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Organization of This User Guide

This user guide contains the following sections:

1. Section |. Overview of the Test Information Distribution Engine, includes a description of
Test Information and Distribution Engine (TIDE) features, system requirements
information, and provides an overview of user roles and permissions.

2. Section |l. Accessing TIDE, describes how to activate your account for TIDE (and other
Cambium Assessment, Inc. [CAI] systems you are authorized to access), how to log in, log
out, and change your account information.

3. Section lll. Understanding the TIDE Interface, describes the main approach for the TIDE
interface, navigation within the system, main user interface elements, and global features
available throughout the system.

4. Section |V. Preparing for Testing, describes the activities you can perform in preparation
for testing, including adding/uploading users and students, editing/uploading rosters, and
ordering paper test materials (if necessary).

5. Section V. Administering Tests, describes the activities you can perform while testing is
underway, including monitoring test progress, managing requests, and assigning a Reason
Not Assessed to a student.

6. Section VI. After Testing, describes the activities you can perform after testing concludes,
including information about reviewing Secure Material Tracking Reports and test
completion rates.

7. The appendices provide information on processing file uploads and contacting technical
support.
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Document Conventions

The following table describes the typographical conventions appearing in this user guide.

Table 1. Key Icons and Elements

Icon Description

A Warning: This symbol accompanies information regarding actions that may cause loss
of data.

Caution: This symbol accompanies information regarding actions that may result in

incorrect data.

E Note: This symbol accompanies helpful information or reminders.

bold italic Boldface italic indicates a page name.

bold Boldface indicates an item you click or a drop-down list name.

mono Monospace indicates a file name or text you enter from the keyboard.

italic Italic indicates a field name or a drop-down list selection.
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Section L. Overview of the Test Information
Distribution Engine

The Test Information Distribution Engine (TIDE) supports registering students for the Florida
Standards Alternate Assessment (FSAA), managing users for testing and reporting systems,
ordering test materials, tracking student participation.

TIDE can perform the following functions:

Registering students for assessments

e Establishing test settings and accommodations

e Associating students with districts, schools, and rosters

e Managing orders for test materials (FSAA—Performance Task only)
e Managing user accounts

e Managing testing participation, progress, and completion rates

e Assigning Reasons Not Assessed

e Monitoring Reasons Not Assessed

e Reviewing Secure Material Tracking Reports

Figure 1 illustrates TIDE’s operational functions and their role in the assessment process. At its
core, TIDE contains a list of students enrolled in your schools. TIDE receives most of this student
information through Pre-ID uploads; however, TIDE also has features for adding students
manually. This information is then distributed through TIDE to the appropriate target system.

The Data Entry Interface (DEI) receives students’ eligibilities; this enables the DEI to deliver the
appropriate test to any given student in the required format. The district, school, and student
associations in TIDE are used to produce reports that will be accessible in the PearsonAccess

Next Reporting System.
Figure 1. TIDE’s position in the assessment process

PearsonAccess
Next Reporting
System
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System Requirements

To use TIDE, you must have a recent version of a web browser installed on your computer. For a
detailed list of system requirements, including supported operating systems and web browsers,
please see the Supported Systems & Requirements page on the FSAA Portal. For file uploads
and extracts, you will need a spreadsheet application such as Microsoft Excel, Numbers, or
LibreOffice Calc.

Managing TIDE Users

This section describes user roles and associated permissions. This section also describes how to
manage user accounts.

Understanding User Roles and Permissions

Each user in TIDE has a role, such as Alternate Assessment Coordinator (AAC) or School Level
Coordinator (SLC). Each role has an associated list of permissions to access certain features
within TIDE. For example, a district-level user can perform activities related to uploading a Pre-
ID file, while a school-level user can view student information within their school.

Table 2 describes TIDE’s user roles. The top row contains the various roles, and the subsequent
rows indicate the permissions each role has for each function in TIDE, the DEI, and the
PearsonAccess Next Reporting System. Within the table, the following acronyms are used to
specify the associated user roles:

AAC (Alternate Assessment Coordinator)—Accounts with this role have access to student
information at schools within their district and can view student results in the PearsonAccess
Next Reporting System. The AAC role can also create user accounts at the district and school
level.

APSA (Alternate Private School Administrator)—Accounts with this role are assigned to private
school administrators who manage assessments for their school. APSAs can manage school-
level user accounts, access student information in TIDE for their school, place orders, and view
student results in the PearsonAccess Next Reporting System.

SLC (School Level Coordinator)—Accounts with this role have access to student information
within their assigned school(s). The SLC role can also create and manage user accounts and
student information at the school level.

BSLC (Basic School Level Coordinator)—Accounts with this role have access to view student
information within their assigned school(s). The BSLC role can create and manage user accounts
at the school level.

SA (School Administrator)—Accounts with this role have access to student information and user
accounts within their assigned school(s). Unlike the SLC, the SA cannot create and manage user
accounts and student information. Accounts with this role also have access to student results in
the PearsonAccess Next Reporting System for all students in their school.

4
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AAT (Alternate Assessment Teacher)—Accounts with this role have access to create requests,
view requests, and assign a Reason Not Assessed. Beginning mid-January 2023, AATs will also
be able to create requests to correct student information, such as updating student
demographic information, adding or removing students, and indicating a change in assessment.

Note: Prior to mid-January 2023, AATs will communicate student information requests with their
SLC, if available, or directly to the AAC using secure individual district policies and procedures.
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Table 2. User Roles and Associated Permissions

TIDE Tasks APSA ‘ SLC BSLC
Manage Users APSA ‘ SLC BSLC
Adding Users v v v v
through Fie Upioads N O O
Viewing Users v v v v v
Viewing and Editing User Details
Deleting Users
Uploadin_q FSAA Traipinq v v
Completion through File Uploads

Student Information
Adding Students v v v
Deleting Student Records v v v
%Students Between v o o
Adding, Editing, or .Deletinq v v v
Students through File Uploads
Viewing Students v v v
Editing Students v
Printing On-Demand PrelD Labels v v v v
Generating Frequency v v v v
Distribution Reports
gzbrl?;tstgq a TIDE Correction v v v v v
Viewing TIDE Correction v v v
Requests§
Rosters AAC APSA ‘ SLC BSLC SA AAT
Viewing Rosters v v 4
Adding a New Roster 4 v v v
Modifying an Existing Roster v v v v
Creating Rosters through File v v v v
Uploads
Deleting a Roster v v v v
Printing a Roster v v v v
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Orders

APSA

SLC

BSLC

SA

Entering and/or Verifying Contact

and Shipping Information v v
Placing Additional Orders v
Viewing Order History v v v
Viewing Order Summary v 4 v

Monitoring Test Progress

Generating a Participation Report

Reviewing Test Status Reports

Invalidations and Requests

Viewing Requests v v v 4

Creating Requests v v v

Processing Requests vt vt

Reason Not Assessed AAC APSA ‘ SLC BSLC SA AAT
Assigning a Reason Not Assessed 4 v v v
Generating a Reason Not Assessed v v v

Report
Test Completion Rates

Test Completion Rates

Secure Material Tracking

Reports

Reviewing Secure Material Tracking
Reports

Data Entry Interface (DEI)

Accessing the DEI v v v v v
PearsonAccess Next
Reporting System Tasks
Accessing Reports v v v
v v

Accessing Files

* SLCs and APSAs can only move students between schools if they have access to more than

one school.

1 APSAs can process test invalidation requests only.

F SLCs can process test reset requests and requests to reopen a test section (FSAA—Datafolio only).
§ Beginning mid-January 2023, TIDE Correction Requests will be able to be submitted and viewed in
TIDE. Prior to mid-January 2023, teachers will communicate student information changes directly to
the SLC or AAC using secure individual district policies and procedures. See Managing Student

Information for more information regarding how to edit student information.
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There is a hierarchy to the user roles listed in Table 2. As indicated in Figure 2, the State
personnel role is at the top of the hierarchy, followed by Alternate Assessment Coordinator
(AAC) and Alternate Private School Administrator (APSA). Below the AAC and APSA are the
School Level Coordinator (SLC) and the School Administrator (SA). Below the SLC and SA are the
Basic School Level Coordinator (BSLC) and the Alternate Assessment Teacher (AAT). Generally,
user roles higher in the hierarchy have access to sensitive or critical data and tasks within TIDE

where appropriate.

Administrator

Figure 2. Hierarchy of User Roles

State

Alternate

Assessment
Coordinator

Alternate

Private School
Administrator

School Level
Coordinator

Basic School
Level
Coordinator

Alternate
Assessment
Teacher




2022-23 FSAA TIDE User Guide

Section II. Accessing TIDE

This section covers the following actions:

Activating Your TIDE Account

Loggingin to TIDE

Resetting Your Password

Logging out of TIDE

Changing Your Account Information

Activating Your TIDE Account

Alternate assessment coordinators (AAC) and alternate private school administrators (APSAs)
are responsible for creating school level coordinator (SLC) and basic school level coordinator
(BSLC) user accounts. AACs, APSAs, SLCs, and BSLCs create teacher (AAT) user accounts. TIDE
then sends you an activation email containing a link that takes you to the Reset Your Password
page in TIDE where you can set up your password to log in to TIDE and other applicable
Cambium Assessment, Inc. (CAl) and Pearson systems. This link expires 15 minutes after the
email is sent. If you do not set up your password within 15 minutes, you need to request a new
link as described in Resetting Your Password.

If you do not receive an account activation email, check your spam folder. Emails are sent from
DoNotReply@cambiumassessment.com, so you may need to add this address to your contact
list.

“*** Note: All users will be required to do a one-time reset password update at the beginning of every
school year. CAl automatically resets all user accounts at the beginning of the school year, for
security purposes. Refer to Reactivating Your TIDE Account at the Beginning of the School Year
for more information.

To activate your account:

1.  Clickthe linkin the activation email. The Reset Your Password page appears.


mailto:DoNotReply@cambiumassessment.com
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Figure 3. Fields on the Reset Your Password Page

Reset Your Password

New Password Requirements

New Password

Need More Help? -
Confirm New Password ®
¥ you forget your password or need a new password, please use

o “
n e Florida Help Desk at

Return to Login Page

In the New Password and Confirm New Password fields, enter a new password. The password
must be at least eight characters long and must include at least one character from each of
the following: one uppercase alphabetic character, one lowercase alphabetic character, one
number, and one special character (e.g., %, #, !). Your password cannot be the same as your
previous password.

2.  Click Submit.

3. Your account activation is complete and you can now log in to TIDE by following
the steps in the Logging in to TIDE section.

Logging in to TIDE
To log in to TIDE:

1. Openyour web browser and navigate to the

FSAA Portal. Figure 4. TIDE Card
2. Inthe Quick Access section of the :
dashboard, click the TIDE card.
TIDE
Log in to TIDE to register students for testing,
order materials, and track participation
3. On the Login page, enter your email Figure 5. Login Page

address and password, and then click
Secure Login.

Forgot Your Password?

T o

10
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4. On the Administration Details page, Figure 6. Administration Details Page
make selections for the user role, test
administration, state, district, and 2
school. (Depending on your user role, Administration Details
some of the drop-down lists may not be Select the User Role, Test Administration, District, and School (as applicable):
available.) User Role
Test Administration:
5. Click Submit. The TIDE dashboard siate
appears; see Figure 9. “District

Note: For security reasons, when logging in to TIDE for the first time in a school year, users will be
asked to change their passwords. See the section Refer to Reactivating Your TIDE Account at the
Beginning of the School Year for instructions on how to log in to TIDE at the beginning of a new school
year.

Resetting Your Password
To reset your password:
1. Click either of the links included in the activation email. The Reset Your Password

page appears (see Figure 7).

a. Alternatively, display the Login page (see Figure 5) by following step 1 in the section
Logging in to TIDE and click Forgot Your Password?. The Reset Your Password page
appears.

Figure 7. Reset Your Password

Reset Your Password

Enter your email address to find your account

B Email Address

Return to legin page
2.  Enter your TIDE email address and click Submit.

3. TIDE sends you an email containing a link to reset your password.

-

****] Note: The link must be accessed within 15 minutes, or you will need to restart the password reset
process.

4.  Click the link in the email to go to the Reset Your Password page (see Figure 3) in
TIDE.

11
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5. Inthe New Password and Confirm New Password fields, enter a new password. The
password must be at least eight characters long and must include at least one character
from each of the following: one uppercase alphabetic character, one lowercase alphabetic
character, one number, and one special character (e.g., %, #, !). Your password cannot be
the same as your current or a previous password.

6.  Click Submit. TIDE resets your password.

7. The Administration Details page appears (see Figure 6).

Reactivating Your TIDE Account at the Beginning of the School
Year

At the beginning of a new school year, your TIDE 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.

To reactivate your account:

1. Display the Login page (see Figure 5) by following steps 1-2 in the section Logging in to
TIDE and click Request a new one for this school year. The Reset Your Password page
appears (see Figure 7).

2.  Enter your TIDE email address and click Submit. TIDE sends you an email containing a link
to reset your password.

3.  Follow steps 1-3 in the section Activating Your TIDE Account to reactivate your account.

Logging out of TIDE
To log out of TIDE:
In the TIDE banner at the top right of the page (see Figure 9), click Log Out.

Changing Your Account Information

All users can modify their first name, last name, and phone number in TIDE. To change a user’s
email address, AACs, APSAs, SLCs, or BSLCs must create a new user account with the updated
email address.

To modify your account information:
1. Atthe top right of the TIDE dashboard, from the Manage Account drop-down list,
select My Account Information. The My Contact Information window appears.

2. Inthe Edit My Account panel, enter updates to your first name, last name, or phone
number, as necessary.

3. Click Save.
12
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Figure 8. My Contact Information Window

My Contact Information

Fole: RAG
“Email
“First Name: | User-AACT

Save

Cancel

Cancel
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Section III. Understanding the TIDE Interface

This section describes TIDE’s dashboard as well as some common tasks. Topics in this section
include:

Organization of the TIDE User Interface

TIDE Dashboard

Navigating in TIDE

About the Banner

Accessing Global Features

Warning: Loss of data. If you open TIDE in more than one browser window or tab, changes
made in one tab may overwrite changes made in another tab. Do not open TIDE in more than one
browser window or tab.

Organization of the TIDE User Interface

The TIDE user interface is designed to reflect the stages of the testing process. The tasks available
in TIDE are organized into three categories based on when each task should be performed in the
testing process:

1. Preparing for Testing: Tasks in this category are typically performed before testing begins.
This category includes tasks for managing users, uploading students and managing student
information, managing rosters, and placing additional orders. For more information about
this category, see Preparing for Testing.

2. Administering Tests: Tasks in this category are typically performed while teachers submit
student responses or upload evidence into the Data Entry Interface (DEI). This category
includes tasks for managing requests and assigning a Reason Not Assessed. For more
information about this category, see Administering Tests.

3. After Testing: Tasks in this category are typically performed after testing ends. This
category includes tasks for reviewing Secure Material Tracking Reports and
reviewing test completion rates. For more information about this category, see After

Testing.

14
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TIDE Dashboard

The first page you see after logging in to TIDE is the dashboard (see Figure 9). The dashboard
displays a section for each of the task categories in TIDE (Preparing for Testing, Administering
Tests, and After Testing). Each section lists menus for the tasks available in that category. The
availability of tasks is dependent on your role and permissions in TIDE.

Figure 9. Sample TIDE Dashboard for the Alternate Assessment Coordinator Role

i Administration: FSAA 2023 Spring Performance Task | User: fester, fest (A4C)
gy EDUCATION @Help  yinbox L Manage Accountw  [% Log Gut

o 2

Preparing for Testing Administering Tests After Testing

FLEID or User Email

#  invalidations and Requests 5 & secure Material Tracking Reports

=7 Reason NotAssessed (V) 47 Test Completion Rates L)

s8r Monitoring Test Progress.

2B Manage Users

72 Sudent Information

&y
:
(J

I "‘

=3 Rosters

J& Comect Student Information

Each task menu contains a set of related tasks. For example, for AACs, the Manage Users task
menu contains options for adding users, viewing/editing/exporting users, uploading users, and
uploading FSAA training completion. If a user does not have access to one of the related tasks,
that related task will not appear in the task menu.

Figure 10. Task Menu

&. Manage Users
Add User
View/Edit/Export Users

Upload Users

Upload FSAA Training Completion

To expand a task menu and view its set of related tasks, click the drop-down icon [] at the
end of that menu. To perform a task, click the name of that task listed in the menu. Click the
collapse icon [[*]] to collapse the menu.

15



2022-23 FSAA TIDE User Guide

Navigating in TIDE

When you navigate to another page in TIDE, a navigation toolbar appears at the top of the page
(see Figure 11). This toolbar allows you to access each task and action that was available on the
dashboard. The toolbar only lists the task menus for one category at a time.

Figure 11. Navigation Toolbar

@Q Preparing for Testing @ Administering Tests @ After Testing EID o = a

Manage Users v  Student Information v Orders v Resters w

To access the TIDE dashboard, click the dashboard icon [6] in the upper-left corner.

To view the task menus for a particular TIDE category, click the icon for that category above the
toolbar.

Figure 12. Legend of TIDE Category Icons

o e Preparing for Testing 9 Administering Tesis @ After Testing

To access a particular task, click that task menu in the toolbar (such as Manage Users) and select
the required task from the list of options that appears.

About the Banner
A banner appears at the top of every page in TIDE.

Figure 13. TIDE Banner

TIDE v

Administration: FSAA 2022 Fall Makeup Performance Task | User: tester, test (AAC)
FLORIDA DEPARTMENT OF
M@L\: @ Help & nbox & ManageAccountw  [# Log Out

The banner displays the current test administration, your name, and your current user role. The
banner also includes the following features:

Help: This button opens relevant sections of an online TIDE User Guide for the page you are
currently viewing.

Inbox: This button opens the Secure Inbox and provides access to the student data files you
exported in TIDE, as well as any secure documents, if available.

Manage Account: This drop-down list allows you to change your administration/user role, to
update specific account information, and to reset your password.

16
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Log Out: This button logs you out of TIDE and related CAl systems.

Accessing Global Features

Regardless of where you are in TIDE, there are certain features that appear globally. These
global features include options to change test administrations and to search for students by
FLEID.

Changing Test Administration or User Role

Depending on your permissions, you may have access to more than one test administration or
user role. (For an explanation of user roles, see Table 2). You do not need to log out and log
back in to access a different user role or administration. You can switch test administration,
user role, or organization by following the directions below.

To change test administration or user role:

1. IntheTIDE banner at the top of the page, select Change Admin Details from the Manage
Account drop-down list. The Administration Details window appears.

Figure 14. Administration Details Window

2

Administration Details

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

User Role |Allemale Assessment Co v |

Test Administration | FSAA 2022 Fall Makeup |

*State: | Florida - 000000 »

“District: | Demo District 99 - 99 v |

Submit

2. Make any necessary changes.

3. Click Submit. A new dashboard appears that is associated with your selections. You can see
if you’ve successfully switched roles and/or administrations by viewing the information in
the upper-right corner of TIDE.

