. It is set by subject.

Benchmark Parental Exclusion

‘ ELA v MATHEMATICS v SCIENCE v WRITING v

Student Benchmark Parental

Exclusion @ ‘ No v No v No v No v
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How LEA-level Users Use TIDE After Testing

It is important to monitor test progress and enter any necessary participation codes throughout the test window as testing
progresses rather than after testing is complete. However, after testing, LEA-level users can use TIDE to clean up their data
using the Data Cleanup menu in the blue After Testing section of the TIDE dashboard as necessary. In the Data Cleanup
menu, the Discrepancy Resolution page in (see Figure 193) allows LEA-level users to view and clean up test discrepancies
where students were eligible for a test in the given school year but didn’t take that test. LEA-level users can clean up this
data by entering participation codes, as applicable, for the students who appear on their discrepancy resolution reports. The
steps for how to complete this process are described below.

Figure 193: LEA-Level User TIDE Dashboard

-ﬁ Preparing for Testing E Administering Tests E‘ After Testing
Users Manitoring Test Progress Data Cleanup
Add Users Plan and Manage Testing Discrepancy Resolution
Manage Users Test Session Status Report Upload Participation Codes
Upload Users Participation Search by SSID

Test Completion Rates
Test Status Code Report
Students Test Progress Summary
Manage Students
Upload Student Settings

Frequency Distribution Report Appeal Requests
Student Arrivals Report Create Requests
Student Departures Report View/Export Requests

Approve Requests @)
Upload Requests

Rosters
Add Rosters
Manage Roster Print Test Tickets

Upload Rosters Print from Student List
Print from Roster List

Test Settings and Tools

Test Settings and Tools

How LEA-level users use Discrepancy Resolution for cleanup

The Discrepancy Resolution page will show any students who are currently eligible for a summative test who have not
started that test at the time the report is generated; this allows users to see any students that still need to test or for whom
participation codes need to be added.
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e Inthe After Testing section of the TIDE dashboard, select Data Cleanup then Discrepancy Resolution. The
Discrepancy Resolution page appears (see Figure 194).

Figure 194: Discrepancy Resolution Page

Discrepancy Resolution

@ Use this page to resolve testing discrepancies. (2 More Info

Search Students Search Discrepancies With No School Association

LEA: USOE - 99 W

é Select School* v
Enrolled Grade

Select Enrolled Grade v

NO | YES | Online Student

Discrepancy Type

Specific Student 881D (7 digits)

LEA Student ID

o Fill out the fields given as desired and hit Search. The results of the search will be generated, showing the students
within the search criteria with discrepancies (i.e., those who are currently eligible for a summative test who have
not started that test at the time the report is generated) (see Error! Reference source not found.). The DRS only
reports tests for which non-participation codes have not yet been established. For example, if a teacher finds out
that a student will not take a test because of a medical reason and a non-participation code is set up for the
student’s test through TIDE before the DRS becomes available, then that test will not be displayed as a discrepancy
in the DRS.

e Select to resolve the discrepancy. The Resolve Discrepancy page will appear (see Error! Reference source not
found.).

e Select to assign a participation code to the student listed in that row. The Assign Non-participation code page will
appear.

e Use the drop-down menu given to assign a non-participation code to the student as applicable.

e Click Save when complete. A confirmation screen will appear confirming that the discrepancy has been resolved
(see Figure 195).

Figure 195: Confirmation Screen

. i)
L ]
Resolve Discrepancy

This discrepancy has been resolved successfully.

Continue

e C(Click Continue. The Resolve Discrepancy page will re-appear, updated to exclude the student for whom a
participation code was entered because that student’s discrepancy is resolved (see Error! Reference source not
found.).
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Important: As they are able, users should enter participation codes for students throughout the test window, rather than
waiting until after testing to clean up the data for these students all at once. It is important for school administrators and
teachers to communicate participation code information to their LEA assessment director so this data can be cleaned up.
LEA-level users should talk to the school administrators and teachers in their LEA about this process and set up
communication channels for this information to be relayed.

If LEA-level users wait until after testing to clean up this testing data, they should be advised that the Discrepancy
Resolution reports in the Data Cleanup section of TIDE closes shortly after the test window closes. All participation codes
must be submitted by June 11, 2027; however, it is best to do this cleanup process and the process of assigning
participation codes while students are still in school so users can have a student finish or take a test that may have been
discovered was missed.

