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Introduction to TIDE 

This user manual provides instructions on how to use TIDE. 

At its core, TIDE is a registration system for users who will access ClearSight systems and students who 
will take ClearSight tests. Users of all ClearSight systems must be added to TIDE before they can access 
any ClearSight system. Students must be added to TIDE before they can test in the Test Delivery System 
(TDS). Rosters must be added in TIDE so Reporting can display scores at the roster, school, district, and 
state level. During testing, TIDE users can print test tickets, manage administrative procedures, and 
monitor test progress.  

Figure 1. TIDE Dashboard 

 

You can use TIDE to perform the following tasks: 

¶ You can add new users or modify existing user accounts in TIDE so district and school personnel 
can access TIDE and other ClearSight systems. Users must be registered in TIDE to access other 
ClearSight systems. 

¶ You can add new students or modify existing student accounts so students can take the correct 
tests with the correct test settings at the correct time. Students must be registered in TIDE to 
test in TDS. 

¶ You can add new rosters or modify existing rosters. Rosters represent classes or other groups of 
students. After testing, TIDE sends rosters to Reporting so that system can display scores at the 
classroom, school, district, and state levels. 

¶ You can print hard-copy test tickets ǘƘŀǘ ƛƴŎƭǳŘŜ ŀ ǎǘǳŘŜƴǘΩǎ ǳǎŜǊ ƴŀƳŜ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘ Ŏŀƴ ƭƻƎ ƛƴ 
to a test. 

¶ You can add new administrative procedures or modify existing administrative procedures if a 
test must be retaken or rescored. 

¶ ¸ƻǳ Ŏŀƴ ǾƛŜǿ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ ƻǊ ǎŎƘƻƻƭΩǎ ǇǊƻƎǊŜǎǎ ƛƴ starting and completing tests and 
participation rate. 
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¶ You can correct student enrollment history and provide reasons why students did not take a 
test. 

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

¶ How to Activate Your Account and Log in to TIDE 

¶ How District-Level Users Perform Tasks in TIDE 

¶ How School-Level Users Perform Tasks in TIDE 

¶ How Teachers and Proctors Perform Tasks in TIDE 

There is also an Appendix with additional information and instructions.  

Three Things All TIDE Users Must Know How to Do 

All TIDE users need to know how to add users, students, and rosters. Records for users, students, and 
rosters must be added to TIDE and kept up to date for the testing process to flow properly. Users not 
added to TIDE will not have access to any ClearSight systems. Students not added to TIDE will not be 
able to test. Rosters not added to TIDE will not be available in Reporting and you will not be able to view 
ȅƻǳǊ ǎǘǳŘŜƴǘǎΩ ǘŜǎǘ ǊŜǎǳƭǘǎ ōȅ Ŏƭŀǎǎ ƻǊ ōȅ ƻǘƘŜǊ ƳŜŀƴƛƴƎŦǳƭ ƎǊƻǳǇƛƴƎǎΦ ¢ƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ŀŘŘƛƴƎ ŀƴŘ 
modifying records in TIDE is user-ŦǊƛŜƴŘƭȅ ōŜŎŀǳǎŜ ƛǘΩǎ ōŀǎƛŎŀƭƭȅ ǘƘŜ ǎŀƳŜ ƴƻ ƳŀǘǘŜǊ ȅƻǳǊ ǳǎŜǊ ǊƻƭŜ ƻǊ 
which type of record you want to add.  

All TIDE users must be familiar with the following actions, as they are the same for Users, Students, 
Rosters, Test Windows, and Administrative Procedures: 

¶ Adding new records or modifying existing records one at a time. 

¶ Adding multiple new records or modifying multiple existing records all at once through file 
upload. 

How to add records one at a time 

 Start at the dashboard that appears when you first log in to TIDE, select the task for which you want 
to add a new record, and select Add. 

 On the page that appears, fill out the information, verify its accuracy, and select Save. 