Finding Students or Users by ID

The FLEID or 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 window for a specified
student’s record or to the View/Edit User window for a specified user’s record.
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To search for a student:

1. Inthe FLEID or User Email field, enter a student’s FLEID. Users must search by full FLEID,
including “FL”; partial FLEIDs are not accepted.

2. Click the searchicon [ ]. The View and Edit Student window for that student appears.
To search for a user:

1. Inthe FLEID or User Email field, enter the user’s email address. Users must search by full
email; partial email addresses are not accepted.

2. Click the searchicon [ . ]. The View/Edit User window for that user appears.

Accessing Files from the Secure Inbox

When searching for users, students, invalidations, and requests, you can choose to export the
search results to the Secure Inbox. The Secure Inbox, which can be accessed by clicking Inbox
on the TIDE banner (see Figure 13), is a secure repository that lists files containing data that you
have exported in TIDE. When the export task is completed, the file is available in the Secure
Inbox.

Through the Secure Inbox, AATs, AACs, APSAs, SLCs, and BSLCs can send documents and other
information with student personally identifiable information (Pll) to each other, to CAI
personnel, and to the Florida Department of Education (FDOE). The Secure Inbox also lists any
externally uploaded secure documents that you have privileges to view.

e Thefilesin the Secure Inbox are listed in the order in which they were generated,
uploaded, or archived. The file creation and file expiration dates are listed.

e The number of days remaining until a file expires is also displayed in the row of the file.
By default, exported files are available for 30 days and received files are available for 14
days.

e You can access the Secure Inbox from any page in TIDE to either download the file or
archive the file for future reference.

To download files from the Secure Inbox:

1. From the banner (see Figure 13), select Inbox. The Secure Inbox opens (see Figure 15).
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Figure 15. Secure Inbox
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2. Optional: Select the view from the available tabs:

a. Inbox: This is the default view and displays all the files except for the ones that you
have archived.

b. Archived: Displays the files that you have archived.

3. Optional: To filter the files, enter a search term in the search field above the list of files. TIDE
displays only those files containing the entered file name.

4. Optional: To hide or display system/custom labels, toggle [ ]/[ ].

5. Optional: To hide files with a system/custom label, unmark the checkbox for that system
label.

6. Do one of the following:

a. Todownload afile, click the filename.

b. Toadd a new custom label or apply an existing custom label, select [].

i. Toapplyanew custom label, mark the checkbox for the empty label, enter a
new custom label in the text box, and select Save New Label.

ii.  Toapply an existing custom label, mark the checkbox, enter an existing
custom label in the text box, and select Apply Label.

Files that have been exported to the Secure Inbox may be deleted or archived. To delete a file

that you have exported to the Secure Inbox, click [ tay ], and to archive, click [ - ]. Please note,
files that are externally uploaded cannot be deleted or archived and will list “NA” under the
Actions column.

Sending Files from the Secure Inbox

You can send a file or files from TIDE to another user’s Secure Inbox by using individual email
addresses or sending to groups of recipients by user role. You can only send files to another
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user who already has a TIDE account.

[EEK]

Note: AATs, SLCs, BSLCs, APSAs, and AACs can use the Secure Inbox to exchange any forms
with student PII.

To send files from the Inbox:

1. From the banner (see Figure 13), select Inbox. The Secure Inbox opens (see Figure 15). By

default, TIDE displays the View Documents tab. You may also access the Secure Inbox
through the FSAA Portal.

2. Selectthe Send Files tab. The Send Files page appears (see Figure 16).

Figure 16. Send Files

CA -t | Secure File View & s

Select Recipients
@ayre ey

Sel

st res

~ Select Organization|s)

Add File

3. Inthe Select Recipients field, do one of the following:
a. Select By Role to send a file or files to a group of users by user role.
b. Select By Email to send a file or files to a single recipient by email address.

e |If you select By Email, skip to step 7.

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 (see Figure 17).

Figure 17. Select Role Group Drop-Down

QAFL‘;,"’,'EL{:'... | Secure File View 1 ViewDocuments & SendFies & Upioad

Select Recipients

@ gy Hole by Email

Select Rale(s)

O Stateroles ® District roles ) School reles

* District Roles: |Mone seeued v
] selectall

_ District Assessmen: Coerdinaicr (DAC)
¥ Select ( — St
— ] District Technology Coordinator [DTC)
“ State. Forey ] DISIICT AGITINSIrator (DA)

71 Aremate Assessmen: Goordinator (AAC)

* District: | o selecl=l v

5. From the drop-down list, select the role(s) to which you want to send a file or files. You can
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choose Select all to send a file or files to all roles in the selected role group.

6. Optional: You can send files to all user roles in one specific district or school location by
using advanced filters. If no selections are made for advanced filters, the files will be sent to
the selected roles at all locations you have access to in TIDE. To send files to a particular
location, expand Select Organization(s). Drop-down lists for District and School will appear
(see Figure 18). From the drop-down lists, select any locations you wish to send files to.

Figure 18. Advanced Filters

Select Recipients

®eyroie !By Eman

Select Role(s)

O stateroles ) District roes ' School rolos:

* School Rolzs: |41 seiacmaa 5w

- Select Organization(s)

= slale: [ onaa - LU =

=Distnct: [ None selected

If you selected By Email in step 3, enter the email address of the recipient to whom you wish
to send a file or files.

1 Note: These drop-down lists adhere to TIDE’s user role hierarchy. For example, district-level
users will be able to filter at their role level and below for any districts and/or schools they have
access to.

7. Toselect afile orfiles to send, in the Add File field, select Browse. A file browser appears.

8. Select the file(s) you wish to send. You may send up to 10 files totaling no more than 20MB
at once.
9. Click Send.

9 Note: Users will see the file you sent by logging in to their TIDE account, opening the Secure
Inbox, and looking under the View Documents tab.
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Section IV. Preparing for Testing

This section provides instructions for performing the tasks in the Preparing for Testing category.
These tasks are typically performed before testing begins.

Preparing for Testing

This section covers the following topics:

Managing TIDE Users

Managing Student Information

Moving Students Between Schools

Printing On-Demand PrelD Labels

Managing Rosters

Working with Orders
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Managing TIDE Users

This section includes instructions for searching for, adding, editing, and uploading records for
user accounts in TIDE.

Searching For Users

This section explains how to use the search panel and navigate search results.

Figure 19. Sample Search Panel

== Search users

Dt [Demo Disict 999 v o[ ]

To search for users:

1. From the Manage Users task menu on the TIDE dashboard, select View/Edit/Export Users.
The View/Edit/Export Users page appears.

2. Inthe Search Users panel, select a role or select All roles and enter additional search terms.

3. Click Search. You will be prompted with the option to View Results, Export to Inbox, or
Modify Search.

a. Ifyou choose View Results, the list of retrieved records appears below the search
panel (see Figure 20).

Figure 20. Sample Search Results

4 Searchusers

Number of users found: 5
Enter search ferms fo filter search results &
S = S = S T S S
O AAC 99-Demo District 99 fl-aac1@demo.user User-AAC1 Demo-AAC1
O AAC 99-Demo District 99 fl-aac3@demo.user User-AAC3 Demo-AAC3
O AAC 99-Demo District 99 ken_healy1@yahoo.com Kenny Healy 7033362933

i.  Optional: If you wish to expand the search panel to change your search
parameters, click [ +] in the upper-left corner of the panel.

ii.  Optional: To filter the retrieved records, enter a search term in the field

above the search results and click [ = ]. TIDE displays only those records
23



2022-23 FSAA TIDE User Guide

containing the entered value.

iii.  Optional: To sort the search results by a given column, click its column
header. To sort the column in descending order, click the column header
again.

iv.  Optional: To hide column values from the table, click [] in the upper
right of the table. Then deselect or select the values you would like to remove
or add. The table will update immediately.

b. If you choose Export to Inbox, you must select a file format (Excel or CSV). The
search results in the selected file format will then begin downloading in the Secure
Inbox. Once you receive confirmation that your file is ready, you may download it
from the Secure Inbox (see Accessing Files from the Secure Inbox).

c. You can select Modify Search to return to the Search Users panel and edit your
selections.

Performing Actions on User Records

After searching for user records, you can perform actions on the retrieved records, such as
exporting or deleting them.

To export or delete users:

1. Search for the users you want to export or delete by following the procedure in the section
Searching For Users.

2. Toselect user records to export or delete, do one of the following:
a. Mark the checkbox next to each record you wish to select.
b. Toselect all records, mark the checkbox in the header row.
3. Click the required action button above the table of retrieved records:
: Exports the selected records to an Excel or CSV file. If you do not
select any checkboxes, the exported file will contain all search results.

7 | Deletes the selected records. To delete a user completely from TIDE,
you must delete all their associated roles.

Note: When you scroll down in the table, these action buttons appear in a floating toolbar on the
left side of the page. You can click the buttons in this toolbar to perform actions on the selected
records.
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Viewing and Editing User Details

You can view and modify detailed information about a user’s TIDE account and add user roles to
an account. For a list of user roles that can perform this task, see Table 2.

To view and edit user details:

1. From the Manage Users task menu on the TIDE dashboard, select View/Edit/Export Users.
The View/Edit/Export Users page appears.

2. Retrieve the user account you want to view or edit by following the procedure in the section
Searching For Users.

3. Inthelist of retrieved users, click the edit icon [] for the user whose account you want to
view or edit. The View/Edit User window appears.

Figure 21. Fields on the View/Edit User Window

View/Edit User: Apoorv Aditya n

@ Use this form to edit user details. | more info -

| Save | | Cancel |

©
g
° == User Details
o
Q
=
o e —
o
AAC Florida 99-Demo District 99 =

+ Add More Roles

4. |Ifyour user role allows it, modify the user’s details as required. Use Table 3 as a reference.
5. Click Save.

A pop-up appears confirming your changes have been saved. Click Continue to return to the list
of user accounts.

Table 3 describes the fields on the View/Edit User window.

Table 3. Fields on the Add User Page and View/Edit User Window

Field Description Valid Values
Email* Email address for logging Standard email address in the form
into TIDE name@domain.edu. Once a profile for a user
has been created, this field cannot be
changed.
First Name* User’s first name Use 1-35 characters excluding commas and |
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Field Description Valid Values
Last Name* User’s last name Use 1-35 characters excluding commas and |
Phone User’s phone number Phone number in xxx-xxx-xxxx format
Role* User’s role One of the roles from the drop-down list. The
available roles are those that are the same as
or below your own role.
District* District associated with One of the available district IDs from the drop-
the user down list
School*® School associated with One of the available school IDs from the drop-
the user down list
(Not available for district-level users)
FSAA Training | Whether the user One of the available training completion flags
Completion completed training from the drop-down list
associated with the Fall (Only available for AACs and APSASs)
Makeup Performance
Task, Datafolio, and/or
Spring Performance Task.
*Required field.
Adding Users

To add a user account, the user’s role must be no higher in the hierarchy than your role. (For an
explanation of the user role hierarchy, see Figure 2) Furthermore, you can add only those users
who fall within your organization. For example, district-level users can create school-level
accounts for schools only within their own districts. You will also follow this hierarchy to add

roles or schools to existing users.

For a list of user roles that can perform this task, see Table 2.

To add a user account:

1. From the Manage Users task menu on the TIDE dashboard, select Add User. The Add User

page appears.

Figure 22. Enter Email on the Add User Page

= User Details
*Email I

= Add user or add roles to user with this email

2. Enter an email address for the new user. Then click Add user or add roles to user with this

email. Additional fields appear.
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Figure 23. Fields on the Add User Page

“Email *Last Name:
*Role:
- Select a role - v.‘

=+ Add More Roles

| Save ’ ‘ Cancel |

Enter the user’s first name and last name. You may also enter the user’s phone number
(optional).

In the Add Role panel, select the role you want to assign this user in the Role drop-down.
Then select the district and school association for that role and user. You may also add

additional roles, or you may delete roles by clicking the delete icon [].
Click Save.

A pop-up will appear confirming the user has been added. Click Continue to return to the
Add User page.

TIDE will add the account and send the new user an activation email from
DoNotReply@cambiumassessment.com. If a user does not receive the initial activation email,

contact the FSAA Service Center so the email can be resent. The FSAA Service Center can be
reached at FSAAServiceCenter@cambiumassessment.com or 1-877-655-3001 for assistance.

Deleting Users

For a list of user roles that can perform this task, see Table 2.

To delete users:

=

N

From the Manage Users task menu on the TIDE dashboard, select View/Edit/Export Users.
The View/Edit/Export Users page appears.

Retrieve the user account you want to delete by following the procedure in the section
Searching For Users and do one of the following:

a. Markthe checkbox for the account(s) you want to delete.

b. Mark the checkbox at the top of the table to delete all retrieved user accounts.
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Figure 24. Options for Deleting Retrieved Records
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3. Click the delete icon [].

4. Inthe confirmation dialog box, click Yes. TIDE will delete the user account(s).

If there are multiple roles associated with the user, you must delete all roles to delete the user
completely from TIDE.

Adding, Editing, or Deleting Users through File Uploads

If you have a large number of users to add, edit, or delete, it may be easier to perform those
actions through file uploads. This task requires familiarity with composing comma-separated
value (CSV) files or working with Microsoft Excel. The following sections describe how to create
the file and then upload it to TIDE.

When uploading users to TIDE, you must first download a file template and fill it out in a
spreadsheet application. The upload file is an Excel or CSV file with a header row and data rows.
Table 4 provides the guidelines for filling out the User Template File that you can download
from the Upload Users page.

For a list of user roles that can perform this task, see Table 2.

Table 4. Columns on the User Upload File

Field Description Valid Values

Name

District ID District Two-digit district ID that exists in TIDE.
associated with Include leading zeros.
the user (Required for adding district- and school-

level users)

School ID School Four-digit school ID that exists in TIDE.
associated with Include leading zeros.
the user

(Required for adding school-level users; can
be blank for adding district-level users)

First Name User’s first name Use 1-35 characters excluding commas and |
(Required)

Last Name User’s last name Use 1-35 characters excluding commas and |
(Required)
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Email User’s email Standard email address. This is the user’s
address username for logging in to TIDE.
(Required)
Phone User’s phone Phone number in xxx-xxx-xxxx format
number
Role User's role AAC, APSA, SLC, BSLC, SA, AAT
(Required)
Action Indicates if this One of the following:
is an add, Add—Add new user or modify an existing
modify, or delete user record.
transaction -
Delete—Remove existing user record.
(Required)

Figure 25 shows sample records on an upload file to illustrate the following transactions:

1. Thefirst row lists the layout fields.

2. The second row adds Thomas Walker as a TIDE user, specifying all fields except phone
number.

3. The third row modifies Thomas Walker’s account by adding the phone number. In this
case you must list values in all other columns, even if you do not change them.

4. The fourth row deletes Jane Miller’s account.
5. The fifth row adds Patricia Martin as an Alternate Assessment Teacher for school 9000.

6. The sixth row adds Patricia Martin as a School Level Coordinator for a different school—

9004.
Figure 25. Sample Records on a User Upload File
A B C D E F G H
1 |District ID School ID First Name Last Name Email Phone Role Action
2 fag 5000 Thomas Walker TW@email.com AAC Add
3 fag 5000 Thomas walker TW@email.com 222-111-4444 AAC Add
4 39 5000 Jane Miller IM@email.com AAT Delete
5 fag 5000 Patricia Martin PM@email.com AAT Add
6 (39 5004 Patricia Martin PM@email.com sLC Add

To upload a user upload file:

1. From the Manage Users task menu on the TIDE dashboard, select Upload Users. The Upload
Users page appears (see Figure 26).
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Figure 26. Sample Upload User Page

Upload Users >

Download Templates v
1. Upload 2. Preview 3. Validate 4. Confirmation

© You may upload new users or modify/delete existing users via file upload. more info -

Step 1: Upload File

=+ Upload History

2. Click Download Templates and select the appropriate file type.
3. Openthe file in a spreadsheet application, fill it out, and save it.
4. Onthe file upload page, click Browse and select the file you created in the previous step.

5. Click Next. The Preview page appears (see Figure 27). Use the file preview on this page to
verify that you have uploaded the correct file.

Figure 27. File Upload Preview

e T e e R S N
1 g

2000 Thomas Walker TM@email.com 2T Add
2 g 2000 Thomas Walker TM@email.com 222-111-4444 AAC Add
3 a9 8000 Jane Miller JM@email.com AAT Delete
4 a9 2000 Patricia Martin PMi@email.com AAT Add
5 a9 004 Patricia Martin PMi@email.com SLC Add

6. Click Next. TIDE validates the file and displays any errors ( 4,) or warnings (F.) on the
Validate page (see Figure 28).

~++ Note: If a record contains an error, that record will not be included in the upload. If 20% of a file

contains errors, that file will not be uploaded (for larger files, 500 errors will prevent the file from

being uploaded). If a record contains a warning, that record will be uploaded, but the field with the
warning will be invalid. When a record is uploaded as invalid in TIDE, that record is uploaded as
is displayed on the Preview page.

a. Optional: Click the error and warning icons in the validation results to view the
reason a field is invalid.

b. Optional: If there are errors present in the file, you may click Download Validation
Report in the upper-right corner to view a file listing the validation results for the
upload file.
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Figure 28. Sample Validation Page

Upload Users I I YR )

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

@ Review the validation results, then click Continue with Upload. |mere info -
Step 3: Validate

Legend: 4\  Emor: The file can be uploaded, bat this row will not be included. P Warning: This field is invalid, but the row will be uploaded.

T T e T o o
1 a8 AAC Add
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2 B 8000 Jane Willer A m@emailcom AAT Delete
5 28 A o004 Patricia Martin PM@email.com SLC Add

| Upload Revised File

| Cancel |

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

7. Do one of the following:
a. Click Continue with Upload. TIDE commits those records that do not have errors.
b. Click Upload Revised File to upload a different file. Follow the prompts on the

Upload Revised File page to submit, validate, and commit the file.

8. The Confirmation page appears, displaying a message that summarizes how many records
were committed and excluded (see Figure 29).

Figure 29. Confirmation Page

Upload Users DD ) NS ) T

1. Upload 2. Freview 3. Valicate 4. Confirmation

Step 4: Confirmation

Results: 7 records are committed.

Upload New File

9. Optional: To upload another file, click Upload New File.

Uploading FSAA Training Completion through File Uploads

You can upload training completion flags for multiple users through file uploads. This task
requires familiarity with composing comma-separated (CSV) files or working with Microsoft
Excel.

1.  From the Manage Users task menu, select Upload FSAA Training Completion. The Upload
FSAA Training Completion page appears.
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Download either the Excel or CSV template from the Upload FSAA Training Completion
page.