How LEA-level users upload non-participation codes

If you have many students for whom you need to add or edit non-participation codes, it may be easier to perform those
transactions through file uploads. This task requires familiarity with composing comma-separated value (CSV) files or
working with Microsoft Excel.

1. From the Data Cleanup task menu on the TIDE Figure 196: TIDE Dashboard/Upload Participation Codes
dashboard, select Upload Participation Codes
(see Figure 196). The Upload Participation
Codes page appears.

Data Cleanup
Discrepancy Resolution
Upload Participation Codes

2. Tofill out the template, use the information in
Table 43 below.

Table 43: Columns in the Non-Participation Code Upload File

Column Description

SSID Student’s Statewide Student Identifier (SSID) within the enrolled LEA.
Test Name Test name for this student record.

Participation Code Refer to Table 42 for participation codes and their descriptions

Caution: Students must be eligible for tests selected on the upload file. The Excel download template (not the CSV)
contains all tests for all students, whereas the Edit Non-Participation Codes form only shows the eligible tests for
that student.

Caution: Records may also be rejected for the following and other reasons:
- Testis on Exclusion list for student
- Student is inactive
- User does not have access to student’s school

If needed during the Validate step, select the error or warning icon to see more information.
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Appendix

Please note: To return to the page in this manual that you were on before clicking a link to this appendix, use one of

‘ the following keyboard shortcuts: Alt + Left Arrow (for Windows Operating System [0S] on laptops or tablets when
viewing the file in Adobe Reader) or Command + Left Arrow (for Mac OS X on laptops or tablets when viewing the
file in Adobe Reader). Please note that these keyboard shortcuts do not apply to Chromebooks. If the keyboard
shortcuts do not work or apply to your device, you can also scroll back to your previous location.

A

Account Information

You can modify your name, phone number, and other account information in TIDE. (To change your email address, your
school or LEA assessment director must create a new account with the updated email address.)

1. Inthe TIDE banner (see Figure 197), from the Figure 197: TIDE Banner
Manage Account drop-down list, select My

Contact. The My Contact Information page 2::;31;6
appears (see Figure 198). My Contact
Log Out

ROLE

Administration
Utah RISE 2025-26

User Role
District or Charter Administrator (LEA)

LEA

USOE - 99
2. Enter updates as necessary. Figure 198: Fields in the My Contact Information Page
My Contact Information [x]
3. Select Save.
Role: LEA
TIDE saves your changes, and a confirmation ot
message appears. Last Name &

Teacher

Phone number

C

Changing Your Associated Test Administration, Institution, or Role

Depending on your permissions, you can switch to different test administrations, schools, LEAs, and user roles in TIDE.
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1. Inthe TIDE banner (see Figure 199), select Figure 199: TIDE Banner
Change Role from the Manage Account drop- ACCOUNT
down menu. The Administration Details window Change Role
appears (see Figure 200). My Contact
Log Out

ROLE

Administration
Utah RISE 2025-26

User Role
District or Charter Administrator (LEA)

LEA
USOE - 99

2. Update the information as necessary. Figure 200: Administration Details Window

3. Select Submit. A new home page appears that is Administration Details (X |

associated with your selections.
User Role:

District or Charter Administrat v
Test Administration:
Utah RISE 2025-26 v

@) state: Utah - 000000

@ LEA: USOE - 99

v
v

E
Exporting Records in TIDE

You can export search results for users, students, rosters, students’ test settings, test windows, and appeal requests to the
Secure File Center.

1. Retrieve the records you want to export by searching for records in TIDE.

H
Hearing Aids/ Audio Amplification (With or Without Bluetooth)

This is an allowable feature that requires no configuration. For students with hearing impairments that
use hearing aids or audio amplification that connects to Bluetooth, it is highly recommended to utilize a
training test session to confirm device compatibility.
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2. Inthe search results pop-up window, select Figure 201: Export to Secure Inbox

Export to Secure File Center and select the file Info [x)
format (CSV or Excel) in which the data should

be exported (see Figure 201). You can navigate Your search returned 20,057 results

away from the page and perform other tasks if To export more than 10,000 records, select Export to Secure File
required. When your file is available for Center

download, you will receive an email to the

email account registered in TIDE. After receiving [ wodity search | ([

the email, you can download the exported file
from the Secure File Center.