Figure 2. Add User 
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Figure 3. Add Student 

 

Figure 4. Add Roster 

 

How to modify existing records one at a time 

You can view and edit existing records one at a time or multiple existing records all at once through file 
ŜȄǇƻǊǘΦ LŦ ŀ ǊŜŎƻǊŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƘŀƴƎŜǎ ŀŦǘŜǊ ȅƻǳΩǾŜ ŀŘŘŜŘ ǘƘŜ ǊŜŎƻǊŘ ǘƻ TIDE, you must edit the 
record to match the most up-to-date information. You can also delete records from TIDE. 

 Begin by searching for the record you want to modify. Start at the dashboard that appears when you 
first log in to TIDE, select the task for which you want to search for records, and select 
View/Edit/Export. Fill out the form that appears and select Search. 
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Figure 5. View/Edit/Export Student 

 

 A pop-up window appears, allowing you to view or export search results or modify your search. To 
view and edit search results, select View Results. To export all search results to the inbox from the 
pop-up window, select Export to Inbox and then select either Excel or CSV. The search results will 
be exported to your inbox and you will return to the search form. 

Figure 6. Search Results 

 

 If you select View Results, the search results will appear in a table. To edit individual records, select 
the edit button by the record you want. To delete individual records, mark the checkbox by that 

record and select . To export records, mark the checkbox by that record and select . 
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Figure 7. View/Edit/Export Student Search Results 

 

How to add or modify multiple records at once 

Rather than adding or modifying records one at a time, you may want to add or modify multiple records 
all at once. File upload allows you to do this. Records not previously set up in TIDE will be added to TIDE 
through file upload. Records already set up in TIDE will be modified with the updated content from the 
upload. To upload records, you must be familiar with spreadsheet applications and/or comma-separated 
value (CSV) files. 

 Start at the dashboard that appears when you first log in to TIDEΣ ǎŜƭŜŎǘ ǘƘŜ ǘŀǎƪ ŦƻǊ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ 
to upload records, and select Upload. An upload screen will appear where you can download a 
template file. 

Figure 8. Upload Roster 

 

 hƴŎŜ ȅƻǳΩǾŜ ŘƻǿƴƭƻŀŘŜŘ ŀƴŘ ŦƛƭƭŜŘ ƻut the template file, return to the upload screen, select 
Browse, locate the file on your computer, and upload it to TIDE. Select Next. The upload preview 
screen appears. 
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Figure 9. Upload Roster Preview Page 

 

 hƴŎŜ ȅƻǳΩǾŜ ǾŜǊƛŦƛŜŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ǇǊŜǾƛŜǿ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ Next again. The validation screen 
appears. 

Figure 10. Upload Roster Validation Page 

 

 The validation screen shows errors or warnings associated with your uploaded file. To continue with 
the upload despite these errors or warnings, select Continue with Upload. The confirmation screen 
appears. To revise the file before uploading, select Upload Revised File. To upload a new file from 
the confirmation screen, select Upload New File. 

Figure 11. Upload Roster Confirmation Page 
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How to Activate Your Account & Log in to & out of TIDE 

Your TIDE administrator (district staff with the role of DDSO in ClearSight) creates your account, and 
then TIDE sends you an activation email. This email contains a link that takes you to the Reset Your 
Password page in TIDE where you can set up your password for logging in to TIDE and other applicable 
ClearSight systems. This link expires 15 minutes after the email was sent. If you do not set up your 
password within 15 minutes, you need to request a new link as described in ǘƘŜ ǎŜŎǘƛƻƴ άPassword 
Informationέ in the appendix. 

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

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@cambiumast.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. Follow the instructions in the section άIƻǿ ǘƻ reŀŎǘƛǾŀǘŜ ȅƻǳǊ ŀŎŎƻǳƴǘέ 
below to reactivate your account for the new school year. 

How to activate your account 

 Select the link in the activation email. The Reset Your Password page appears (see Figure 13). 

 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 lowercase alphabetic character, one 
uppercase alphabetic character, one number, and one special character (e.g., %, #, or !). 

 Select Submit. 

Account activation is complete. You can proceed to TIDE by selecting the TIDE card (see Figure 12 Error! 
Reference source not found.) on the Actions page. 