In the downloaded template, complete each column as directed, see Table 5. Please note,
there are three training completion flags—PT Fall, PT Spring, and Datafolio—that may be
added for a user. Once you have completed the template, save your file.

Note: If a teacher needs more than one training completion flag, you will have to put each flag on
a separate row of the file.

On the file upload page, click Browse and select the file you created in the previous step.

Click Next. The Preview page appears. Use the file preview on this page to verify that you
have uploaded the correct file.

Click Next. TIDE validates the file and displays any errors (f4) or warnings (F.) on the
Validate page.

Do one of the following:
a. Click Continue with Upload. TIDE commits those records that do not have errors.

b. Click Upload Revised File to upload a different file. Follow the prompts on the
Upload Revised File page to submit, validate, and commit the file.

The Confirmation page appears, displaying a message that summarizes how many records
were confirmed and excluded.

K]

‘] Note: The successful completion of all training requirements for the respective administration
must be uploaded into TIDE. If a teacher logs in to the DEI and sees no available tests, they are
advised to contact their AAC to ensure that their training completion flag is uploaded in TIDE.

Table 5. Columns for FSAA Training Completion File Upload

Field Name Description Valid Values
Email Address* User’s email address Standard email address.
This is the user’s username
for logging in to TIDE.
FSAA Training Completion* Indicates the user has FSAA Training Completion
completed required training
Subject*® Not applicable; will auto- N/A
populate with N/A
FSAA Completion Flag* Indicates the specific training | PTFall, PTSpring, Datafolio
the user completed
*Required field.
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Managing Student Information

This section describes how to add, modify, and delete students’ records, and how those records
affect testing and reporting. It is important to make sure you are working in the correct
administration when working with student information.

Uploading Students for the 2022-23 FSAA—Datafolio

AACs and APSAs, as applicable, will use the Upload Students option under the Student
Information task menu to upload students before the 2022—23 FSAA—Datafolio administration.

CAl will send two files of students within each district to the AAC or APSA of record on August
15, 2022, through the Secure Inbox. AACs and APSAs will navigate to the Secure Inbox through
the FSAA Portal.

One file will include the students in Grades 3—8 and one file will include students in high school.

Upon receiving the Grades 3-8 file, AACs and APSAs, as applicable, will need to review student
information, using the following guidelines:

1. Review each file to verify that the demographic and school information for the students
listed in each file is correct.

a. Iftheinformation is incorrect, change the student information using valid values
found in Table 6 for each field.

b. If the student is not participating in the FSAA—Datafolio, delete the student.

2. Add any students, including students in Grade 3, who are not listed in the files. Please use
only the valid values found in Table 6 for each field.

3. Identify students participating in the Civics EOC.

Upon receiving the high school file, AACs and APSAs, as applicable, will need to review student
information, using the following guidelines:

1. Review each file to verify that the demographic and school information for the students
listed in each file is correct.

a. Iftheinformationisincorrect, change the student information using valid values
found in Table 6 for each field.

b. If the student is not participating in the FSAA—Datafolio, delete the student.

2. Add any students, including students in grades 11 and 12, who are not listed in the files.
Please use only the valid values found in Table 6 for each field.

3. lIdentify students participating in ELA 1, ELA 2, and EOC assessments.
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After reviewing the files and ensuring that the information is accurate, AACs and APSAs, as
applicable, will upload the files into TIDE.

Uploading Students for the 2022 Fall Makeup FSAA—Performance Task

AACs and APSAs, as applicable, will use the Upload Students option under the Student
Information task menu to upload students before the 2022 Fall Makeup FSAA—Performance
Task administration.

CAl will send one file of students within each district to the AAC or APSA of record on August
15, 2022, through the Secure Inbox. AACs and APSAs will navigate to the Secure Inbox through
the FSAA Portal.

Upon receiving the file, AACs and APSAs, as applicable, will need to review student information,
using the following guidelines:

1. Review each file to verify that the demographic and school information for the students
listed in each file is correct.

a. Iftheinformationisincorrect, change the student information using valid values
found in Table 7 for each field.

b. If the studentis not participating in the 2022 Fall Makeup FSAA—Performance Task,
delete the student.

2. Add any students, including students in grades 11 and 12, who are not listed in the files.
Please use only the valid values found in Table 7 for each field.

3. Identify whether the student will be participating in the Algebra 1 EOC and/or ELA 2 and
whether they will be participating in the assessment using braille.

After reviewing the file and ensuring that the information is accurate, AACs and APSAs, as
applicable, will upload the file into TIDE.

Uploading Students for the Spring 2023 FSAA—Performance Task

AACs and APSAs, as applicable, will use the Upload Students option under the Student
Information task menu to upload students before the Spring 2023 FSAA—Performance Task
administration.

In early December 2022, CAl will send two files of students within each district to the AAC or
APSA of record through the Secure Inbox. AACs and APSAs will navigate to the Secure Inbox
through the FSAA Portal.

One file will include the students in Grades 3—8 and one file will include students in high school.
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Upon receiving the Grades 3-8 file, AACs and APSAs, as applicable, will need to review student
information, using the following guidelines:

1. Review each file to verify that the demographic and school information for the students
listed in each file is correct.

a. Iftheinformationisincorrect, change the student information using valid values
found in Table 8 for each field.

b. If the student is not participating in the FSAA—Performance Task, delete the
student.

2. Add any students, including students in Grade 3, who are not listed in the files. Please use
only the valid values found in Table 8 for each field.

3. Identify students who require accommodations, including one-sided materials, Braille UEB
Contracted with Nemeth, Braille UEB Uncontracted with Nemeth, Braille UEB Contracted,
and Braille UEB Uncontracted.

Upon receiving the high school file, AACs and APSAs, as applicable, will need to review student
information, using the following guidelines:

1. Review each file to verify that the demographic and school information for the students
listed in each file is correct.

a. Iftheinformation isincorrect, change the student information using valid values
found in Table 8 for each field.

b. If the student is not participating in the FSAA—Performance Task, delete the
student.

2. Add any students, including students in grades 11 and 12, who are not listed in the files.
Please use only the valid values found in Table 8 for each field.

3. Identify students participating in ELA 1, ELA 2, and EOC assessments (Algebra 1, Biology 1,
Civics, Geometry, or U.S. History) and indicate with a "Y" in the respective column.

4. ldentify whether the students participating in ELA 1, ELA 2, and EOCs require
accommodations. Please see Table 8 for a list of valid accommodations for each subject.

[EEK]

Note: There is no Preorder Window for the Spring 2023 Performance Task. TIDE will use the
information captured in the Pre-ID files to determine initial orders for schools as well as
appropriate district overage.
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Searching For Students

This section explains how to search for students and navigate search results.

Figure 30. Sample Student Search Panel

“Sthcn [N meeced . o
Ervose crace: o seeced . o
= Advanced Search
Search Fislds: Additional Criteria Chosen:
Remove Al ‘ | Remove Selected
To search for students:

1. From the Student Information task menu on the TIDE dashboard, select View/Edit/Export
Students. The View/Edit/Export Students page appears.

2. Inthe search panel, enter search terms and select values from the available search
parameters, as required.

)
L] Note: Required search parameters are marked with an asterisk.

3. Optional Advanced Searches: You can use the advanced search panel to select values to
further refine the search results:

a. Toinclude an additional search criterion in the search, select it from the Search
Fields drop-down list and click Add or Add Selected, depending on your search fields

(see Figure 30).

b. To delete an additional search criterion, select it and click Remove Selected. To
delete all additional search criteria, click Remove All.

For information about how TIDE evaluates additional search criteria, see Evaluating
Advanced Search Criteria.

Figure 31. Sample Additional Search Criteria

I ovanced searen

‘Search Fisissf] English Language Learn: v

Eliginiity

Braile

4. When you click Search, a message is displayed to indicate the number of records that
36



2022-23 FSAA TIDE User Guide

matched your search criteria and provide options to view or export the records or modify
your search parameters. You will be prompted with the option to View Results, Export to

Inbox, or Modify Search.

Figure 32. Search Results

=

Your search retumed 3 results

View Results | | Export to Inbox « | |Mndifv Search
- h—

Excel

Ccsv

5. Do one of the following:

a. Toview the retrieved student records on the page, click View Results. Continue to
Step 6 to edit the student or perform other actions as described in the Performing

Actions on Student Records section.

“’] Note: This option will display search results of 50 records per page.

b. If you choose Export to Inbox, you must select a file format (Excel or CSV). The search
results in the selected file format will then begin downloading in the Secure Inbox.
Once you receive confirmation that your file is ready, you may download it from the
Secure Inbox (see Accessing Files from the Secure Inbox).

c. You can select Modify Search to return to the Search for Students panel and edit your
selections.

6. The list of retrieved records appears below the search panel (see Figure 33).

Figure 33. Sample Student Search Results

o+ Mova o finother Schoad
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7. Optional: To filter the retrieved records, enter a search term in the field above the search

results and click [ ™ ]. TIDE displays only those records containing the entered value.

8. Optional: To sort the search results by a given column, click its column header.
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a. Tosort the column in descending order, click the column header again.
9. Optional: If the table of retrieved records is too wide for your browser window, you can click

[ ] and [ ] at the sides of the table to scroll left and right, respectively.

10. Optional: To hide column values from the table, click [] in the upper right of the
table. Then deselect or select the values you would like to remove or add. The table will
update immediately.

***] Note: When searching for students on the View/Edit/Export Students page, clicking Search
opens a message that provides you with options to view or export the retrieved records based on

the number of records that match your search parameters. For more information, see Viewing
and Editing Students.

Evaluating Advanced Search Criteria

An advanced search panel is available for complex search criteria. TIDE evaluates the
advanced search criteria as follows:

1. If you specify multiple values for a given search field, TIDE retrieves records matching any of
the values.

2. If you specify multiple search fields, TIDE retrieves records matching all the fields’ criteria.
3. Referringto Figure 34, TIDE retrieves student records that match both of the following:
a. Gender is Female.

b. Primary Language Spoken in Home of the student is EN - English.

Figure 34. Additional Search Criteria

Additional Criteria Chosen:

[] Gender: Female

[] Primary Language Spoken in Home: EN - English

Remove All Remove Selected

Performing Actions on Student Records

After searching for student records, you can perform actions on the retrieved records, such as
printing or exporting them. The number and type of action buttons available depends on the
record type.
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To perform actions on student records:

1. Search for the required records by following the procedure in the section Searching For
Students.

2. To select student records for an action (such as printing or exporting), do one of the
following:

a. Markthe checkbox next to each record you wish to select.

b. Toselect all displayed records, mark the checkbox in the header row.

<] Note: For printing or exporting student records from the View/Edit/Export Students page, it is
not necessary to mark the checkbox in the header row to select all records. The option to print all
retrieved records is available by default.

Note: By default, 50 records are displayed on the screen at a time. You can use the navigation
arrows on the top or bottom of the list of retrieved records to navigate through the records. You
can also enter a page number in the text box between the navigation arrows and press ENTER on
the keyboard to directly jump to the specified page. When selecting records, you can select
records from multiple pages.

3. Click the required action button above the table of retrieved records to perform the
following functions:

fa gl
a. : Displays options for exporting all or selected records to an Excel or CSV file.
The counts of records are displayed next to each option. If an option is not
available, it is grayed out.

.

b. = : Delete the selected records.

) Note: When you scroll down in the table, these action buttons appear in a floating toolbar on the
left side of the page. You can click the buttons in this toolbar to perform actions on the selected
records.

Note: For the print and export action buttons, the count of records is displayed next to each option
“¥74 available for the button. If an option is not available, it is grayed out. For example, if 150 records
have been retrieved, the count next to the option for printing all records will show 150. If you have
not selected any records, the option for printing selected records will be disabled and will show a
count of 0 records.

Viewing and Editing Students

You can view and edit detailed information about a student’s record.

To view and edit student details:
1. From the Student Information task menu on the TIDE dashboard, select View/Edit/Export
Students. The View/Edit/Export Students page appears.

2. Retrieve the student records you want to view or edit by following the procedure in the
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section Searching For Students.

3. Inthe list of retrieved students, click [] for the student whose account you want to view

or edit.

The View/Edit Student window appears. This window is similar to the page used to

add student records (see Figure 36).

4. Ifyour user role allows it, modify the student’s record as required.

In the Student Demographics panel, modify the student’s demographic information,
using Table 6-Table 8 as a reference.

In the Race and Ethnicity panel, make selections for the student’s race and ethnicity.

In the Additional Information panel, select parameters for the student’s primary
exceptionality and other appropriate indicators, using Table 6-Table 8 as a
reference.

In the Test Eligibility panel (FSAA—Datafolio and Fall Makeup FSAA—Performance
Task only), select a student’s test participation information in the EOC assessments,
ELA 1, and ELA 2, if applicable. In the Grades 3—8 Accommodations panel (Spring
FSAA—Performance Task only), select a student’s accommodations for the Grades
3-8 assessments, if applicable throughout the year.

In the EOC, ELA 1, ELA 2 Eligibility and Accommodations panel (Spring FSAA—
Performance Task only), select a student’s test participation and accommodations, if
applicable, for the ELA 1, ELA 2, and EOC assessments.

5. Click Save.

6. Inthe dialog box, click Continue to return to the list of student records.

Table 6. Fields on the View/Edit Student Window and Add Student Page for Datafolio

Field Description ‘ Valid Values

Student Demographics

District* Student’s enrolled district One of the available districts
from the drop-down list

School* Student’s enrolled school number One of the available schools
from the drop-down list

Last Name* Student’s last name Up to 17 alphabetic and special
characterst

First Name* Student’s first name Up to 12 alphabetic and special
characterst

Middle Initial Student’s middle initial AZ
(Optional)
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Description

Florida Education Identifier, a 14-
character unique identifier

‘ Valid Values

FL followed by 12 digits

Enrolled Grade*

Grade in which the student is

One of the available grades from

enrolled the drop-down list
Birth Date Student’s date of birth Date in format MMDDYYYY. Add
(MMDDYYYY)* leading zero for single-digit

numbers.

Gender* Student’s gender Male Female
Race and Ethnicity
Hispanic or Latino* A person of Cuban, Mexican, Puerto Yes No

Rican, South or Central American, or

other Spanish culture or origin,

regardless of race
American Indian A person having origins in any of the Yes No
or Alaska Native* original peoples of North America and

South America (including Central

America) and who maintains tribal

affiliation or community attachment
Asian* A person having origins in any of the Yes No

original peoples of the Far East,

Southeast Asia, or the Indian

Subcontinent. This area includes, for

example, Cambodia, China, India,

Japan, Korea, Malaysia, Pakistan, the

Philippine Islands, Thailand, and

Vietnam.
Black or African A person having origins in any of the Yes No
American* black racial groups of Africa
White* A person having origins in any of the Yes No

original peoples of Europe, the Middle

East, or North Africa
Native Hawaiian A person having origins in any of the Yes No

or Other Pacific
Islander*

original peoples of Hawaii, Guam,
Samoa, or other Pacific Islands

Additional Information

English Language

Indicates whether the student is

One of the available fields from

Learner (ELL)* currently enrolled in the English the drop-down list
Language Learner (ELL) program
Primary The maijor or overriding disability One of the available fields from

Exceptionality

condition that best describes a person’s
impairment

the drop-down list

Other
Exceptionalities

Other disability conditions that describe
a person’s impairment

Up to nine of the available fields
from the drop-down list
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Description

Student’s education environment

‘ Valid Values

One of the available fields from
the drop-down list

Primary Language
Spoken in Home

Primary language spoken in the
student’s home

One of the available fields from
the drop-down list

Lunch Status

Student’s lunch status

One of the available fields from
the drop-down list

Time, Total School
Week

The total amount of time a student with a
disability is scheduled to attend school
each week. All scheduled time (i.e.,
class time, recess, lunch, and time
between classes) must be included in
the total.

0000 — 9999 minutes per week

Time with non-
disabled peers

The total amount of time that a student
with a disability is with non-disabled
peers, including time with school and
workplace peers. Include class time,
lunch, recess, and time between classes
if this time is spent with non-disabled
peers.

0000 — 9999 minutes per week

Test Eligibility

Eligibility}

ELA1 Indicates whether a student is Yes
participating in ELA 1 Datafolio

ELA2 Indicates whether a student is Yes
participating in ELA 2 Datafolio

Algebra 1 Indicates whether a student is Yes
participating in Algebra 1 Datafolio

Geometry Indicates whether a student is Yes
participating in Geometry Datafolio

Biology 1 Indicates whether a student is Yes
participating in Biology 1 Datafolio

Civics Indicates whether a student is Yes
participating in Civics Datafolio

U.S. History Indicates whether a student is Yes
participating in U.S. History Datafolio

*Required field.

1Special characters include the following: period (.), comma (,), dash (-), single quote (‘), parentheses (),
slash (/), backslash (\), ampersand (&), plus (+), and space.
tThe Test Eligibility fields are only applicable to the ELA 1, ELA 2, and EOC assessments.
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Description

Student Demographics

‘ Valid Values

District* Student’s enrolled district One of the available districts
from the drop-down list

School* Student’s enrolled school number One of the available schools
from the drop-down list

Last Name* Student’s last name Up to 17 alphabetic and special
characterst

First Name* Student’s first name Up to 12 alphabetic and special
characterst

Middle Initial Student’s middle initial A-Z
(Optional)

FLEID* Florida Education Identifier, a 14-character FL followed by 12 digits

unique identifier

Enrolled Grade*

Grade in which the student is enrolled

One of the available grades
from the drop-down list

Birth Date Student’s date of birth Date in format MMDDYYYY.
(MMDDYYYY)* Add leading zero for single-digit
numbers.
Gender* Student’s gender Male Female
Race and Ethnicity
Hispanic or A person of Cuban, Mexican, Puerto Rican, Yes No
Latino* South or Central American, or other Spanish
culture or origin, regardless of race
American Indian | A person having origins in any of the original Yes No
or Alaska peoples of North America and South America
Native* (including Central America) and who
maintains tribal affiliation or community
attachment
Asian* A person having origins in any of the original Yes No
peoples of the Far East, Southeast Asia, or
the Indian Subcontinent. This area includes,
for example, Cambodia, China, India, Japan,
Korea, Malaysia, Pakistan, the Philippine
Islands, Thailand, and Vietnam.
Black or African A person having origins in any of the black Yes No
American* racial groups of Africa
White* A person having origins in any of the original Yes No

peoples of Europe, the Middle East, or North
Africa
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Field Description ‘ Valid Values

Native Hawaiian | A person having origins in any of the original Yes No
or Other Pacific peoples of Hawaii, Guam, Samoa, or other
Islander* Pacific Islands

Additional Information

English Indicates whether the student is currently One of the available fields from
Language enrolled in the English Language Learner the drop-down list
Learner (ELL)* (ELL) program

Primary The major or overriding disability condition One of the available fields from
Exceptionality that best describes a person’s impairment the drop-down list

Other Other disability conditions that describe a Up to nine of the available fields
Exceptionalities person’s impairment from the drop-down list

IDEA Student’s education environment One of the available fields from
Educational the drop-down list
Environments

Primary Primary language spoken in the student’s One of the available fields from
Language home the drop-down list

Spokenin

Home

Lunch Status Student’s lunch status One of the available fields from

the drop-down list

Time, Total The total amount of time a student with a 0000 — 9999 minutes per week
School Week disability is scheduled to attend school each
week. All scheduled time (i.e., class time,
recess, lunch, and time between classes)
must be included in the total.