You can also export records from the search results grid.

1. Retrieve the records you want to export by following the procedure in the section Searching for
Records in Tide.

2. Do one of the following:
Mark the checkboxes for the record you want to export.

Mark the checkbox at the top of the table to export all retrieved records.

P

Password Information

Your username is the email address associated with your account in TIDE. To reset your password for the new school year,
select Reset Password on the Secure Login page. To activate your account, you must set your password within 15 minutes
of the email being sent.

If your first temporary link expired:
In the activation email you received, select the second link provided and proceed to request a new temporary link.
If you forgot your password:

On the Secure Login page, select Reset Password and then enter your email address in the Email Address field. You
will receive an email with a new temporary link to reset your password.

If you did not receive an email containing a temporary link or authentication code:
- Search your email for this address: DoNotReply@cambiumassessment.com

- Check your spam or junk folder or other holding area to make sure your email program did not categorize it
as junk mail.
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- If you still do not have an email, contact your School Administrator or LEA to make sure you are listed in
TIDE.

- Add DoNotReply@cambiumassessment.com to your contact list.
- If your account was set up recently, ask the person who created it to verify your email address.

- Askyour IT staff to add DoNotReply@cambiumassessment.com to your allowed email list so future emails
get through.

Additional help:

If you are unable to log in, contact the RISE Helpdesk for assistance. You must provide your name and email address.
Contact information is available in the
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User Support section of this user guide.

Printing Student Records in TIDE

1. Retrieve the student records you want to print by searching for records in TIDE.
2. Do one of the following:

To print some records, mark the checkboxes for the records you want to print, select Print, select My
Selected, and then select Print.

To print all records, select Print, select All, and then select Print.

S
Searching for Records in TIDE

Many tasks in TIDE require you to retrieve a record or group of records (for example, locating a set of users to work with
when performing the View/Edit/Export Users task). For such tasks, a search panel appears when you first access the task
page (see Error! Reference source not found.). This section explains how to use this search panel and navigate search
results.

1. Inthe search panel, enter search terms and select values from the available search parameters, as required. Some fields
may allow you to select multiple values. For example, the school and grade drop-down lists on the student search pages
will allow you to select one, multiple, or all values. Similarly, the Test ID drop-down list on the Plan and Manage
Testing page will allow you to select one, multiple, or all values.

The search parameters available in the search panel depend on the record type. Required search parameters are
marked with an asterisk.

2. Optional: If the task page includes an additional search panel, select values to further refine the search results:
To include an additional search criterion in the search, select it and select Add or Add Selected as available

Optional: To delete an additional search criterion, select it and select Remove Selected. To delete all additional search
criteria, select Remove All.

3. Select Search.
If searching for users, students, test windows, and appeal requests, proceed to the next step.

If searching for other types of records, such as rosters, skip to Step 4.
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* Inthe search results pop-up window (see Figure 202: Search Results Pop-up Window
Figure 205) that indicates the number of

records that matched your search criteria Info %]
and provides you with options to view or
export the records or modify your search Your search returned 20,057 results

parameters, do one of the following: _
To export more than 10,000 records, select Export to Secure File

Center.
To view the retrieved records on the page, select

View Results. Continue to Step 4. This option is

not available if TIDE detects that this action might Modify Search

adversely affect its performance.

To export the retrieved results to the Secure File Center, select Export to Secure File Center and select the file format (CSV
or Excel) in which the data should be exported. You can navigate away from the page and perform other tasks if required.
When your file is available for download, you will receive an email to the email account registered in TIDE. After receiving
the email, you can download the exported file from the Secure File Center (See Secure File Center).

To return to the page and modify your search criteria, select Modify Search. Repeat Steps 1 — 3.

4. Optional: To filter the retrieved records by keyword, enter a search term in the text box above the search results and

select ™ . TIDE displays only those records containing the entered value.
5. Optional: To sort the search results by a given column, select its column header.

To sort the column in descending order, select the column header again.

6. Optional: If the table of retrieved records is too wide for your browser window, you can select and at the

sides of the table to scroll left and right, respectively.