Figure 12: TIDE Card 
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Figure 13. Reset Your Password Page 

 

How to reactivate your 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@cambiumast.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. 

 Navigate to the ClearSight Portal (https:// clearsight.portal.cambiumast.com/). 

 Select Actions: Get Started. 

 Select TIDE (Student and User Management). The Login page appears (see Figure 14). 

 

 Select Request a new one for this school year. The Reset Your Password: Find Account page 
appears (see Figure 15). 
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Figure 14. Login Page 

 

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

 Select the link in the activation email. The Reset Your Password page appears (see Figure 13). 

 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 lowercase alphabetic character, one 
uppercase alphabetic character, one number, and one special character (e.g., %, #, or !). 

 Select Submit. 

Figure 15. Fields in the Reset Your Password: Find Account Page 

 

During the reactivation process, you will be taken to the Enter Code (see Figure 16) page and asked to 
provide the authentication code sent to your email. 
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Á In the Enter Emailed Code field, enter the emailed code and select Submit. 

Á You must enter the code within 15 minutes of the email being sent. If your code expires, you can 
request for a new code by selecting Resend Code on the Enter Code page. 

Figure 16. Enter Code Page 

 

How to log in to TIDE 

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

 Navigate to the ClearSight Portal (https:// ClearSight.portal.cambiumast.com/). 

 Select Actions. 

 Select TIDE (see Figure 12Error! Reference source not found.). The Login page appears (see Figure 
14). 

 On the Login page, enter the email address and password you use to access all ClearSight systems. 

 Select Secure Login. 

a. If you have not logged in using this browser before, or if you have cleared your browser cache, 
the Enter Code page appears (see Figure 16) and an email is sent to your address. This applies 
every time you access TIDE with a new browser. The email contains an authentication code, 
which you must use within 15 minutes of the email being sent. 

i. In the Enter Emailed Code field, enter the emailed code. If the code has expired, select 
Resend Code to request a new code. 

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

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

How to log out of TIDE 

¶ In the TIDE banner (see Figure 17), select Log Out. 

Figure 17. Log Out 

 

Logging out of TIDE logs you out of most ClearSight systems. However, you will not be logged out of the 
test administrator (TA) Interface in order to prevent the accidental interruption of active test sessions. 
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How District-level Users Perform Tasks in TIDE 

District-level users can perform most of the tasks available in TIDE. Some of these tasks must be 
performed before testing begins, some must be performed during testing, and some must be performed 
after testing. 

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

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

¶ Set up user accounts for school-level users so they can log in to TIDE and other ClearSight 
systems. If user accounts are not set up before testing begins, those users will not be able to 
access any ClearSight systems. 

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

¶ Set up rosters so Reporting can display scores at the classroom, school, district, and state levels.  

¶ Set up customized test windows so the correct tests are available when you need them. 

How District-level Users Set Up User Accounts in TIDE 

District-level users must set up user accounts for school-level users to sign in to TIDE and other 
ClearSight ǎȅǎǘŜƳǎΦ LŦ ǘƘŜǎŜ ǳǎŜǊǎ ŘƻƴΩǘ ƘŀǾŜ ŀŎŎƻǳƴǘǎ ǎŜǘ ǳǇ ƛƴ TIDE, they will not be able to access any 
ClearSight systems. 

How district-level users add new user accounts one at a time 

You can add users to TIDE one at time. To learn more about adding records to TIDE one at a time, see 
ǘƘŜ ǎŜŎǘƛƻƴ άHow to add records one at a timeέ ƛƴ ǘƘŜ Introduction. 

 From the Users task menu, select Add Users. The Add Users page appears. 

Figure 18. Add User 

 

 In the Email Address ŦƛŜƭŘΣ ŜƴǘŜǊ ǘƘŜ ƴŜǿ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘdress and select +Add user or add roles to 
use with this email. Additional fields appear. 

 9ƴǘŜǊ ǘƘŜ ƴŜǿ ǳǎŜǊΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜǎ ƛƴ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎ ŀƴŘ ƻǘƘŜǊ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ ƻǇǘƛƻƴŀƭ 
fields. 
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Figure 19. Add User ï Additional Fields 

 

 From the Role drop-down, select a role. From the drop-downs that appear, select a state, district, 
and school, if applicable. 