Time with non- The total amount of time that a student with a 0000 — 9999 minutes per week
disabled peers disability is with non-disabled peers, including
time with school and workplace peers. Include
class time, lunch, recess, and time between

classes if this time is spent with non-disabled

peers.

Test Eligibility

Eligibility}

ELA 2 Indicates whether a student is participating in Yes
ELA 2 Performance Task

Algebra 1 Indicates whether a student is participating in Yes
Algebra 1 Performance Task

Braille§

ELA 2 Indicates whether a student will need a braille Yes
accommodation to access the ELA 2
Performance Task
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Description Valid Values

Algebra 1 Indicates whether a student will need a braille Yes
accommodation to access the Algebra 1
Performance Task

*Required field.
TSpecial characters include the following: period (.), comma (,), dash (-), single quote (‘), parentheses (),
slash (/), backslash (\), ampersand (&), plus (+), and space.

Table 8. Fields on the View/Edit Student Window and Add Student Page for Spring Performance Task

Field Description Valid Values

Student Demographics

District* Student’s enrolled district One of the available
districts from the drop-down
list

School* Student’s enrolled school number One of the available schools

from the drop-down list

Last Name* Student’s last name Up to 17 alphabetic and special
characterst

First Name* Student’s first name Up to 12 alphabetic and special
characterst

Middle Initial Student’s middle initial A-Z
(Optional)

FLEID* Florida Education Identifier, a 14-character FL followed by 12 digits

unique identifier

Enrolled Grade* Grade in which the student is enrolled One of the available grades
from the drop-down list

Birth Date Student’s date of birth Date in format MMDDYYYY.

(MMDDYYYY)* Add leading zero for single-digit
numbers.

Gender* Student’s gender Male Female

Race and Ethnicity

Hispanic or A person of Cuban, Mexican, Puerto Rican, Yes No
Latino* South or Central American, or other Spanish

culture or origin, regardless of race
American Indian A person having origins in any of the original Yes No
or Alaska peoples of North America and South America
Native* (including Central America) and who

maintains tribal affiliation or community

attachment
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Field Description ‘ Valid Values
Asian* A person having origins in any of the original Yes No
peoples of the Far East, Southeast Asia, or
the Indian Subcontinent. This area includes,
for example, Cambodia, China, India, Japan,
Korea, Malaysia, Pakistan, the Philippine
Islands, Thailand, and Vietnam.
Black or African A person having origins in any of the black Yes No
American® racial groups of Africa
White* A person having origins in any of the original Yes No
peoples of Europe, the Middle East, or North
Africa
Native Hawaiian A person having origins in any of the original Yes No

or Other Pacific
Islander*

peoples of Hawaii, Guam, Samoa, or other
Pacific Islands

Additional Inform

ation

English Indicates whether the student is currently One of the available fields from
Language enrolled in the English Language Learner the drop-down list

Learner (ELL)* (ELL) program

Primary The major or overriding disability condition One of the available fields from

Exceptionality

that best describes a person’s impairment

the drop-down list

Other
Exceptionalities

Other disability conditions that describe a
person’s impairment

Up to nine of the available fields
from the drop-down list

IDEA
Educational
Environments

Student’s education environment

One of the available fields from
the drop-down list

Primary
Language
Spokenin
Home

Primary language spoken in the student’s
home

One of the available fields from
the drop-down list

Lunch Status

Student’s lunch status

One of the available fields from
the drop-down list

Time, Total
School Week

The total amount of time a student with a
disability is scheduled to attend school each
week. All scheduled time (i.e., class time,
recess, lunch, and time between classes)
must be included in the total.

0000 — 9999 minutes per week

Time with non-
disabled peers

The total amount of time that a student with a
disability is with non-disabled peers, including
time with school and workplace peers. Include
class time, lunch, recess, and time between

classes if this time is spent with non-disabled

peers.

0000 — 9999 minutes per week

Grades 3-8 Accommodations
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Accommodations

3-8

Description

Indicates whether a student participating in
the Grades 3-8 Performance Task
assessment requires an accommodation

‘ Valid Values

One of the available fields from
the drop-down list

EOC, ELA 1, ELA 2 Eligibility and Accommodations

EOC, ELA 1, ELA 2 Eligibility

Civics Performance Task

ELA1 Indicates whether a student is Yes
participating in the ELA 1 Performance
Task

ELA2 Indicates whether a student is participating in Yes
the ELA 2 Performance Task

Algebra 1 Indicates whether a student is participating in Yes
Algebra 1 Performance Task

Geometry Indicates whether a student is participating in Yes
Geometry Performance Task

Biology 1 Indicates whether a student is participating in Yes
Biology 1 Performance Task

Civics Indicates whether a student is participating in Yes

EOC, ELA1,ELA

2 Accommodations

ELA1 Indicates whether a student participating in One of the available fields from
the ELA 1 Performance Task assessment the drop-down list
requires an accommodation

ELA2 Indicates whether a student participating in One of the available fields from
the ELA 2 Performance Task assessment the drop-down list
requires an accommodation

Algebra 1 Indicates whether a student participating in One of the available fields from
Algebra 1 Performance Task assessment the drop-down list
requires an accommodation

Geometry Indicates whether a student participating in One of the available fields from
Geometry Performance Task assessment the drop-down list
requires an accommodation

Biology 1 Indicates whether a student participating in One of the available fields from
Biology 1 Performance Task assessment the drop-down list
requires an accommodation

Civics Indicates whether a student participating in One of the available fields from
Civics Performance Task assessment the drop-down list
requires an accommodation

Adding Students

To individually add a student to a district and school, you must be associated with the same
district and school as the student. For example, AACs can add students to any school within
their district; SLCs can add students to their school.
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For a list of user roles that can perform this task, see Table 2.

The Add Student page is divided into multiple panels. For the Datafolio and Fall Makeup
Performance Task, the page is divided into the following panels Student Demographics, Race
and Ethnicity, Additional Information, and Test Eligibility. For the Spring Performance Task, the
page is divided into the following panels: Student Demographics; Race and Ethnicity; Additional
Information; Grades 3—8 Accommodations; and EOC, ELA 1, ELA 2 Eligibility and

Accommodations. You can click the collapse icon [=] in the upper-left corner of a panel to

collapse it or click the expand icon [~ ] in a collapsed panel to expand it.

A floating Go to section toolbar appears on the left side of the page. This toolbar includes a
numbered button for each panel on the page. You can hover over a button to display the label
of the associated panel and click the button to jump to that panel (see Figure 35).

Figure 35. Floating Vertical Go To Section Toolbar
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To add a student to the Datafolio and Fall Makeup Performance Task administrations:

1. From the Student Information task menu on the TIDE dashboard, select Add Student. The
Add Student page appears (see Figure 36).

Figure 36. Fields on the Add Student Page (Student Demographics panel)

Student Demographics

*School: “Enrolled Grade:
“Last Name: o] “Birth Date (MMDDYYYY). | =

*First Name: | | ) )
*Gender ) Male ) Female

Middle Initial: | |

2. Inthe Student Demographics panel, enter the student’s demographic information, using
Table 6 and Table 7 as a reference.

3. Inthe Race and Ethnicity panel, select appropriate indicators.

4. Inthe Additional Information panel, select the student’s primary exceptionality and other
appropriate indicators, using Table 6 and Table 7 as a reference.
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5. Inthe Test Eligibility panel (see Figure 37), enter the student’s eligibility for each test, using
Table 6 and Table 7 as a reference. This panel displays a column for each of the student’s
tests. You can select different settings for each test, if necessary. The Test Eligibility panel
varies depending upon administration.

a. For the Fall Makeup Performance Task, mark the students who are making up
Algebra 1 or ELA 2 tests and identify who is or is not eligible to use braille materials.

b. For the Datafolio, mark student test eligibility for ELA 1, ELA 2, and EOC tests.

Figure 37. Test Eligibility Panel

Eligibility Eraille
Algabra 1: Algebra 1:
22 [-Soeci-v] sz [cSseov]
6. Click Save.

To add a student to the Spring Performance Task administration:
1. From the Student Information task menu on the TIDE dashboard, select Add Student. The
Add Student page appears (see Figure 36).

2. Inthe Student Demographics panel, enter the student’s demographic information, using
Table 8 as a reference.

3. Inthe Race and Ethnicity panel, select appropriate indicators.

4. Inthe Additional Information panel, select the student’s primary exceptionality and other
appropriate indicators, using Table 8 as a reference.

5. Inthe Grades 3-8 Accommodations panel (see Figure 38), select the student’s required
accommodation if the student is enrolled in Grades 3—8 and requires an accommodation.
The available accommodations are: One-Sided, Braille UEB Contracted with Nemeth, Braille
UEB Uncontracted with Nemeth, Braille UEB Contracted, and Braille UEB Uncontracted.

Figure 38. Grades 3-8 Accommodations Panel

= (Grades 3-8 Accommodations

Grades 3-8 Accommodations ‘- Select - V‘

6. Inthe EOC, ELA 1, ELA 2 Eligibility and Accommodations panel (see Figure 39), enter the
student’s eligibility for each test, using Table 8 as a reference. The panel displays a column
for eligibility and a column for accommodations. In the first column, mark student eligibility
for ELA 1, ELA 2, and EOC tests. In the second column, select the student’s required
accommodation if the student is participating in that test.
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Figure 39. EOC, ELA 1, ELA 2 Eligibility and Accommodations Panel
ECC, ELA 1, ELA 2 Eligibility EOC, ELA 1, ELA 2 Accommodations
ELA1: |- Select - » ELA1:| - Select - »
ELAZ: |- Select- v ELAZ:| - Select- v
Algebra 1: | - Select - w Algebra 1: | - Select- v
Geomeiry: | - Select - v Geometry: | - Select- v
Biology 1 | - Select - v Biology 1: | - Select- v

Civics: | - Select - » Civics: | - Select- »

LS History: | - Select - v U.S History: | - Select - v

7. Click Save.

If TIDE reports that another student already has the FLEID you entered, contact the FSAA
Service Center by emailing FSAAServiceCenter@cambiumassessment.com or calling at 1-877-
655-3001 for assistance.

Adding or Editing Students through File Uploads

If you have a large number of students to add or edit, it may be easier to perform those actions
through file uploads. This task requires familiarity with composing comma-separated value
(CSV) files or working with Microsoft Excel. The following section describes how to create an
upload file and then upload it to TIDE.

When uploading students to TIDE, you must first download a file template layout and compose
a file in a spreadsheet application. Users can upload an Excel or .txt file.

For information on how TIDE processes large files, please see Appendix A. Processing File
Uploads.

'| Note: When composing Student Uploads, users need to have the English keyboard selected.

To upload student records:

1. From the Student Information task menu on the TIDE dashboard, select Upload Students.
The Upload Students page appears.
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Figure 40. Upload Students Page
Upload Students >
1. Upload 2 FPraview 3. Vaidate 4. Confirmation

QO vou may upload new students or modify existing students via file upload.  more nfo -

Browse

Step 1: Upload File

<4 Upload History

2. Download the Excel or CSV templates by clicking Download Templates in the upper-right
corner of the screen.

3. Follow the instructions in the template you downloaded and save it locally.

4. Onthefile upload page, click Browse and select the file you created in this previous step.

5. Click Next. The Preview page appears (see Figure 41). Use the file preview on this page to
verify you uploaded the correct file.

Figure 41. File Upload Preview (partial view)

Upload Students D)
1. Uplcad 2. Pravisw 2 Vaicam 4. Cerfmmaten

@ erity you uploaded the correct flle. Click Mext. If tha values n the cclumns are Incorrect, try re-creatng your usload fils using one of the avallable tsmplates
frem the previous Uplead Studsnts page

Step 2: Previsw

Row District | School Last | First | Middle  Dirth Dato FLOID Crrolled | Gender | | lispanic | American | Asian Dlack or | White Mative
Number MName | Name | Intal  (MMDDYYYY) or Indian or African | lawaiian
Alaska or Cther

Pacific
Islander

1 ] 9009 tony timy A 02281997 rLog3232050001 03 M Y M N N N N 1
3 9 9009 fony (timy A 02201997 FLOG3I233150002 04 F N L N N N N 2
3 aa 8008 tony timy A 02201997 FLOG3234250003 05 M N M Y N N M

4 Ha MK oy dmy A [0 BRSO 16 [ N N N ¥ N N 1
5 g 8008 tony  timy A 02281997 FLOG3236450002 07 M N M N N it N 1

6. Click Next. TIDE validates the file and displays any errors (m or warnings (F.) on the
Validate page (see Figure 42).

Note: If a record contains an error, that record will not be included in the upload. If a record

LK)

contains a warning, that record will be uploaded, but the field with the warning will be invalid.
When a record is uploaded as invalid in TIDE, that record is uploaded as is displayed on the

'REXE]

Preview page.

a. Optional: Click the error and warning icons in the validation results to view the
reason a field is invalid.

b. Optional: Click Download Validation Report in the upper-right corner to view a PDF
file listing the validation results for the upload file.

Note: If your file contains a large number of records, TIDE will process it offline and send a
confirmation email when complete. If 20% of a file contains errors, that file will not be uploaded
(for larger files, 500 errors will prevent the file from being uploaded). While TIDE is uploading the
file, do not press Cancel, as TIDE may have already started processing some of the records.
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Figure 42. Validate Page

Manage Users v Student information v Rosters v

Upload Users D D) EED) Download Validation Report
1. Upload 2 Preview  3.Validate 4 Confiration
@ Review the validation results, then click Continue with Upload. more info - N
Step 3: Validate
Logend: b Ertor- The fl can be uploaded, but his row will ot be incuced. [ Warning: T field i invali, but he rov will e uploatied
T L S S S S
1 7 779002 10 SuFaWWi20Mock0036 A civo FL202004050036 A 07022007
2 7 779002 L] SuFaW}i20Mock0037 A civo FL202004050037 A or022007
3 7 779002 10 SuFaWi20Mock0038 A civo FL202004050038 A 07022007
4 7 77-9002 10 SuFaWi20Mock0039 A cvo FL202004050039 A o7022007
5 v 77-9002 10 SuFaW}i20Mock0040 A civo FL202004050040 A 07022007

7. Do one of the following:

a. Click Continue with Upload. TIDE will commit those records that do not
have errors.

b. Click Upload Revised File to upload a different file. Follow the prompts on
the Upload Revised File page to submit, validate, and commit the file.

If your file contains fewer than 2,000 students, the Confirmation page appears, displaying a
message that summarizes how many records were committed and excluded (see Figure 43).

Figure 43. Confirmation Page

Upload Student )Y D) D) T

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

Step 4: Confirmation

Results: 4 records are committed.

Upload New File

If your file contains more than 2,000 students, TIDE will ask for your contact information. Once
submitted, a message will appear stating TIDE will process the file offline (See Figure 44). You
will receive an email once the file has been processed. You can also check on the status of your
file upload under Upload History on the Upload Students page.
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Figure 44. Student Upload Offline Processing

Student D D) TS ) T i
1. Upload 2. Preview 3. Validate 4. Confirmation

Step 4: Confirmation

TIDE is processing your upload file. You will receive netifications regarding this upload
at the email or phone number you provided in the previous form.

Upload New File

8. Optional: To upload another file of the same record type, click Upload New File.

Correcting Student Information

Submitting a TIDE Correction Request (AATs, AACs, APSAs, BSLCs and SLCs)

Teachers are now able to log in to TIDE to correct student information, transfer a student, or indicate a
change in assessment using the TIDE Correction Request.

1. In the Correct Student Information task menu on the TIDE dashboard, select Submit TIDE Correction
Request. The Submit TIDE Correction Request page appears.

Figure 45. AAT Dashboard

&=

Preparing for Testing Administering Tests

Correct Student Information o ,ﬁ Invalidations and Requests
Submit TIDE Correction Request

o

*./** Reason Not Assessed

2. Press Select under the Select a Request drop-down menu.

3. Select or enter the appropriate information for the student who needs to be added to TIDE or whose
information needs to be modified in TIDE, then select from the drop-down menu to indicate whether you
are adding a student or modifying student information.

4. If adding a student, you must complete all fields in this section, including student information,
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demographics, race and ethnicity, additional information, test eligibility (if applicable), and
accommodations (if applicable).

5. If you are modifying student information, you will only need to fill out the information that needs to be
changed. For example, if you need to change test eligibility, you will only need to modify this field.

6. If the student’s assessment type needs to be changed, select Modifying student information.

Figure 46. Submit TIDE Correction Request Page

Submit TIDE Correction Request

@ Use this page to complete a TIDE Correction Request. [more info +

== Type of Request to Submit
*Select a Request: | TIDE Correction Request v

= District/School

Select or enter the student’s name, FLEID, grade, school
district, and school as indicated in TIDE and the DEI

“FLEID: [DM111222333733

“Grade: | 04 A4

“District: | Demo Dist 96 - 96 v

. Dermo School 001 - 96-
"School: 9001 -
“Are you adding a student
or modifying student
information?: | None selected v
O Addi
+  Add New Student__ ~94Mg @ student

O Modifying student information

7. Once these fields are complete, select the plus sign [ + ] next to each section header to expand the
section. Complete the appropriate fields by entering information and selecting from the drop-down
options.

Figure 47. Submit TIDE Correction Request Sections

Information’: | None selected v

4+ Add New Student or Modify Student Information
4 Change in Student Assessment

4 Additional Information
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Figure 48. Add New Student or Modify Student Information Section

= Add Mew Student or Modify Student Information

Use this section to add a new student or modify student informafion that is already in TIDE and the DEI

If the student is already in TIDE, and information needs fo be comected. only update the fields below that require changes.
Insert the correct information using the appropriate drop-down and text box fields.

If the student is new, use the drop-down and fext box fields to provide the new student's information

mare info *

Enrolled Grade: | Mone selected -
Gender: | Mone selected A

Use the figlds below to modify or add information on a student's race and ethnicity.

Hispanic or Latino: | Mone selected -

American Indian or Alasks Native: | None selected v

Asian: | None selected -

Black or African American: | None selected -

White: | None selected -

Mative Hawaiian or Cther Pacific Islander: | None selected -

8. If the student’s assessment type needs to be changed—for example, a student who is currently
participating in the FSAA—Performance Task needs to be moved to FAST—you will use the drop-down
menu to select FAST.

