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A. Background of Identified Issue
What does this impact?
•
•

TIDE: Plan and Manage Testing (PMT) reports using “have not” criteria (see below)
Tests: All PMT reports for Interim Assessments and Auto-Scored Writing Checkpoint Assessments

Explanation
If you run the Plan and Manage Testing (PMT) report for Interim Assessments or Auto-Scored Writing Checkpoint
Assessment and with the following criteria selected under the GET SPECIFIC area:

You will receive 1 or 2 rows per student per test. This is an error at this time, but there is a way to work around this,
directions included in this document. What does one vs two rows mean?
a. One row means a student has started the test.
b. Two rows will mean they HAVE NOT started the test.

HINTS: When making the selection in the GET SPECIFIC area, as shown above,
•
•
•

Remember every student will show up in the Plan and Manage Test results. If they show up once, they HAVE
STARTED that test. If they show up twice the HAVE NOT STARTED that test.
Narrow the selection of Test ID’s in CHOOSE WHAT area as much as possible.
Narrow the selections in the SEARCH STUDENTS area as much as possible.

B. Examples of PMT
report selections
and results
1. In the CHOOSE
WHAT area, select
only the TEST ID’s
that you are
interested in at the
time:
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2. Choose your relevant filters in
SEARCH STUDENTS and GET
SPECIFIC areas (next page).
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3. After you select the GENERATE REPORT button, you will be able to choose to either VIEW RESULTS or EXPORT
RESULTS. I always choose VIEW RESULTS first. Here is something like what you will see.

a. For every TEST ID selected back in step 1, if a student shows up
i. ONE time, that means they HAVE STARTED the test. (RED)
ii. TWO times, that means they HAVE NOT STARTED that test. (BLUE)
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4. A second example of results:
a. Here is a Test Status Code report that provides information about 6 students and their status on the
tests shown.

b. This criteria is selected:
i. I selected 6 tests in “CHOOSE WHAT area: Interim: ELA Grade 3, Interim: ELA Grade 4, Interim:
Math Grade 3, Interim Math Grade 4, Interim: Reading Grade 3, Interim Reading Grade 3.
ii. I selected all Schools and all grades in SEARCH STUDENTS area
iii. I selected the following in the GET SPECIFIC area.

c. I exported the results to an excel sheet so I could filter to only see the students shown in 4.a above.
d. In the sheet below; there is ONE ROW per test per student for any test that has a test status of reported
or paused in 4.a above. These statuses equate to HAS STARTED.
e. There are TWO ROWS per test per student for all the other tests because these students HAVE NOT
Started. Some examples are boxed in red.
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C. To View More Results Easier and Faster
If you are able to Export/Download the Plan and Manage Testing (PMT) report results, this is still true:
You will receive 1 or 2 rows per student per test. This is an error at this time, but there is a way to work around
this, without too much extra effort.
a. One row means a student HAS STARTED the test.
b. Two rows will mean they HAVE NOT STARTED the test.

1. Be sure to narrow down your results by using as many filters as you can in
these two areas of the PMT user interface:

2. Once you generate the report, export it to Excel using this button at the top left of the
results.

3. Open the Excel file and it will look something like this:

4. Select the top row (Header Row) by clicking on the 1, select the Data tab, and select Filter.

5. Now you can use these filters to view only the data you want from these first columns A – F.
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D. To Make a Pivot Table to View Results
1. At a minimum, do steps C.1 – C.3, however you can do all of section C, it will not influence the creation of
your Pivot Table.

2. Select the upper most cell in the top left corner of the sheet, Cell A1.

3. Select the Insert Tab

4. Select Pivot Table

5. This pop-up will appear, make sure “New Worksheet” is
selected and click OK
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6. This worksheet will appear – don’t worry, your data is still back on the other sheet.

7. Select the Design Tab, in the Report Layout dropdown select “Show in Tabular Form”
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8. In the Grand Totals dropdown, select “Off for Rows and Columns”

9. In the Subtotals dropdown, select “Do Not Show Subtotals”
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10. In the PivotTable Fields area, on the right of the screen, you will select
data to put in the four windows in the bottom half of that area. Select
and hold the fields to drag them to the 4-areas as shown.

11. You will see something like this on the left:
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12. Use the Test and Enrolled
Grade filters to narrow down
what you are seeing to only 1
test and only the students in
the grades that you want to
see.

13. Now you should have a more
simplified view of the students
who have started vs. not started.

14. To view different tests or students, just change the Test and Enrolled Grade filters.
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