»

7. Optional: If the search results span more than one page, select « or ' to view previous or next pages, respectively.

=L W
8. Optional: To hide columns, select (if available) and uncheck the checkboxes for the columns that you
wish to hide. To show columns again, mark the applicable checkboxes.

Searching for Students or Users by ID

A Student ID/User Email field appears in the upper-right corner of every page in TIDE. You can use this field to navigate to
the View and Edit Student or View/Edit User: [User's Name] form for a specified student or user.
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1. Inthe Student ID/User Email field, enter a Figure 203: Student ID/User Email
student’s SSID or a user’s email address (see
Figure 206). The SSID or email address must be
an exact match; TIDE does not search by partial
SSID or email address.

Student IDMU=er Email =

2. Select = .The View and Edit Student or
View/Edit User: [User's Name] form for that
student or user appears.

Secure File Center

TIDE offers access to the shared Secure File Center that is integrated with other online assessment systems, such as
Reporting, and is accessible from your portal. The Secure File Center serves as a password protected, central repository for
secure documents uploaded by administrators (such as state personnel) or shared between users, files exported by users,
and hotline alerts. The shared Secure File Center is a temporary safe storage space for files containing the data that you
have exported in TIDE and other CAl systems.

When searching for users, students, students’ test settings, test windows, and appeal requests, you can choose to export
the search results to the Secure File Center. The shared Secure File Center serves as a secure repository that lists files
containing the data that you have exported in TIDE and other CAl systems. When you choose to export search results to the
Secure File Center, TIDE sends you an email when the export task is completed and the file is available in the Secure File
Center for download.

The Secure File Center also lists any secure documents that have been externally uploaded to the Inbox and that you have
privileges to view.

Viewing Documents in the Secure File Center

The files in the Secure File Center are listed in the order in which they were created. The file creation and file expiration
dates appear, if applicable. The number of days remaining until a file expires is also displayed next to a file. Exported and
secure files are available for 30 days. You can access the Secure File Center from any page in TIDE to either download the
file or archive the file for future reference. You can also delete the files you have exported, provided you have not archived
them.

Warning: The Archived file storage does not keep your files long-term. The same expiration period applies for files moved to
Archived as for files in the Temporary storage area.

1. From the TIDE banner Figure 204: TIDE Banner
(see Figure 202) select
Secure File Center. The 2 Secure File Center Q Help STATE DemoUser v

Secure File Center page
appears (see Figure 203).
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2. Optional: Select the file
view from the available
tabs:

A Temporary: This is the
default view and
displays all the files
except for the ones
that you have
archived.

A Archived: Displays the
files that you have
placed in this file
storage area (files have
the same expiration as
the Temporary storage).

3= Hide Filters
File Storage

© Temporary
Archived

System Labels

Reporting
8 Tioe

Custom Labels

@D Show Labels

Figure 205: Secure File Center

@ Secure File Center [3) View Files . Share Files
Bateh Actions: | o ﬂ
~ "
Temporary File Storage
MAME CREATED = EXPIRATION DAYS LEFT ACTIONS
5 AllRobes xl:
”ﬁ’c‘;' i 0626/20240630AM  D2B20240839AM o B9dEE
~
Demo%999_StudentlSRs 141328773 PM.zip 26 days
4 /24 : i
06/24/2024 0213 PM 07/24/2024 0213 PM u
bemat99. SjuenflSRs. 143522102 PhA.ip 06/20/20240285PM  07/20/2024 0255 PM 22days
5 ! C - pmmsen
b Demo99%9_StudentISRs 145352152 PM.zin 06/20/2024 02:53 PM 07/20/2024 02:53 PM 22 days
= i 0 . [m— ]
Demo3999 9999 & _DRIEZ0691 AM pdf ; 21 days -
i 06/20/2024 0836 AM  07/20/20240836AM o Selll n
Dema9d Suudent|SRs 103811756 AM2ip 06/11/2024 10:38 AM 07/11/2024 10:38 AM 19 W
REPORTING C—
View 20
First <« 1 » La

3. Optional: To filter the files by keyword, enter a search term in the text box above the list of files. TIDE displays only
those files containing the entered file name.

4. Optional: To hide or display system and custom labels, toggle

@D Show Labels

5. Do one of the following:

A To download a file, select the file name.