Figure 49. Change in Student Assessment Section

== Change in Student Assessment

more info -

Use this section to indicate the student’s current nent and the nent in which the student will be participating in moving forward.

For students who are currently participating in the FSAA—Performance Task, use the field below to indicate whether the student will begin participating in the
FSAA—Datafolio or FAST.

Student Currently in FSAA—Performance Task: | FAST -
s O Fsaa i b . . L
For students who are currently participating in the FSAA—Dataf FsAs—Datafolio indicate whether the student will begin participating in the FSAA—
Performance Task or FAST. FAST
Student Currently in FSAA—Datafolio: | None selected -

9. If any additional information needs to be shared, please use the Additional Information text box.

10. When the request has been completed, press Submit. A pop-up message will confirm your submission
and display your reference number.
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Figure 50. Additional Information Section

= Additional Information

Please include any additional information that you believe is relevant to correcting this
student's information.

Figure 51. Form Submission Pop-up

=

I Form Submission If

Thank you for your submission. Your reference number is
TCR-2023-1006
Flease save this number for your records

11. You will receive an email notification that your request was submitted. The email will include your
submission ID (last four digits of the reference number). You must forward this email to your AAC or
SLC.

Figure 52. Request Submission Email
Demo Dist 96/Demo School 9001, A TIDE Correction Request Submitted, TCR-2023- 1006

< I
o DoNotReply@cambiumassessment.com O Reply © Reply All | = Forward

To DEMOAAT @floridaschools.com Mon 1/9/2023 2:47 PM

A TIDE Correction Request TCR-2023-1006 has been submitted for a student in your district. Please forward this email to your alternate assessment
coordinator and/or school level coordinator.

Viewing a TIDE Correction Request (AATs, AACs, APSAs, BSLCs and SLCs)

AACs and SLCs will be able to log in to TIDE to view submitted TIDE Correction Requests to make the
requested changes for students in TIDE.

1. To view a submitted TIDE Correction Request, please ensure that the correct district and school are
selected. You can then modify your search by request status, submission ID (from email), district,
school, and the dates on which the requests were submitted. Select Search to view results.
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Figure 53. Search for TIDE Correction Requests

= Search for Form Submissions to Review
“Select a Form: | TIDE Correction Request v “Form Year | 2022-2023 v

*FormStatus: | All selected (3) - “District: | Demo Dist 96 - 96 v
Submission ID. “Schoot. Demo Schaol 8001 - 96 v |

2. Results will display in table format. You can export these results into an Excel spreadsheet by selecting
Export and then Export from Data, or view them individually by pressing the edit [[#]] pencil icon.

Figure 54. Submitted TIDE Correction Requests Result

Number of forms found: 1

e

Entor search terms to fiter search resuts @

Form Information School Information Submission Information
SubmissieniD ¢ | FormType 4 Stalus 4| SelecledDisirict % | SelecledSchaol % [ AACFirstName & ‘ AACLasiName % | AACEmall ¢ [ AACPhone ¢ | Submitted By 4| Date Submitied (ET) #| Last Update
1006 TIDE Correction Request ~ Completed = Demo Dist 96 Demo School 9001 | DEMO AAC DEMOAAC @floridaschools com DEMOAAT@floridaschools.com  1/6/2023 11:54:19AM 0 days, 22 hours ago

Figure 55. Export Results Options

Export FormGrid
Export FormData $e=

I EXEK]

Note: Only the fields in which information has been entered will display in the submitted
request.
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Figure 56. View Submitted Request

View/Edit Form

P

(]
(2]
(]
(4]
©
©
(]

= Fom Information

SubmissioniD: 1006

Form Type:  TIDE Gorrection Reguest

Submitted By: ~ christina hines@cambiumassessmert com

Submission Date: /672023 11:54:19 AM

Submitter FirstName:  Christina

Submitter LastName:  Hines

= AAC Information

AACFirstName:  Ariel

AAC Last Name:  Kaplunovsky

AAC Email:  ariel kaplunovsky(@cambiumassessmeni.com

District: ~ Demo Dist 96

School:  Demo School 3001

Name:  Demo Test
FLEID:  DM111222333733
Grade: 03

Are you adding a student or modifying student  Modiying student information
information?:

= Add New Student o Modily Student Information

FLEID:  DM111222333733

3-8 Accommodations:  Braille UEB Uncantracted vith Hemeth

|

+  Sludent needs Braile materials.

3. Once the submitted request is reviewed, the AAC or SLC can change the request status to Completed
if all requested changes have been made. The request status More information needed can be
selected to indicate that additional information is required to complete the request. You will then be
able to add any necessary information in the additional text box. Press Submit.

Figure 57. Update Request Status and Email Notification Section
]

Form Status: Completed

Submitied
Comments: | More Information Needed

Recipients:

Subject Line: Demo Dist 96/Demo School 9001, A TIDE Correction Request Status Updated, 1006

MessageText: ATIDE Correclion Reguest 1006 has been completed for a student in your district.

Additional Text: [thiz request has been completed and all information has been updated
in TIDE.

i
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4. The AAT who submitted the TIDE Correction Request will receive email notification of the status
update.

Figure 58. Updated Request Status Email Notification

Demo Dist 96/Demo School 9001, A TIDE Correction Request Submitted, TCR-2023-1006

. Reply | < ReplyAll | —> F d ||
DoNotReply@cambiumassessment.com © Reply | ) Reply orwar
To DEMOAAT@floridaschools.com Mon 1/9/2023 2:47 PM

A TIDE Correction Request TCR-2023-1006 has been submitted for a student in your district. Please log in to TIDE to review the request submission

and make necessary changes. If another AAC or SLC is more appropriate for completion, please forward this email to them.

Generating Frequency Distribution Reports

You can generate reports from student data in TIDE to show the distribution of each
demographic category and test assignment.

To generate Frequency Distribution Reports:

1. From the Student Information task menu on the TIDE dashboard, select Frequency
Distribution Report. The Frequency Distribution Report page appears.

Figure 59. Fields on the Frequency Distribution Report Page

== Filters for Report

"Disbicl | - Select — v
*School: | - Select - v

Enrolled Grace: | - Select - v

= Select Demographics

Select Demographics: | Non2 selectad v

Generate Report

2. Inthe Filters for Report panel, select the report filters:

a. From the District drop-down list (if available), select a district.

b. From the School drop-down list (if available), select a school. District-level users can
retain the default for all schools within the district.

c. Select a specific grade or keep the drop-down on - Select - to display all grades.

3. Optional: In the Select Demographics panel, mark checkboxes to filter the report for
additional demographics.

4. Click Generate Report. TIDE displays the selected reports in grid format by default.
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Figure 60. Sample Frequency Distribution Report by Grade and Gender

B8 Grid @ il..Graph | | BB |, Grid and Graph 6 v

Enrolled Grade # of Records

07 23

Total 23

Female 6
Male 17
Total 23

5. Do one of the following:

a.

b.

To display the reports in tabular format, click Grid.
To display the reports in graphical format, click Graph.

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

. To download a PDF file of the reports, click the print icon []. The PDF file

generated will display your selections for Grid, Graph, or Grid and Graph.

To export an Excel file of the reports, click the export icon []. The Excel file
generated will display each category selected as a separate tab in the spreadsheet.

Deleting Student Records

For a list of user roles that can perform this task, see Table 2.

v e e

Note: This change takes effectimmediately. Deleted students will not appear in TIDE and cannot

take operational assessments.

To delete student records:

1.

From the Student Information task menu on the TIDE dashboard, select View/Edit/Export
Students. The View/Edit/Export Students page appears.

Retrieve the student records you want to delete by following the procedure in the section
Searching For Students.
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3. Mark the checkbox for the record(s) you want to delete or mark the checkbox at the top of
the table to delete all displayed students.

a. Todelete all retrieved students, mark the checkbox at the top of the table
on each page.

Figure 61. Options for Deleting Retrieved Records

< Move to Another School

Number of students found: 81
1-50 of 81 records | Page: [ 1 |of2)
Seﬂml Information Student Dannqlapmx Studavl Information
Enrolled First Middie Birth Date Gender Usemame Test Mode Enylsh
Grade M‘ime Nane Initial (MMDDWW] Lanma
(EU-)
. . aa 02-2008 10 DM585585685685 | 03092004 Male BCUWF
O aa 82-2008 12 Demo Demo DMO10203040506 | 02092001 Female SCUWN ZZ

4. Click []
5. Inthe confirmation dialog box, click Yes. TIDE deletes the student(s).

Change in Student Assessment

If a student is no longer participating in one of the FSAA assessments (e.g., FSAA—Datafolio)
and is now participating in the other FSAA assessment (e.g., FSAA—Performance Task), the
AAC, APSA, or SLC would first determine whether the student has tested in the originally
assigned assessment. If the teacher has at least started to submit data entry in the DEI for the
initial assessment, the test would need to be invalidated under the Invalidations and Requests
task. The AAC, APSA, or SLC will then have to delete the student from the TIDE administration in
which the student is no longer participating (e.g., FSAA 2022-23 Datafolio) and add the student
to the new TIDE administration (e.g., FSAA 2023 Spring Performance Task).

If a student is no longer participating in one of the FSAA assessments (e.g., FSAA—Performance
Task) and is now participating in FAST, the AAC, APSA, or SLC would first determine whether the
student has tested in the originally assigned assessment. If the teacher has at least started to
submit data entry in the DEI for the initial assessment, the test would need to be invalidated
under the Invalidations and Requests task. The AAC, APSA, or SLC will then have to delete the
student from the TIDE administration in which the student is no longer participating (e.g., FSAA
2023 Spring Performance Task) and speak to the district assessment coordinator (DAC) to add
the student to the 2022-23 FAST Progress Monitoring administration in TIDE.

Moving Students Between Schools

This section details how to move students between schools. See Table 2 for a list of users who
can perform this task.

61



2022-23 FSAA TIDE User Guide

To move students from one school to another within your district:

1. Retrieve the student account(s) you want to move by following the procedure in the section
Searching For Students.

2. Inthe list of retrieved records, do one of the following:

a. Mark the checkboxes for the students you want to move.

b. Markthe checkbox at the top of the table to move all displayed students.
3. Click Move to Another School above the search results.

4. A window appears for moving the student(s). From the District and School drop-down list,
select the district, if applicable, and school to which you want to move the student(s).

5. Click Yes. After TIDE moves the student, a confirmation message appears.

To move students from one district to another district mid-year:

Students who move into a school district after the start of school can be moved by contacting
the FSAA Service Center. The receiving teacher will contact their SLC or AAC, and the AAC will
contact the FSAA Service Center, providing the student’s transfer information. Once the
transfer is complete, the receiving teacher can continue or begin the student’s assessment.

Printing On-Demand PrelD Labels (Performance Task Only)

A PrelD label (see Figure 62 ) is a label that you affix to a student’s testing materials. PrelD
labels can be used to ensure that AATs are administering the correct grade level assessment
and reduce the AATs’ need to write the student's FLEID and name on student testing materials.
PrelD labels can also be used to easily identify the student's test booklet, if needed during an
appeal, and to easily identify forms uploaded into the DEI.

Districts and schools may locally print On-Demand PrelD Labels. See Table 2 for a list of users
who can perform this task.

Figure 62. PrelD Label

Fall Performance Task 2022 Algebra 1 EOC

On-Demand
Test, Test

DIST/SCH: 99-9009
Demo School 8009
GRD: 03 GENDER: M DOB: 07/01/2005
ID: DM9990 RACE: IP HISP/LATINO: N

09000501

P519295 45081943 8
Printing PrelID labels requires the 5" x 2" label stock provided in your test materials shipment.
You can print on partially used label sheets. TIDE generates the labels as a PDF file that you
download and print with your browser.
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To Print On-Demand PrelD Labels:

1. From the Student Information task menu on the TIDE dashboard, select View/Edit/Export
Students. The View/Edit/Export Students page appears.

2. Enter desired search criteria and click Search. Students are sorted by Last Name. Click a
column heading to change the sort order, if desired.

3. Specify the students for whom labels need to be printed:
e Mark the checkboxes for the students you want to print.

e Mark the checkbox at the top of the table to print PrelD labels for all displayed
students.

4. Click the printicon []and then select My Selected PrelD Labels.

5. The Choose PrelD Labels Position page appears for selecting the start position for printing
on the first page (see Figure 63).

a. Verify that PrelD Labels is selected under Print Options on the left of your
screen.

b. Choose the subject(s) for which you would like to print. The subject will appear
at the top of the PrelD label (see Figure 62)

e For the Fall Makeup Performance Task, the available subjects are Grade
10 ELA 2 and Algebra 1 EOC.

e For the Spring Performance Task, the available subjects are Grades 3-8,
Grade 9 ELA 1, Grade 10 ELA 2, Algebra 1 EOC, Biology 1 EOC, Grade 7
Civics EOC, Geometry EOC, and U.S. History EOC.

c. Click the start position you require. The start position applies only to the first

page of labels. For all subsequent pages, the printing starts in position 1, the
upper-left corner.
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Figure 63. Layout Model for PrelD Labels

Cancel

Choose PrelD Labels Position

Print Options
Select the start position for printing labels. This start position applies only to the first page of labels. For all subsequent pages, the
printing starts in the top left corner. Select at least one subject to enable printing

0 *Subjects

PrelD Labels . . - . -
Grades 3-8 [ Grade9ELA1 [J Grade 10ELA2 [ Aigebra1EQC [ Biology 1 ECC [ Grade 7 Civics EOC
O Geometry Eoc [0 US. Histery EOC

(5]

6. Select Print. When printing PrelD labels, make sure Print to Fit is unchecked.

7. Your browser downloads the generated PDF with the created PrelD labels.

your printer. To enhance label quality, check that the printer is minimizing image compression
and that the highest quality settings are applied. Contact your technology coordinator for
assistance with adjusting printer settings.

I:«'i‘e'l] Note: Ensuring high quality printing after PDF generation will vary based on the specifications of

Managing Rosters

This section details how to search for, view, and edit existing rosters and how to create new
rosters through the user interface or a file upload.

For a list of user roles who can print a roster, see Table 2. Coordinators will distribute rosters to
teachers administering the FSAA in order for the teacher to have the necessary information to
log a student into the DEI. They may either print hard copies of the roster (see Printing a Roster)
or export the roster to teachers through the Secure Inbox (see Sending Files from the Secure
Inbox).

64



2022-23 FSAA TIDE User Guide

Searching for Rosters

This section explains how to use the search panel and navigate search results.

To search for rosters:

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

2. Inthe search panel, enter search terms and select values from the available search
parameters, as required.

¥4 Note: Required search parameters are marked with an asterisk.

EEE]

Note: Pre-ID rosters will be generated for all FSAA administrations. TIDE will automatically
generate one per school and will include all students participating in the FSAA administration.
These files will be generated nightly. To view the Pre-ID roster, select Pre-ID in the Roster Type
field.

Figure 64. Sample Rosters Search Panel

= Search for Rosters to Edit

*District: | Demo Dist 99 - 99 - | *Roster Type: | Pre-ID -

*Schoal:| Demo School 9009 - 99-G v | Teacher Name: | -Select- ]

3. Click Search. The list of retrieved records appears below the search panel (see Figure 65).

Figure 65. Sample Search Results

Search for Rosters to Edit

Note: For multiple roster selection, you may print 1500 students at a time.

Number of rosters found: 89

FSAL q
ﬂ Roster Name Subject » | Grades In » | Humber OFf "
v - - ¥

Roster Students

03, 04, 05, 06,
Student Testing Roster (99-9009)-FSAA FSAA 07, 08, 09 10, 28028
11,12, 30

4. To filter the retrieved records to FSAA administrations only, enter “FSAA” in the field above
the search results (see Figure 65) and click [ = ]. TIDE displays only those records containing
the entered value.

5. Optional: To sort the search results by a given column, click its column header. To sort the
column in descending order, click the column header again.
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Viewing Rosters

You can view rosters associated with your district or school. For a list of user roles that can
perform this task, see Table 2.

To view a roster:

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

View/Edit/Export Rosters page appears.

Retrieve the roster record you want to view or edit by following the procedure in the section

Searching for Rosters.

In the list of retrieved rosters, select [] for the roster containing details you want to view

and/or edit. The View/Edit/Export Rosters window appears (see Figure 66 ).

Figure 66. View/Edit/Export Rosters Window

View/EditExport Rosters

@ Use this form to modify the roster. mars inta =

= Search for Students to Add io the Roster
Advanced Sear
= Add Students to the Roster

Rosier Narme | Teacher Roster #1

Avallsble Students (3}

Agd  Student Name Enrolled Grade Raparting ID

Exporting a Roster to an Excel or CSV File

1.

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

View/Edit/Export Rosters page appears.

Retrieve the roster record you want to export by following the procedure in the section

Searching for Rosters.

Select the roster(s) you wish to export.

In the list of retrieved rosters, mark the checkbox(es) for the rosters you wish to export, click

[ v
[ ], and select one of the following options.
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a. Export All to Excel: This option exports all the rosters listed to an Excel file.

b. Export My Selected to Excel: This option exports only the selected rosters listed to
an Excel file.

c. Export All to CSV: This option exports all the rosters listed to a CSV file.

d. Export My Selected to CSV: This option exports only the selected rosters listed to a
CSV file.

5. The file will download onto your computer.
Figure 67. Exporting a Roster

Search for Rosters to Edit

ERIEHIE
N
MNote: For{ Export All to Excel

f print 1500 students at a time.
Enter search terms to filter search results

Teacher Sd:]ect Grades In MNumber Of
Roster tudents

Number o

Export My Selected to Excel
Export All to CSV

Export My Selected to CSV

IHIASummer, A
03, 04, 05, 06,
Datafolio UAT NASummer, 1A 07, 08, 09,10, 916
1142
%% %% % %% %% % e AVA
> WinterEOC,
+ 9 -SP-PT- :
] %% %%F SAA-SP-PT-Roster1 94949909 9% Winter EOC 07 1
AVA

6. Open the file to see a list of all your students from the roster(s) you selected in TIDE.

Figure 68. Roster Excel File

A A B 8 D E F G H | J
Ll School ID School Name TeacherLastName TeacherFirstName Roster Name 1E F E First Name Reporting ID

2 |99-9008 |Demo School 5009 Hila Test Roster #1 03 FSAUAT PMUAT-A DMS99009000552 [31AMC
3 |99-9008 |Demo School 5009 Hila Datafolio UAT 03 DataFolio PMUAT DMN444000444000 [3E46R
4 |99-9008 |Demo School 9009 Hia Datafolio UAT fo3 DataFolio PMUAT DM444000444001 |3E465
5 |99-9003 |Demo School 9009 Hila Datafolio UAT 03 DataFolio PMUAT DMN444000444002 [3E46T
6 |99-9008 |Demo School 5009 Hila Datafolio UAT 03 DataFolio PMUAT DMN444000444003 [3E46U
7 |99-9008 |Demo School 9009 Hila Datafolio UAT 03 DataFolio PMUAT DMN444000444004 [3E46V

Printing a Roster

For a list of user roles who can print a roster, see Table 2.
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To print a roster:

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

2. Retrieve the roster record you want to print by following the procedure in the section
Searching for Rosters.

3. Inthe list of retrieved rosters, mark the checkbox(es) for the rosters you wish to print, click [
6\!

], and select one of the following options.

a. Roster (Current Students): This roster will include students currently associated with
the teacher and school.

b. Roster (All Students): This roster will include all current and past students associated
with the teacher and school within the school year.

c. Student Settings and Tools: This option does not apply to the FSAA since the FSAA is
not an online assessment.

4. The Roster Student List page, as shown in Figure 69, appears.
5. Click Print.

Figure 69. Roster Student List

8/11/2021, 4:03:32 PM

Roster Student List

1 (77-9008)-FSAA |

Reporting ID Username

FL99999999999991| 3DU43

FL99999999999992( 3DU46

Roster Student List Fields
The Roster Student List PDF includes the following fields:

1. School ID: The school identification number

2. School Name: The school name

3. Teacher Name: The teacher administering the FSAA

4. Roster Name: Student Testing Roster [School ID]-FSAA

a. Student Name: The name of the student(s) participating in the FSAA administration.
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b. Enrolled Grade: The enrolled grade of the student(s) participating in the FSAA
administration.

c. Reporting ID: The FLEID of the student(s) participating in the FSAA administration.

d. Username: This field is not applicable to the FSAA. Other assessments use the
Username rather than the Student ID to log students into the DEI.
Adding a New Roster
You can create rosters from students associated with your school or district. For a list of user

roles that can perform this task, see Table 2.

To add a roster:

1. From the Rosters task menu on the TIDE dashboard, select Add Roster. The Add Roster page

appears (see Figure 70).
Figure 70. Add Roster Page

== Search for Sfudents to Add to the Roster

Enrolled Grade: | None seiected - Test Administration: | Hone selected -
T |

= Advanced Search

Search Fields: | Eligibility ~ Additional Criteria Chosen:

Eligibility Remove Al | | Remove Selected

2. Inthe Search for Students to Add to the Roster panel, search for students by selecting
District and School and any additional search parameters as necessary. You may also
choose additional criteria with which to search in the Advanced Search panel.

3. Inthe Add Students to the Roster panel (see Figure 60), do the following:

a. Inthe Roster Name field, enter the roster name. It is highly recommended that
you include administration information in the Roster Name.

b. From the Teacher Name drop-down list, select a teacher.

c. From the Students to display field, select the students you wish to view in the
Available Students list. The two options are:

i. Current Students: Displays students who match your search criteria and
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=
=

d

(+] ] [#]| [#] | [+

are currently associated with the school.

Current and Past Students: Displays all the students who match your
search criteria from the current year even if they are no longer associated
with the school. For example, if a Grade 7 student has left the school and
you search for Grade 7 students with the Students to display field set to
Current and Past Students, the student who has left the school will also
be displayed.

Note: When viewing current and past students from the selected year, students who are no
longer associated with your school will display the date on which they left the school in TIDE.
You can still add these students to your roster, if desired.

d. To add students, from the list of available students, do one of the following:

To move one student to the roster, click [+ ] for that student.

To move all the students in the Available Students list to the roster, click
Add All.

To move selected students to the roster, mark the checkboxes for the
students you want to add and then click Add Selected.

Figure 71. Add/Remove Students to Roster Panel

“Roster Mame. | RosterABC

“Teather Mams: | Demo, Demola v

*Students to display: @ Current Students Current and Past Students

Select Students from "Available Students” List below to add to the Roster

Available Students (4) Selected Students (4)
Student Name Enrolled Grade Reporting 1D Remaove Student Name Enrolled Grade Reporting ID
StudentLastname1... 09 FL952289095222 StudentLastname1... 02 FLO56639095626
StudentLastnamed... 09 FL953359095323 StudentLastnamad... 09 FLO58330005528
StudentLastname1... 09 FL954439095424 StudentLastname1... 02 FLE5998209502Y
StudentLastnamed... 09 FL955539095525 StudentLastnamad... 09 FLB61138096131
Add All | | Add Selected Remove All Remove Selected
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e. Toremove students, choose one of the following options from the list of
students in the roster:

i.  Toremove one student from the roster, click [ " ] for the
student.

ii. Toremove all the students from the roster, click Remove All.

iii. Toremove selected students from the roster, mark the
checkboxes for the students you want to remove, then click
Remove Selected.

4. Click Save, and in the dialog box, click Continue.

Modifying an Existing Roster

You can modify rosters, if required. However, the method in which a roster can be modified
depends on the roster type. The different types of rosters are:

e User Defined Rosters: These are rosters that you create through the Add Roster page (see
Adding a New Roster) or the Upload Rosters page (see Creating Rosters through File
Uploads). You can modify a user-defined roster by changing its name, associated teacher, or
by adding students or removing students. For a list of user roles who can modify rosters, see
Table 2.

e Pre-ID Rosters: Each school will have one Pre-ID roster generated with all currently enrolled
students in TIDE. Pre-ID rosters get updated nightly when new students are added or
students are deleted from TIDE. Pre-ID rosters cannot be edited.

To modify a user-defined roster:

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

2. Retrieve the roster record you want to edit by following the procedure in the section
Searching for Rosters.

3. Inthe list of retrieved rosters, click [] for the roster whose details you want to edit. The
View/Edit/Export Rosters window appears. This window is similar to the window used to
add rosters (Figure 71 ).

4. Inthe Search for Students to Add to the Roster panel, search for students by following the
procedure in the section Adding a New Roster.

5. Inthe Add Students to the Roster panel, do the following:

a. Inthe Roster Name field, edit the roster name, as needed.
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b. From the Teacher Name drop-down list, select a new teacher, if needed.

c. From the Students to display field, select the students you wish to view in the
Available Students and Selected Students lists. The two options are:

Current Students: Displays students who match your search criteria and
are currently associated with the school and roster. The Available
Students list displays students who are currently associated with your
school, and the Selected Students list displays students who are currently
associated with the roster.

Current and Past Students: Displays all the students who match your
search criteria from the current year even if they are no longer
associated with the school or the roster. If a student has been removed
from the roster, the date on which they were removed from the roster is
displayed in the Selected Students list. If the student who has been
removed from the roster is still associated with the school, they will be
listed in the Available Students list as a regular student. However, if the
student has left the school, then their record will appear in the Available
Students list with the date on which they left the school.

u Note: You can add students to your roster even if they have left the school.

d. To add students, from the list of available students, choose one of the following
options:

To move one student to the roster, click [+ ] for that student.

To move all the students in the Available Students list to the roster, click
Add All.

To move selected students to the roster, mark the checkboxes for the
students you want to add, then click Add Selected.
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Figure 72. Modifying a Roster: Current and Past Students

*Students to cisplay- Gurrent Students ‘® Curentand Past Students

=
=
=

Student Name

Shidenil asinana

F FH|F FHEH

Stujenil asinane

SludeniLasiiune.

StujeniLastname.. 09

StudeniLasiname.. WY

Select Stucents from "Available Students™ List below lo add to the Rosler

Available Students (5) Selectsd Students (3)

Enrolled Grade Reporting ID Left School Remove Student Name Enrolled Grade Reporting ID Left Roster
oe FL956659095326 SludenlLasnamel... 03 FL852289095222
a Studentias:name1... 03 FL953389095323
StudentLasname1... U FLYS24500U0424
A F19ATAINAGET 31
1] FL955530095525

Add Al | | Add Selected Removs All Remove Selected

e. Toremove students, choose one of the following options from the list of
students in the roster:

To remove one student from the roster, click [ ** ] for the student.
To remove all the students from the roster, click Remove All.

To remove selected students from the roster, mark the checkboxes for
the students you want to remove, then click Remove Selected.

6. Click Save, and in the dialog box, click Continue.

Creating Rosters through File Uploads

If you have several rosters to create, it may be easier to perform this task through file uploads.
This task requires familiarity with composing comma-separated value (CSV) files or working

with Microsoft Excel.

To upload rosters:

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

2. Click Download Templates and choose CSV or Excel file format.

3. UsingTable 9 as a reference, fill out the Roster template that you can download from the
Upload Rosters page.

4. Upload the new file to TIDE.
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Table 9. Columns on the Rosters Upload File

Column Name

‘ Description

‘ Valid Values

roster

District ID* District associated with the District ID that exists in TIDE. Must be
roster two characters.
School ID* School associated with the School ID that exists in TIDE. Must be

four characters. Must be associated
with the district ID.

Test Administrator's Email*

Email address of the
Alternate Assessment
Teacher (AAT) associated
with the roster

Email address of an existing user in
TIDE

Roster Name* Name of the roster Up to 20 characters
FLEID* Student’s unique identifier FL followed by 12 digits
within the state
Action Indicates if this is an add or One of the following:
delete transaction Add—Add new user or modify an
existing user record.
Delete—Remove existing user
record.
Note: If the field is left blank, the user
record will be added/modified as
applicable similar to an Add action.
*Required field

Figure 62 is an example of an upload file that creates three rosters with one student in each.

Figure 73. Sample Roster Upload File

A B C E F
1 |District ID SchoolID  Test Administrator's Emai Roster Name FLEID Action
2 /99 %006 demo@email.com PTAlgl FL999399999933 Add
3 /99 %006 demo@email.com PTELAZ FL999399993998 Delete
4 199 %006 demo@email.com Datafolio FL999999999957
=

If the roster PTAlg1 does not exist in school 90e6, TIDE will do the following:

e Createtheroster PTAlgl associated with demo@email.com and add
FLEID FL999999999999.

e Delete the FLEID FL999999999998 from roster PTELA2.

e Addthe FLEID FL9999999999997 to the roster Datafolio.

Deleting a Roster

You can delete rosters created in TIDE. (This feature is not available for Pre-ID rosters.) For a list
of user roles who can perform this task, see Table 2.
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1. From the Rosters task menu on the TIDE dashboard, select View/Edit Rosters. The
View/Edit/Export Rosters page appears.

2. Retrieve the roster record you wish to delete by following the procedure in the
section Searching for Rosters.

3. Inthe list of retrieved rosters, mark the checkbox(es) for the rosters you want to

delete and click []

4. A confirmation page appears. Click Yes to delete the roster(s).

Figure 74. Sample Delete Roster Action

EXIE]

Note: For multiple raster selection, you may print 1000 students at a time

Enter search terms to filter search results  Q
Numker cf rosters found: 556

Edit | Roster Name Teacher Sub]ect Crades In | Number Of o
Roster 7| Students Z
3

1} / Ranga3-GEQ Deme, Teacher 03, 06, 03

Rarga1-ALG1 Deme, Teacher ALGA 05, 06, 03 3

Working with Orders (Performance Task Only)

This section describes how to place additional orders, verify contact information, view the order
history, and review order quantities.

2022 Fall Makeup FSAA—Performance Task

For the 2022 Fall Makeup FSAA—Performance Task, AACs or APSAs will place all orders for
regular print, one-sided print, and braille materials for the 2022 Fall Makeup using the Place
Additional Orders option under the Orders task menu.

The Order Window is from August 15, 2022, to October 5, 2022. To ensure that materials arrive
in the district by September 19, 2022, AACs and APSAs must place orders by September 15,
2022. Orders for additional materials may be placed through October 5, 2022. It must be noted,
however, that orders placed after September 15, 2022, will be processed on the next business
day after the order is placed. Districts can also order return materials in TIDE through October
14, 2022.

Spring 2023 FSAA—Performance Task Initial Orders

For the Spring 2023 FSAA—Performance Task, there will be no Preorder Window. TIDE will
calculate initial orders based on the Pre-ID files that AACs will upload into TIDE. CAIl will pull an
extract for initial orders two weeks after the deadlines for AACs to upload these Pre-ID files. CAl
expects to pull this Initial Order extract right before the winter break.
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CAl and Pearson will calculate the following overage quantities based off initial orders: 25% for
test booklets and 50% of the test booklet overage for auxiliary materials kits. There will not be
any overage for one-sided auxiliary materials kits or for braille auxiliary materials kits.

Districts will be able to view the initial orders that were placed on their behalf using the View
Order History task and the View Order Summary task.

AACs and APSAs will place additional orders using the Place Additional Orders option under the
Orders task menu. They will be able to place orders for test booklets, auxiliary materials kits,
one-sided auxiliary materials kits, and braille materials kits. For test booklets, auxiliary materials
kits, and one-sided materials kits, AACs and APSAs will be able to order by form. All braille
auxiliary materials kits will be shipped with a Form A test booklet. Figure 64 includes a snapshot
of the materials that will be available during the Additional Order Window for Grade 3.

Figure 75. Place Additional Orders Page

Place Additional Orders

= Verify Contact Information

== Search for Orders

The following table lists your additional orders for Demo District 99

Material Description Additional Quantity | Quantity Pending Quantity Quantity You Wil
Approval Approved Receive

= Access Grade 3 Form A Tesl Booklet and Auxiliary Malerials Kils (including braille)

Form A Grade 3 Test B et (ELA and Mathematics) 0 0 0
One Form A Grade 3 ematics lest booklet.
Form A Grade 3 Auxili

Aaterials Kif for ELA and Mathematics 0 o i
One Form A Grade 3 suxiliary materials kit for ELA and Mathematics.

+ Return Material Supplies

Form A Grade 3 One-Sided Auxiliary Materials Kit for ELA and Mathematics ’7 o 0 0
m i auxiliary materigis kit for ELA and Matf tics.
emeth Contracted Auxili ials Kits
One braille Grade 3 UEB contracted auxiliary materials kit for ELA and one brailie Grade 3 UEB contracted with Nemeth auxiliary materisis a 0 0
kit for Mathematics.
Braille Grade 3 UEB with Nemeth Uncontracted Auxiliary Materials Kits
Br: JEB uncontracted auxiliary materisls kit for ELA and Braille Grade 3 UES uncontracted with Nemeth suxiliary matenals kit 0 0 0

The Additional Order Windows for the Spring Performance Task are listed below:

e Elementary and Middle School (Grades 3—8) and Civics End-of-Course Materials: February
20-April 7, 2023

e FELA1,ELA 2, Algebra 1, Geometry, Biology 1, and U.S. History EOC Materials: March 20—
April 21, 2023

e Return Material Supplies: February 20—May 5, 2023
Placing Additional Orders
To verify contact information:
Prior to placing the first additional order in TIDE, the AAC or APSA must confirm their contact

information. Districts will not be able to access the Additional Orders tab without first
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confirming the contact and shipping information of the AAC or APSA in TIDE.

Figure 76. Verify Contact Information Panel

== Verify Contact Information

Verify your contact information below.

Test Coordinator Information Shipping Information (Materials)
MName: Demo District 99 *Address Line1
*First Name: Address Line2 I:l
*Email Address: *Zip Code:
Alternate Email Address: I:l Zip+4; I:l
Phone Extension I:l

1. From the Orders task menu on the TIDE dashboard, select Place Additional Orders. The
Place Additional Orders page appears.

2. Review the Test Coordinator Information and the Shipping Information (Materials)
information and make edits as necessary. Select Verify.

not update TIDE with the alternate shipping address. Instead, please contact the FSAA Service

I Note: If an alternate shipping address is needed for the Initial Order shipments only, please do
‘ \ Center at FSAAServiceCenter@cambiumassessment.com to update this information.

3. A confirmation page will appear. Select Continue.

To order additional materials:

Once the AAC or APSA has verified their contact information under the Verify Contact
Information panel, they will be able to place additional orders.

1. From the Orders task menu on the TIDE dashboard, select Place Additional Orders. The
Place Additional Orders page appears. The Verify Contact Information panel will be
collapsed, and the Search for Orders panel will be open (see Figure 77).
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Figure 77. Fields on the Place Additional Orders Page

Place Additional Orders

0 Use this page to place and view additional orders_ You must verify contact information prior to placing your first additional order. Comments for orders are
opfional and for district use only. Do not use the Comments field to provide special shipping instructions or requests {e.g., specify an altermnate shipping
address). |more info -

4+  \Verify Contact Information

== Search for Orders

®  District

2 Schoal

2. Click one of the following on the Search for Orders panel.

a. Select District to place an order at the district level.

b. Select School to place an order for an individual school. A drop-down menu will

appear with a list of the schools in the district.

3. Click Search. A list of materials available for ordering, including specific forms, appears (see
Figure 78 ).

Figure 78. Place Additional Orders Page

Place Additional Orders

=+  \Verify Contact Information

=  Search for Orders

| Save Orders

[ |

The following table lists your additional orders for Demo District 99

Material Descriplion Additional Quantity | Quanfity Pending Quaniity Quantity You Will
Approval Approved Receive

= Return Material Supplies

= Access Grade 3 Form A Test Booklet and Auxiliary Materials Kits (including braille)
Form A Grade 3 Test Booklel (ELA and Mathematics) o ° o
One Form A Grade 3 ELA and Mathematics test booklet.
Form A Grade 3 Auxiliary Materials Kit for ELA and Mathematics 0 § 0
One Form A Grade 3 auxiliary materiais kit for ELA and Mathematics.
Formm A Grade 3 Cne-Sided Auxiliary Materials Kit for ELA and Mathematics |7

One Form A Grade 3 one-sided auxiliary materisls kit for ELA and Mathemastics

Eraille Grade 3 UEB with Nemeth Contracted Auxiliary Materials Kits
One braille Grade 3 UESE coniracted auxiliary matenals kit for ELA and one braille Grade 3 UEB contracted with Nemeth auxiliary materials 0 | ] 0 0
kit for Mathematics -

Braille Grade 3 UEB with Nemeth Uncontracted Auxiliary Materials Kits
Braille Grade 3 UEB uncontracted suxiliary materials kit for ELA and Braille Grade 3 UEB uncontracted with Nemeth auxiliary materials kit | o L] 0
for Mathematics

4. In the Additional Quantity column, enter the quantity of each material you wish to order.
This field will remain populated with the material quantity you have entered until the order
is pulled at 10:00 a.m. (ET) daily.

tf) Note: You can modify quantities on your order up until 10:00 a.m. (ET) every day. Once an order
is pulled from TIDE, a new order will need to be placed for any additional materials. This new
order will be pulled from TIDE the next day and will have a different order number.
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5. Select Save Orders. A text box appears allowing you to enter additional comments. Please
note that comments for orders are optional and for district use only.

6. Select Submit to submit your order. The Order summary window appears to show you an
overview of your order. Click Close to return to the Place Additional Orders page.

1+ Note: Users will receive the following message if they try to place an order during the time orders
are being sent to Pearson (at 10:00 a.m. [ET], every morning during the Additional Order
Window): "Today's order have recently been updated, and your current order has not been
saved. Please try to place your order again in 15 minutes."