(@ ) Show Labels

A To download multiple files, select the checkboxes and then select Download beside Batch Actions.

6. To add a new custom label or apply an existing custom label, select the file(s) and then select Label beside Batch Actions

at the top.

A To apply a new custom label, select Create New Label, select Add.

A To apply a label you just created or an existing custom label, select the checkbox(es), and select Apply Selected

Labels.

7. To archive afile, select the file and then select Archive from Batch Actions or use the matching icon under the Action

column for the file. To return a file to the Secure File Center from Archived, select @ .
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8. To delete afile, select the file and then select Delete from Batch Actions or use the matching icon under the Action
column for the file. Secure documents uploaded to the Secure File Center by admin users cannot be deleted. .

Sharing Files from the Secure File Center
You can share a file or files from TIDE to individual recipients by email address or to groups of recipients by user role.

1. From the TIDE Banner (see Figure 10), select Secure Files Center. The Secure File Center page appears (see Figure 178).
By default, TIDE displays the View Files tab.

2. Select the Share Files tab. The Share Files page appears (see Figure 204).
3. Inthe Select Recipients field, do one of the following:
a. Select Role to send a file or files to a group of users by user role.

b. Select Email to send a file or files to a single recipient by email address.

Figure 206. Secure File Center — Send Files
Share Files

Select Recipients
Select recipients based on: @ Role () Email

Select Roles

") State roles ) LEAroles School roles

Select Files

Files Selected for Sharing (0 of 10)

O

Drag & Drop to Upload or

Choose File(s)

Accepted file types: CSV, DOG/DOCX, LOG, 0GG, PDF, PPT/PPTX, TXT,
XLS/XLSX, ZIP

5 (D By selecting Share Files, you agree that Cambium Assessment cannot be held liable for
Shaslpics data shared as a result of adding these files

For Roles:
4. Inthe Select Role(s) field, select the role group to which you want to send a file or files. A drop-down list appears.
5. From the drop-down list, select the role(s) to which you want to send a file or files.

6. From the Location drop-down lists, select organizations that will receive the file(s) you send. These drop-down lists
adhere to TIDE's user role hierarchy. For example, LEA-level users will be able to filter at their role level and below.
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For Email:

7. Enter the email address(es) of the recipient to whom you wish to share a file or files. You can enter up to 25 email
addresses separated by a comma.

For Both Options:
8. To select a file or files to share, in the Select File field, select Choose File(s). A file browser appears.
9. Select the file(s) you wish to share.
10. You can also drag and drop your files into the Select Files box.

Select Share Files
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Student Test Setting Values for an Upload File

TIDE generates the upload-ready student settings file and exports it to your device. You can edit student settings as
necessary, save your changes, and upload the file back to TIDE to update student settings in the system. Table 44 below
displays the the valid values for a test settings upload file.

Table 44: Valid Values for Tool Names in the Test Settings Upload File

Tool Name Description Valid Value Applies to

American Availability Off Reading

Sign of

Language American On Reading
Sign
Language
video.

Assistive Assistive Off ELA, Math, Science, Writing

Technology Technology
setting for tests On
in the indicated
subject.

Requires USBE
approval

Braille Braille setting Off ELA, Math, Science, Writing
for tests in the
indicated On
subject.

Braille Type Type of Braille Not ELA, Math, Science, Writing
!n which test Applicable *This is the default value for Math and Science Braille tests.
items are
printed. UEB ELA, Writing

Contracted

UEB Math, Science
Contracted

with Nemeth

Math

UEB Math, Science
Contracted

with UEB

Math

Calculator 6th For students in No Math

grade grade 6, the use
of a handheld Yes
calculation
device or
printable
computation
table is
considered an
accommodation
and may be
provided (based
on IEP) during
the allowed
segment of the
assessment
only