Table 10 describes the columns on the Place Additional Orders page.

Table 10. Columns on the Place Additional Orders Page

Status ‘ Description ‘
Material Description of the materials available for a particular administration.
Description

Additional Total quantity you wish to order. (After you enter an order quantity
Quantity and select Save Orders, this number will appear in the Quantity

Approved or Quantity Pending Approval column. The number in this
column resets to zero once the order has been sent to Pearson.)

Quantity Pending Additional quantity you ordered that is pending approval. This
Approval number resets to zero once the order has been approved or denied.
Quantity Quantity of the most recent order approved. This number resets to
Approved zero once the order has been sent to Pearson (around 10:00 a.m.
[ET] every morning).

Quantity You Will Total order quantity to be shipped from the vendor.
Receive

Viewing Order History

You can review the order history of test materials for your school or district.

To view order history:

1. From the Orders task menu on the TIDE dashboard, select View Order History. The View
Order History page appears (see Figure 79 ).
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Order History for my District

Figure 79. Fields on the View Order History Page

Enter search terms to filter search results <

Order Number Order Type Submitted By Order Status Submitied Date

= District: Demo Cist 99

100160

1001861

= School: Demo School 9000

100150

100173

= School: Demo School 9001

100174

100151

= School: Demo School 9002

100152

100175

Initial Lzst Namet, State-FN1 Open 07/26/2017 12:35 PM (EST)
Adcitional Last Name1, State-FN1 Awaiting Approval 07/27/2017 0749 AM (EST)
Initial Lest Name1, State-FN1 Open 07/26/2017 12:35 PM (EST)
Additional Lzst Name, State-FN1 Approved 07/27/2017 07:51 AM (EST)
Additional Lzst Name1, State-FN1 Approved 07/27/2017 07:52 AM (EST)
Initial Last Name1, State-FN1 Open 07/26/2017 12:35 PM (EST)
Initial Last Name1, State-FN1 Open 07/26/2017 12:35 PM (EST)
Additional Lzst Name1, State-FN1 Awaiting Approval 07/27/2017 07:52 AM (EST)

2. Toview the order details, click the order number in the left column. The Order Details

window appears.

3. Toview the order’s tracking report, click the tracking icon [ i ].

4. Toview the order’s packing lists and security checklists, click the reports icon ["'5:| ]. Table 11
describes the columns on the View Order History page.

Table 11. Columns on the View Order History Page

Column Description

Order Number

Materials order number

Order Type

Type of order: initial or additional

Submitted By

User who generated the order

Order Status

Order’s current status

Submitted Date

Date order was generated

Tracking

Order’s tracking report

Reports

Order’s packing lists and security checklists

Viewing Order Summary

You can view reports summarizing test material orders for your school or district.

To view order quantities by test material:

1. From the Orders task menu on the TIDE dashboard, select View Order Summary and the
Search for Order panel on the View Order Summary page appears (see Figure 80 ).
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Figure 80. Fields on the Search for Order Panel

== Search For Order

*Saarch Order Far ' District *Search Crder By: | Mone selected -

' Sehoal

‘— Select - "

Search

2. Fromthe Search For Order panel, select District or School.

3. From the Search Order By drop-down list, select Initial, Additional, or Select all to include
those types of orders in the report. For all administrations except spring, you will be
searching for additional orders only.

4. Click Search. The Order Summary panel appears (see Figure 81).

Figure 81. Order Summary Panel

Enls i il = Q
Numberolorderslound 4 nier search terms i filter search resul

District Quantity School Quantity Total Cuantity
Material T District Expected District Awaiting School Expects School Awaiting Total Expected Total Awaiting
atern
e Shipment Approval .:hlpmml Approval Shipment Approval

Administration Document - Procedural Manual

Administration Document - Test Administration 1 0 o 9 1 o
Manua

Inbound Colored Labels 1 0 o o 1 o

EL& 2 Auxiliary Materials Kit 4 a o o 4 o

Table 12 describes the columns on the Order Summary panel.

Table 12. Columns on the Order Summary Panel

Column ‘ Description

Material Type Description of the materials available for a particular
administration

District Expected Shipment Approved district-level order quantities

District Awaiting Approval District-level order quantities pending approval

School Expected Shipment Approved school-level order quantities

School Awaiting Approval School-level order quantities pending approval
Total Expected Shipment Sum of approved order quantity for districts and schools
Total Awaiting Approval Sum of pending order quantity for districts and schools
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Section V. Administering Tests

This section provides instructions for performing the tasks in the Administering Tests category.
These tasks are typically performed immediately before or while teachers are recording student
responses or uploading student evidence in the Data Entry Interface (DEI).

Administering Tests

This section covers the following topics:

Monitoring Test Progress

Managing Requests

Reason Not Assessed
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Monitoring 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. Access to reports
depends on your user role. See Table 2 for more information.

The following reports are available in TIDE:

e Participation Report: Details all of a student’s test opportunities and the status of
those test opportunities.

e Search by FLEID: Details the student’s test participation results.

e Test Status Report: Details the status of all tests for the subjects selected.

m Note: This report is limited to AACs, APSAs, SLCs, and BSLCs.

Generating a Participation Report

TIDE includes a Participation Report that provides details about student test statuses within a
school. It allows users to sort student information by school, teacher, or student and provides
information at a granular level. During times of heavy testing volume, Participation Reports may
be delayed up to four hours.

To generate a Participation Report:

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

Figure 81. Sample Participation Reports Page

Participation Reports

© Use this page to view participation reports. [mare in

o = Search for Students

aaaaaaaa

= Choose WWhat
Test: [FASTPM 1 v “Test Name: | All selected (14)

= Get Specific
®Students who|nave | [completea v | the

the selected administration

ttect, or reported.

O Students whoss a © | between [0712512022 | 8 ang [o7252022 I

O Search student(s) by [FLEID v [Enter up to 20 FLEID(s) separated by commas
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2. Inthe Search for Students panel, select the district and school(s) to include in your report.
You also have the option to enter teacher name, enrolled grade, first name, last name,
and/or FLEID. Advanced Search is also available to allow you to search by other student
demographic information.

«rrf)  Note: For districts that have more than 20 schools, the Select all option will not be available.
U Furthermore, the checkboxes for the schools will be disabled once 20 schools have been
selected.

3. Inthe Choose What panel, select the parameters for which tests to include in your report:
a. Fromthe Test drop-down list, select a test administration.

=+ Note: FAST PM 1 is the default test in the drop-down list. Use the drop-down list to
U select the appropriate FSAA administration.

b. From the Test Name drop-down list, select the test or tests for which you want
to generate the report.

4. In the Get Specific panel, select the radio button for one of the options and then set the
parameters for that option. The following options are available (parameters for each
option are listed in {brackets}):

a. Students who {have/have not} {completed/started} the test in the selected
administration. This filter allows you to determine which students have or have
not started or completed testing.

b. Students who have the status of {student test status} in the selected
administration. This filter allows you to determine which students have a
specified test status for the selected test. You can choose multiple statuses or
select Any to search for students under any of the listed statuses.

c. Students whose most recent {Session ID/TA Name} was {Session ID
(Optional)/Last Name, First Name (Optional)} between {start date} and {end
date}. This filter allows you to search for students who were in a specific session
and view their current test status. This report returns the most recent
participation data for students who have taken the selected test. To view this
report, perform the following steps:

i.  Optional: Specify whether you wish to search by Session ID or TA Name
and enter the AAT or Session ID or name as applicable. The Session ID is
found in the DEI.

ii.  Click the date fields to view the calendar and select the time frame. If
the Session ID or AAT name is not specified, you will be limited to a
date range search of 15 days.

d. Search student(s) by {FLEID/Name}: {FLEID/Enter Exact First Name} and /or
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{Enter Exact Last Name}. You can enter up to 20 FLEIDs separated by commas to
search for in this filter. To search for a student by name you must enter either
the first name, last name, or both first and last names exactly as they would
appear in TIDE.

5. Do one of the following:

a. Toview the report on the page, click Generate Report.

b. Toopen the report in Microsoft Excel, click Export Report.

Figure 83 displays a sample Participation Report output, and Table 13 provides descriptions of
the columns in this report.

To hide column values from the table, click [] in the upper right of the table. Then
deselect or select the values you would like to remove or add. The table will update
immediately.

PerformanceTask, PMUAT DM444000453378

erformanceTask. PMUAT DM444000453380

anceTask, PMUAT DM444000453381

ask. PMUAT DM444000453382

PMUAT

Attribute Description

Name

Dema District 99
Demo District 99

Demo District 99

Figure 83. Sample Participation Report

Demo School 9009 09 UAT-DAFS-3  reported 3131 2221208 04282022 047282022 000152

Demo School 9003

UAT-ED4E-3 reported 31731 2 047292072 04292022 000145

Demo School 9009 09 04292022 0472912022 000208

04292022 047292022 000228

047292022 047292022 00:01:55

Table 13. Columns in the Participation Report

Student’s name (Last Name, First Name).

FLEID

Student’s 14-character identification number.

District Name

Name of the district selected.

School Name

Name of the school(s) selected.

Enrolled Grade

The grade in which a student is enrolled.

Test Test name for this student record (e.g., Grade 7 Mathematics).

TA Name The AAT who is entering student responses or uploading student evidence
into the DEI.

Session ID The Session ID to which the test is linked. This ID is found in the DEI.

Status The status for that specific test.

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

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

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

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

Test Duration Amount of time in minutes a student spent in one or more sessions of a test.
Displayed as HH:MM:SS.

Search by FLEID

Users can search by one or more student FLEIDs to generate a Participation Report. If you have
many FLEIDs you would like to search, it may be easier to perform this task through file
uploads. This task requires familiarity with composing comma-separated value (CSV) files or
working with Microsoft Excel.

To generate a Participation Report by FLEID:

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Search by
FLEID. The Search by FLEID page appears.

Figure 84. Sample Search by FLEID Page

® Ener (O Upload

== Enter FLEID(3)

Student 1D(s)

Generale Reporl

2. Tosearch for specific students, do one of the following:

a. Select the Enter radio button and enter one or more FLEIDs in the text box. The
FLEIDs should be separated by a comma and a space.

b. Select the Upload radio button and upload an Excel or CSV file.

(B TE

Note: Excel or CSV files are supported. Excel files should include only FLEIDs with one FLEID
per row. The maximum number of FLEIDs that can be entered or uploaded is 1,000.

Click Generate Report. The results will populate below the search box.
Figure 85 displays a sample Participation Report output, and Table 13 provides descriptions of

the columns in this report.

To hide column values from the table, click [] in the upper right of the table. Then
deselect or select the values you would like to remove or add. The table will update
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immediately.

Figure 85. Sample Search by FLEID Results

Number of sludents found: 5

= v
lest, Uomod | FL1Z3456/88012  Uemo Wisinct 989 Liema Schoal 5004 Ngobra 1 EOC Lname. Fname  UAL-1AGD-3 roported | 2012741 U420 2020 0472002020 042002020 O: 1
Tast Namad | FIAZMEETEAN? | Deme Diskrict 4 | Namo Schoal 8008 10 Geomalry FOC I nams Fnams  UAT 1470 5 repartad | 2012744 0ADN020 04202020 AR2002020 000204
Tost, Domel | FL1234506788012  Demo Distict 02 Como School 8008 10 Biology 1 EQC Lmnamc, Frame  UAT-IATD-3  rcported | 2012742 04:2062020 0472072020 0472002020 00:02:03
Test, Damo1 | FL12JME6708012 | Demc Dislnict 96 = Demo School 8008 10 Civics LOT Lname, Fnams  UAT 1ATD 3 reported | 2012742 2072020 2002020 12072020 00:02:30
lesl, Usmnal 1 L123458/88012  Demo Usincl 99 Dano School 5004 1o US Hresloay E0C Luame | ueme UAT-1AMD-S repoiled | 2012745 U200 2020 0472002020 LAr2002020 0002248

Reviewing Test Status Reports

The Test Status Report provides a district-wide snapshot of test statuses for all tests in a district
in the selected test administration.

To access the Test Status Report:

1. From the Monitoring Test Progress task menu on the TIDE dashboard, select Test Status

Report. The Test Status Report page appears.

2. Inthe Report Criteria panel (see Figure 86 ), select search criteria for the test and
administration.
Figure 86. Test Status Report Criteria Search Fields
Test Status Report

© Use this page to view students’ test statuses for your organization. |more info -

==  Report Criteria
Test: ‘ FSAA Spring Performanc V‘ Administration: | 2023

| Generate Report | | Export Report |

3. Do one of the following:
c. Toview the report on the page, click Generate Report.

d. Toopen the report in Microsoft Excel, click Export Report.

TIDE displays the tests and associated statuses (Figure 87 ) while Table 14 lists the columns in
the Test Status Report.
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Number of students found: 5109

Enter search terms fo filler search resuits &

Figure 87. Test Status Report

1-50 of 5109 records | Page: 4 |I| of 103 lb

FLEID . | TestName .| TestStatus | Date . | Assigned School Assigned School . Resufts |
N . 7| Started 7D 7| Name o ID o

Datafolio, PMUAT DM481679526890

Datafolio, PMUAT DM481679526891

Datafolio, PMUAT DM481679526888

Grade 10 English Language

S invalidated 3129/2022 99-9009 Demo School 9009 UAT-C20D-5 4551789
ﬁ:‘sd; \bnatehianguage Z‘;'fg;'“ed 99-9009 Demo School 9009 UAT-A48D-4 | 3012023
Gt e o Enokst Balinueis reported 25/30 | 04/04/2022 | 99-9009 Demo School 9009 UAT-C20E-3 2054172

Arts

Table 14. Columns in the Test Status Report

Column Description

Student Name

Student's name (Last Name, First Name)

FLEID Student’s 14-character identification number
Test Name Name of the test

Test Status Test's most recent status

Date Started Date student started the test

Assigned School ID

ID of school where student is enrolled

Assigned School Name

Name of school where student is enrolled

Session ID

Unique ID for the test session

Result ID

Unique ID for the item result

To see descriptions of possible statuses in the Test Status Report, see Table 15.

Table 15. Test Opportunity Status Descriptions

Status Definitions

Started The teacher has started data entry.

Paused The test is currently paused (as a result of one of the following):

e Theteacher paused by clicking the Pause button.

e The teacher completed Collection Period #1 (CP #1) or Collection
Period #2 (CP #2) of the FSAA—Datafolio. When a teacher completes
CP #1, the test will be paused at Item 3. When a teacher completes CP
#2, the test will be paused at Item 6. Information about the item
numbers and sections that correspond to the pages requiring data
entry activities for the FSAA— Datafolio is found in Appendix B.

FSAA—Datafolio Item Number Description

e Theteacher idled for too long and the test was automatically paused.
e The teacher’s browser or computer shut down or crashed.

Completed The teacher has submitted the test for scoring. No additional action can be
taken by the teacher.
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Invalidated The test has been invalidated.

Submitted The teacher has submitted the test and is back on the Login page. The student’s
test has not passed CAl’s quality assurance review and the test has not been
submitted for scoring.

M Note: Test statuses may move from Submitted to Reported at varying
times. Once a test is in Submitted status, there is nothing more that needs
to be done.

Reported The student’s score for the completed test in the DEI has passed the quality
assurance review and has been submitted for scoring.

Managing Requests

This section identifies the various request types and the ways in which these requests can be
created, viewed, processed, and approved within TIDE. Table 16 provides descriptions of each
request type. It is recommended that AACs, APSAs, and SLCs log in to TIDE daily during the test
window to see whether teachers have created a request. AACs, APSAs, and SLCs will not receive
an email notification every time a request has been submitted.

Users will see a red circle next to the Invalidations and Requests task on the TIDE dashboard

when requests have been submitted for each administration (see Figure 88). There will be a

number in white font inside the red circle that will inform the user of the number of requests
that are in the queue to be processed.

Figure 88. Invalidations and Requests Notification

ﬁ Invalidations and Requests 4 °

e /** Reason Not Assessed °

ﬁ"-, Monitoring Test Progress °

Table 16 provides descriptions of each request type that an AAT may submit for approval.
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Table 16. Types of Requests
Type ‘ Description ‘

Invalidate a test Used when the validity of test scores has been compromised. Invalidated
tests will not receive a score. You can only submit these invalidations
until the end of the test window.

Reset a test Used if the data entered is incorrect. This request deletes all responses
currently entered.

Re-open a test Used if a test was submitted in error. The test must be in a Completed,
Submitted, Reported, or Invalidated status.

Restore a test that Restores the responses from the original test before it was reset.

was reset

Re-open a test Re-opens a previous test section. This request should be used for Datafolio

section tests that require the AAT to enter information into previous sections.

Warning: Timing of resets and re-opens. While resets and re-opens can technically be created
in TIDE through the end of the test window, teachers should create resets and re-opens as soon
as possible so that AACs and SLCs can process the request and teachers can finish entering
student responses.

™ Note: To create a request, the student's test must be in Paused status. Requests cannot be
created in TIDE for tests that are active in the DEI.

Creating Requests

AACs, APSAs, SLCs, BSLCs, and AATs can create the following requests in TIDE: invalidate a test,
re- open a test, re-open a test section (Datafolio only), reset a test, and restore a test that was
reset.

To create requests:
1. Gatherthe Result ID, Session ID, or FLEID. Note, AATs do not have access to the Result ID.

a. Select Create Requests. The Create Requests page appears.

Figure 89. Selection Fields on the Create Requests Page

=  Select Request Type and Search

*Reguest Type: O Invalidate & test o *Search Student By: - Select-
O Re-openatest (2]
O Re-open a test section [2]

O Resetatest @@

O Restore a test that was reset @)

b. Inthe Select Request Type and Search panel, select a request type by clicking on the
button next to the request you want to create.

c. From the drop-down list and in the text field, enter search criteria for the student for
whom you need to create a request. You can search by Result ID, FLEID, or Session ID.
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d. Click Search. TIDE displays the student at the bottom of the Create Requests page.
Figure 90. Sample Retrieved Student Results

4 Select Request Type and Search

Enter search tems lo filer search resuls
Number of records found: 1

Request Schod Result First FLEID Test Test Start Date of Case Appeal Status Appeal Items
Type ID i Name % | Name +| Status +| Date + Lasl % | Number %| Reason #| Answered #

Re-open a 10/14/2021 10/14/2021 Algebra
test 99-9008 2050541 Demolast DemoFirst FLO00020210648 Completed 105013AM  10:51:26 AM

2. Markthe checkbox for the student for whom you want to create a request, and then click
Create.

3. Select areason for the request from the drop-down list in the window that pops up.
4. Optional: Enter additional comments, if needed.
5. Click Submit. TIDE will display a confirmation message.

Figure 91. Request Reason Dropdown List

*Select a reason from the list

Additional Comm Submitted test in error ed when
‘Other’ is selected| o, o

Submit Cancel

Viewing Requests
To view and export requests:

1. From the Invalidations and Requests task menu on the TIDE dashboard, select View/Export
Requests. The View/Export Requests page appears.
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Figure 92. Selection Fields on the View/Export Requests Page

== |nvalidations and Requests Information

Choose a Reguest Type Choose a Request Status Additional Request Criteria
Request Type Request Status: Session ID | |
Om® Om@
O invalidate a test @ O Submitied for Processing @ FilesBy
O Re-open a test 0 O Processed 0
O Re-open a test section 0 O Error Occurred 0
O Resetatest 0 (] Rejected by System 0
O Restore a test that was reset 0 m] Requires Resubmission 0
[ Rescore a test 0 O Pending Approval 0
O Rejected (7]

O Retracted 0

2. Retrieve the requests you want to view by selecting or entering information in the
Invalidations and Requests Information panel.

3. Click Search. You will be prompted with the option to View Results, Export to Inbox, or
Modify Search.

a. If you choose View Results, the list of retrieved records appears below the search
panel. Figure 93 shows retrieved requests.

i. Optional: If you wish to expand the search panel to change your search

parameters, click [ ] in the upper-left corner of the panel.

b. If you choose Export to Inbox, you must select a file format (Excel or CSV). The
search results in the selected file format will then begin downloading in the Secure
Inbox. Once you receive confirmation that your file is ready, you may download it
from the Secure Inbox (see Accessing Files from the Secure Inbox).

c. You can select Modify Search to return to the Invalidations and Requests
Information panel and edit your selections.

Figure 93. Retrieved Requests

Number of records found: 254

Case Request Schooal Last Name First Name FLEID Request
Number €| Type * * * Date 4
Invalidate . Submitted for Processing 09/11/2020

[J | 13852 iy 779004 40000076 SuFaWi20Mock0214  Alg20 FL202004000214 ) 1138 AM
= Invalidate 2 Submitted for Processing 04/06/2021

O | 14475 - 779004 | 40003964  Spring21Mock0361 Alg21 FL202100000361 . 207 P
O 14794 ™R 270004 | 40004955 SuNR1Mockd130  Geo2t FL202107010130 St i Peoiesion. | (1511 40

2 test uivicios =0 [ ] 1:27 PM
Invalidate ) Submitted for Processing 06/14/2021

: - i
O | 14797 S 779004 | 40004917 SuWi2 1Mock0120 Alg21 FL202107000120 . 129 BM

4. Optional: Review the initiator’'s comments about the request by clicking [.] in the Request
Status column.
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A request’s status can change as it moves through the process. Table 17 lists the available
statuses.

Table 17. Request Statuses

Request Status Description of Status

Error Occurred An error was encountered while the request was being
processed.

Pending Approval Request is pending approval.

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

Rejected Request was rejected by another user.

Rejected by The DEI was unable to process the request due to the teacher

System still being logged into the test. In order for a request to be
successfully processed, teachers must be logged out of the DEI.

Requires Request must be resubmitted.

Resubmission

Retracted Original request was retracted.

Submitted for Request submitted to the Data Entry Interface (DEI) for

Processing processing.

Processing Requests

After a request has been created, an AAC, APSA, or SLC will need to process the request in TIDE.
Requests can be approved, rejected, or retracted.

Table 18 lists the requests that may be approved by the AAC, APSA, or SLC.

Table 18. Request Approval Permission by User

Appeal Type AAC APSA SLC
Invalidate a test v v

Re-open a test

Re-open a test

section (Datafolio v v
Only)
Reset a test v v

Restore a test that
was reset

To process requests:
1. From the Invalidations and Requests task menu on the TIDE dashboard, select Process
Requests. The Process Requests page appears.

2. Retrieve the requests you want to process by choosing a Request Type and a Request
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Status. Enter Additional Request Criteria, as applicable. Click Search. The results table

appears underneath the search criteria.

Figure 94. Process Requests Page

Process Requests
© This page allows you to export, approve, reject, or retract invalidations and requests. [mare info «

= |nvalidations and Requests Information

Chaose a Request Type Choose a Request Status

Reauest Type: @ A1 @ Request Status
Invaidate a test @

Re-open atest @

Re-open atest section @

Reset a test @

Restore a fest that was reset @

Number of records found: 5

Enter se;
Case Request | School Last First FLEID Sessions Request | Additional Test Test Requested | Test
Number ¢|Type & + Name ¢|Name ¢ [ [} Dale 4| Comments ¢ ¢| Staus ¢ | By ¢| Start

Date

Pending Appraval @

Additional Request Criteria

areh terms i filter s=arch results a

Dateof | Requested Eo
#[Last  #|Emai
Activity

Student is no
fonger

Invalidate 07/18/2022 | participating in = Grade 3 07/05/2022 | 07/05/2022 | FL-
32468 G 778005 @ 2228485 Demolast DemoFirst FL101112101435 Per\dmgAppmva\' Shhoa men FeEt paused tester, test T3AM | 1133AM | STATEd@demo
2022-23
Datafolio.
Grade 3
Reseta 07/05/2022 | Emor in English Demo-AACT, | 06/17/2022 | 06/17/2022
32449 ot 99-9009 | 2227093  Datafolio = PMUAT DM444899444910 Pending Approval S ioesstsation: | ¥arkosoos: paused WoerRati B0 RM | P AR fl-aac1@demo u
Arts
1y Note: The successful processing of a request depends upon test status. Table 19 lists the valid

combinations of requests and test statuses. For example, you can invalidate a test that is in one
of the following statuses: completed, paused, reported, or submitted. Similarly, you can only re-
open a test section for a test that has the test status of paused.

Table 19. Available Requests by Test Status

Invalidate Re-open a e Re-open a
Test Status test that :
a test test test section
was reset
Completed v v v
Paused 4 v v
Reported v v v
Review v
Submitted v v v
Invalidated v v

3. Do one of the following:

a. Mark the checkboxes for the requests you want to process.

b. Markthe checkbox at the top of the table to process all the retrieved requests.

4. Click Process above the table and select an action:

a. Toapprove the selected requests, select Approve.
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b. Toreject the selected requests, select Reject.

c. Toretractthe selected requests, select Retract.
5. Enter a reason for the request action in the window that pops up.
6. Click Submit. TIDE displays a confirmation message.

TIDE removes the processed requests from the list of retrieved requests.

Reason Not Assessed

If a student who is eligible to participate in the FSAA—Performance Task or FSAA—Datafolio
was not assessed, AATs will indicate a Reason Not Assessed in TIDE. If, for example, the wrong
test was administered to a student or a student received a medical exemption, the AAT would
assign a Reason Not Assessed to the student’s test. AACs, APSAs, SLCs, and BSLCs also have the
ability to assign a Reason Not Assessed in TIDE.

Assigning a Reason Not Assessed

To assign one of the Reasons Not Assessed to a student’s test in TIDE:

1. Inthe Reason Not Assessed task menu on the TIDE dashboard, select Reason Not Assessed.
The Reason Not Assessed page appears (see Figure 95).

2. Retrieve the student to whom you want to assign a Reason Not Assessed by filling out the
search criteria and selecting Search.

Figure 95. Reason Not Assessed: Search for Students Panel

Reason Not Assessed
@ Use this page to select the Reason Not Assessed. ‘more info +

== Search for Students

“Scbot [ None slacted . S
Last Name: l:l Enrolled Grade: | None selected i
= Advanced Search
Search Fields Additicnal Criteria Chosen:
Remove All ‘ ‘ Remove Selected
Add

3. From the list of retrieved students, select for the student requiring a Reason Not
Assessed assignment. The Edit Reason Not Assessed page appears, listing the student’s
demographic information in the Student Information panel, and the student’s available
tests and Reasons Not Assessed in the Edit Reason Not Assessed panel (see Figure 96 ).
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Figure 96. Edit Reason Not Assessed Panel

Edit Reason Not Assessed m

@ Use this form to add or modify a student's Reason Not Assessed. | more info -

= Reason Not Assessed

District: 77 - Demo Dist 77 Reason Not Assessed

School: 77-9002 - Demo School 8002

Save Cancel

4. From the drop-down lists in the Reason Not Assessed panel, select the Reason Not Assessed
for each available test, as needed. The list of Reasons Not Assessed is included in Figure 97
below.

Figure 97. Reason Not Assessed Drop-Down List

District: 99 - Demo Dist 99 Reason Not Assessed
School: 99-9009 - Demo School 9009

Grade 10 English Language Arts 2{| - Select - v
- Select -

Leamer Characteristics Inventory (LCI): | Absent
Deceased
EQC Deferred
Extraordinary Exemption
Homeschool
Geomelry:| Hospitalized
LY<1 yr - ELAONLY
Algebra 1:| McKay Scholarship
Medical Complexity
Not in Tested Grade
Not Tested Unspecified
Withdrew

U.S. History:

Biology 1:

Save | | Cancel

5. Select Save.

Generating a Reason Not Assessed Report

TIDE includes a Reason Not Assessed Report that provides details about student test statuses
within a school. It is recommended to review the Reason Not Assessed Report in conjunction
with a Participation Report, as outlined in Generating a Participation Report, with the Get
Specific fields indicating students who {have not} {started} eligible tests, as shown in Figure 98 .
By comparing the two reports, AACs can identify students who are eligible for the test but were
not assessed and ensure that an appropriate Reason Not Assessed is assigned to all applicable
test(s).

Figure 98. Participation Report: Get Specific

= Get Specific

® Students who | have not v

started W | the test in the selected administration

Note: The report for untested students is limited fo 100,000 records.
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To generate a Reason Not Assessed Report:

1. From the Reason Not Assessed task menu on the TIDE dashboard, select Reason Not
Assessed. The Reason Not Assessed page appears (see Figure 95 ).

2. Inthe Search for Students panel, select the parameters for which tests to include in your
report:

a. From the District drop-down list, select the district.
b. From the School drop-down list, select the school(s).

3. Inthe Search for Students panel, you also have the option to enter the enrolled grade(s), first
name, last name, and/or FLEID.

¥ Note: For districts that have more than 20 schools, the Select all option will not be available.
Furthermore, the checkboxes for the schools will be disabled once 20 schools have been
selected.

4. Onceyou have verified all information is correct, select Search.

To export the reports to an Excel or CSV file, click the export icon []. The file generated will
display each category selected as a separate tab in the spreadsheet. Figure 99 displays a sample
Reason Not Assessed Report, and Table 20 provides descriptions of the columns in this report.
To identify students who have one or more Reason Not Assessed, filter by selecting the Reason
Not Assessed column header.

Figure 99. Sample Reason Not Assessed Report

A B € D E G H | R T U vV W X Y V4

Enrolled G Last Name First Name FLEID Birth Date Gender  Eligibility Hispanic o American Asian Black or A White Native Ha1Reason Not Assessed
77 77-9002 |11 DemolLast|DemoFirst| FL121565898757 [10012006|Female ELA 2:Yes |Yes No No No Yes No Grade 10 English Language Arts 2:EOC Deferred
77 77-9002 |11 DemolLast| DemoFirst|FL121565898761 [10012010|Male ELA 2:Yes |Yes No No No No No Grade 10 English Language Arts 2:Not in Tested Grade
77 77-9002 |11 DemolLast| DemoFirst|FL121565898762 [10012011|Male Algebra 1:]No No No No Yes No Grade 10 English Language Arts 2:Absent;Algebra 1:Absent

Table 20. Columns in the Reason Not Assessed Report

Attribute Description

District Name Name of the district selected

School Name of the school(s) selected

Enrolled Grade The grade in which a studentis enrolled
Last Name Student's last name

First Name Student's first name

Middle Initial Student's middle initial

FLEID Student's 14-character identification number
Birth Date Student's date of birth

Gender Student's gender
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Attribute Description

Eligibility Indicates whether a student is eligible for a particular test
Reason Not The reason a student did not participate in an assessment
Assessed
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Section VI. After Testing

This section provides instructions for performing the tasks in the After Testing category. These
tasks are typically performed after testing concludes.

©

After Testing

This section covers the following topics:

Reviewing Secure Material Tracking Reports

Test Completion Rates

Reviewing Secure Material Tracking Reports (Performance Task
Only)

The Secure Material Tracking Report (SMTR) is available to assist school and district assessment
coordinators with tracking the return of materials. The SMTR tracks all FSAA—Performance
Task materials returned to Pearson. The purpose of this report is to identify—before student
score reports are received—any discrepancies that may exist between a district’s records of
what was returned and the contractor’s records of what was received. The SMTR files will be
posted as districts start to return their materials.

SMTR files can be found in the After Testing section in TIDE and are available to AACs, APSAs,
SLCs, and BSLCs. Reports can be found in the Track Documents panel of the Secure Material
Tracking Reports page.

New and updated reports will be posted daily in TIDE until the administration closes. For spring
administrations, please allow several weeks for Pearson to receive and check in materials. If the
reports are not updated after several weeks with the anticipated number of materials returned,
districts can request more information by calling the FSAA Service Center at 1-877-655-3001 or
by emailing FSAAServiceCenter@cambiumassessment.com.

To review the SMTR:

1. From the Secure Material Tracking Reports task menu on the TIDE dashboard, select Secure
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Material Tracking Reports. The Secure Material Tracking Reports page appears.

2. Inthe Track Documents panel, select the report you would like to view. The report
opens in Excel and contains detailed and summary information about the status of
secure materials received by Pearson.

The SMTR contains the summarized return status of the secure materials by school/district,
subject, and grade.

Figure 100. Secure Material Tracking Reports Options

Secure Material Tracking Reparts
@ Use this page to view your Secure Material Tracking Reports.

== Shipment Tracking
No track shipments report are available. & i

= Track Documents

Secure Material Tracking Reports
el

519868 Secure Material Tracking 77-2008.csv
= 519968 _Sccure_Material_Tracking_77-2009.csv

"™ 519068 _Secure_Material_Tracking_77.csv

Types of Reports

Two versions of the SMTR, one at the district level and one at the school level, are provided.

District-level reports display summary information for all FSAA secure materials and list detailed
information for secure materials received at the district and at each school. District users can
also download reports for individual schools.

School-level reports display summary information for all FSAA secure materials received and list
detailed information for secure materials at the school.

SMTR files are generated as CSV files.

Materials Tracked

Regular print, braille, and one-sided materials can be tracked via the SMTR.

Test Completion Rates

District- and school-level users can export an Excel spreadsheet showing the number of students
who have completed each test.

District-level users can create a file either for a specific school or for the whole district. School-
level users can generate a report for the schools with which they are associated. You can also
generate this report for all tests or for one specific test.

To review test completion rates:

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

2. Inthe Report Criteria panel (see Figure 101 ), select the parameters for which tests
to include in your report.

Figure 101. Sample Test Completion Rates Search Fields

Test Completion Rates

@ Use this page to run a Test Completion Rafes report. Please note: Test Completion Rates are updated overnight. The reports contain cumulaive counts for the administration window through the day before the report is generated. The
Attempl # column on the report shows the number of times studenis have taken the test this school year. mere info -

== Report Criteria

Facen Type Dt TestCompltion v | e [FsaapsaFolo V]
o [pemo Dt se o v | iz 2021 2022 |
3. Toopen the report in Microsoft Excel, click Export Report. Table 21 lists the columns in this

report.

Table 21. Columns in the District Test Completion Rates Report

Column Description

Date Date and time that the file was generated

Test Name Grade, test, and subject selected

District Name Name of the district selected

District ID ID of the district selected

Total Students Number of students who have started the test

Started

Total Students Number of students who have finished the test and submitted it for
Completed scoring

School Name* The name of the reported school

School ID* The ID of the reported school

*This column is only included in the school-level report.
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Appendix A. Processing File Uploads

How TIDE Processes Large Files

If your file contains a large number of records, TIDE displays the validation results for a portion
of those records and then completes the processing offline. It could take up to 24 hours for
these files to be processed. As part of the processing, TIDE displays a page with your name and
default email address and prompts you to provide a phone number and optional alternate
email. TIDE sends you an email when it completes the validation and a second email after it
commits the records to its databases.

Figure 101 describes the entire processing flow for file uploads.

Figure 102. Upload Processing Flow
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Files that contain more than 2,000 records are processed offline. For example, if your user
upload file contains 2,000 records or more:

e TIDE displays the validation results for the first 200 records.
e |f you commit the file:
e TIDE validates the remaining records offline and sends a validation report via email.

e TIDE then commits the error-free records and sends a report listing all errors and
warnings via email. If 20% of a file contains errors, that file will not be uploaded (for
larger files, 500 errors will prevent the file from being uploaded).

How TIDE Validates File Uploads

After you submit an upload file, TIDE applies two validations: layout and data.

Layout validation determines if the records have the proper format. This includes checks for
alphanumeric values and record length.

Data validation determines if the fields contain valid data. Depending on whether the field is
required, errors or warnings will be displayed.
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Appendix B. FSAA—Datafolio Item Number Description

In the DEI, every activity that requires a teacher to input data is assigned an item number.
These items are located on specific pages in the DEl and grouped into sections. A teacher can
navigate from page to page to access items or go directly to a specific item. Information about
the item numbers and sections that correspond to the pages requiring data entry activities for
each assessed standard is included in the table below.

Table 22. Page Navigation

Section 1: Collection Period #1

1 Collection Period #1 — First Assessed Standard, Activity Choice, LOA Goal
2 Collection Period #1 — Second Assessed Standard, Activity Choice, LOA Goal
3 Collection Period #1 — Third Assessed Standard, Activity Choice, LOA Goal

Section 2: Collection Period #2

4 Collection Period #2 — First Assessed Standard
5 Collection Period #2 — Second Assessed Standard
6 Collection Period #2 — Third Assessed Standard

Section 3: Collection Period #3

7 Collection Period #3 — First Assessed Standard and Ethics in Data Collection
and Submission Form

8 Collection Period #3 — Second Assessed Standard

9 Collection Period #3 — Third Assessed Standard
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Appendix C. User Support

If this user guide does not answer your questions, please contact the FSAA Service Center.

The FSAA Service Center is open Monday—Friday from 7:00 a.m. to 8:30 p.m. eastern time
(except holidays or as otherwise indicated on the FSAA Portal).

FSAA Service Center
Toll-Free Phone Support: 1-877-655-3001

Email Support: FSAAServiceCenter@cambiumassessment.com

Chat: https://fsaa.fsassessments.org/contact.html

To help us effectively assist you with your issue or question, please be ready to provide the
FSAA Service Center with detailed information that may include the following:

1. Iftheissue pertainsto a student, provide the FLEID, associated district, and associated
school for that student.

2. If the issue pertains to a TIDE user, provide the user's full name and email address.
3. Any error messages that appeared.

4. Device, operating system, and browser information, including version numbers.

© Florida Department of Education, 2022

Descriptions of the operation of the Test Information Distribution Engine, Data Entry Interface,
and related systems are property of the Cambium Assessment, Inc. (CAl) and are used with the

permission of CAl.
Q Cambium
Assessment
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