192
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Color Choices Color of text One of the ELA, Math, Science, Writing
and background available
for tests in color
indicated schemes
subject. from the
drop- down
list.
Descriptive Indicates One of the ELA, Math, Science, Writing
Audio student can available
listen to audio descriptive
descriptions of audio
interactive settings from
answer spaces the drop-
in test down list.
questions.
Hearing Item filtering Off Science
Impairment for students
with hearing On
impairment.
Language Toggles English English and Braille are available for all subjects, Spanish is
[Braille or between available in Math and Science
Spanish] English and Braille
Braille settings,
and also Spanish
Spanish under
Science and
Math.
Mouse Pointer* | Color and size One of the ELA, Math, Science, Writing
of mouse available
pointer for tests color and
in indicated size
subject. combinations
from the
drop-down
list.
Print On Student’s print- None ELA, Math, Science, Writing
Request on- demand
(POD) Stimuli &
accommodation Items
for tests in the
indicated
subject.
Print Size Print-size One of the ELA, Math, Science, Writing
accommodation available
for tests in the magnification
indicated options from
subject. the drop-
down list.
Scribe Student scribe No ELA, Math, Science, Writing
setting for tests
the indicated Yes
subject.
Requires USBE
approval.
Speech-to-Text Allows student Off ELA, Writing
to dictate their
response in On
English, only
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available on
constructed
response items.
Requires USBE
approval.

Streamlined Streamlined Off ELA, Math, Science, Writing
Mode mode setting
for tests in the On
indicated
subject.

Visual Manipulatives No ELA, Math, Science, Writing
Representation such as cubes,
tiles, rods,
blocks, models,
etc.

Yes

Word Suggested Off ELA, Writing

Prediction words pop-up On
* in a menu as
students type.
Students can
select a word in
the pop-up
menus instead
of typing it out
manually.
Requires USBE
approval.

NOTE: If a student needs the mouse pointer accommodation for testing, the changes should be made to the TDS settings in TIDE as well as to the settings of the device
used for testing.

U
User Role Permissions

Each user in TIDE has a role, such as an LEA-level user. Each role has an associated list of permissions to access certain
features within TIDE. Table 45: User Role Permissions indicates which users can access specific features and tasks within
each CAl system.

Table 45: User Role Permissions

Task or Site LEA LRV SA TE PR

Access to Test Information Distribution Engine (TIDE) Features and Tasks

How to Set Up User Accounts

How to Add New User Accounts

How to Modify Existing User Accounts

How to Upload User Accounts

How to Register Students

How to Modify Existing Student Accounts

How to Upload Student Accounts

How to Specify Student Accommodations and Test Tools
How to Upload Student Accommodations and Test Tools
How to View Student Distribution Reports

How to Manage Rosters

How to Add New Rosters

How to Modify Existing Rosters

How to Upload Rosters v
How to Manage Test Windows

How to Add New Test Windows [ v

ANRN RN
ANRN RN

ANESEN

SEERA
N

R

NEYAN
SRR

© Cambium Assessment, Inc. 194



SUCCESS
EMPOWERMENT

JS\LV IpROVEMENT Utah RISE Test Information and Distribution Engine User Guide 2026-2027
f

TIDE Guide
How to Modify Existing Test Windows v v
How to Upload Test Windows v
How to Print Test Tickets
How to Print Test Tickets from Student Lists v v v v
How to Print Test Tickets from Roster Lists v v v v
How to Manage Appeal Requests
How to Add New Appeal Requests v v
How to Modify and Approve Existing Appeal Requests v
How to Upload Appeal Requests v v
How to Monitor Test Progress
How to View Reports of Students’ Current Test Status v v v v v
How to View Reports of Students’ Current Test Status by Student ID v v v v v
How to View Report of Test Completion Rates v v v v v
How LEA-level users view test session status reports v v
How to View Report of Test Status Codes v 4 4
How to Perform Data Cleanup
How to View or Edit Participation Codes v v v v
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User Support

For additional information and assistance in using TIDE, contact the RISE Helpdesk.

The help desk is open 8:00am - 5:00pm (except holidays or as otherwise indicated on the RISE Portal).

RISE Helpdesk
Toll-Free Phone Support: 877-269-4966

Email Support: RISEhelpdesk@cambiumassessment.com

Please provide the helpdesk with a detailed description of your problem, as well as the following:

e |[fthe issue pertains to a student, provide the SSID and associated LEA or school for that student. Do not provide the
student’s name.

e If the issue pertains to a TIDE user, provide the user’s full name and email address.
e Any error messages that appeared.

e Operating system and browser information, including version numbers (e.g., Windows 11 and Firefox 127 or Mac OS
10.11.6 and Safari 5.1.7).
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