 Optional: To add multiple roles, select +Add More Roles and repeat step 4. 

 Optional: To delete a role, select  next to that role. 

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

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

You can view and modify existing user accounts one at a time or multiple existing user accounts all at 
ƻƴŎŜ ǘƘǊƻǳƎƘ ŦƛƭŜ ŜȄǇƻǊǘΦ LŦ ŀ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƘŀƴƎŜǎ ŀŦǘŜǊ ȅƻǳΩǾŜ ŀŘŘŜŘ ǘƘŜ ǳǎŜǊ ǘƻ TIDE, you must 
edit the user account to match the most up-to-date ƛƴŦƻǊƳŀǘƛƻƴΦ LŦ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ 
the most up-to-date information, the user may not be able to access other ClearSight systems or 
features within those systems. You can also delete users from TIDE. 

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

 Retrieve the individual user account you want to view, edit, export, or delete by following the 
ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to modify existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

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

 LŦ ȅƻǳǊ ǊƻƭŜ ŀƭƭƻǿǎ ƛǘΣ ƳƻŘƛŦȅ ǘƘŜ ǳǎŜǊΩǎ ŘŜǘŀƛƭǎ ŀǎ ǊŜǉǳƛǊŜŘΣ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFields in the View/Edit 
¦ǎŜǊǎ ώ¦ǎŜǊΩǎ bŀƳŜϐ Pageέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ŀǎ ŀ ǊŜŦŜǊŜƴŎŜΦ 

 Optional: To add more roles for this user, select +Add More Roles and then follow the steps as 
described in the section on adding individual users. 

 Optional: To delete a role, select  ƴŜȄǘ ǘƻ ǘƘŀǘ ǊƻƭŜΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŘŜƭŜǘŜ ǘƘŜ ǳǎŜǊΩǎ ŜƴǘƛǊŜ ŀŎŎƻǳƴǘ 
from the search results table. 

 Select Save. 

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

You can also add or modify multiple user accounts all at once through file upload as shown in the 
ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ the Introduction. 

 From the Users task menu, select Upload Users. The Upload Users page appears. 

 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ 
LƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άColumns in the User Upload Fileέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ŀǎ ŀ ǊŜŦŜǊŜƴŎŜΣ 
fill out the template and upload it to TIDE. Users who have not previously been set up in TIDE will be 
added in TIDE. Users who already have accounts set up in TIDE will have their accounts modified 
with the updated content from the upload. 

How District-level Users Register Students for Testing 

Students must be registered in TIDE to be eligible to test in TDS. 

How district-level users add new student accounts one at a time 

You can add students to TIDE one at time. To learn more about adding records to TIDE one at a time, see 
ǘƘŜ ǎŜŎǘƛƻƴ άHow to add records one at a timeέ in the Introduction. 

When you add a student to a district and school, you must be associated with those entities. For 
example, district-level users can add students to any school within their district. 

 From the Students task menu on the TIDE dashboard, select Add Students. The Add Students form 
appears (see Figure 20). 

 In the Demographics panel, enter the ǎǘǳŘŜƴǘΩǎ ŘŜƳƻgraphic information. 

Figure 20. Fields in the Add Students Form (top portion) 
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 In the available student test settings and tools panels (see Figure 21), enter the ǎǘǳŘŜƴǘΩǎ ǎŜǘǘƛƴƎǎ ŦƻǊ 
ŜŀŎƘ ǘŜǎǘΣ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFields in the Test Settings and Tools Panelsέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ŀǎ ŀ 
reference. The test settings are grouped into categories, such as visual, auditory, language, and 
presentation. Furthermore, the options available for a test setting are also grouped to indicate if an 
option is an accommodation, designated support, or universal tool. The panels display a column for 
each oŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘǎΦ ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŘƛŦŦŜǊŜƴǘ ǎŜǘǘƛƴƎǎ ŦƻǊ ŜŀŎƘ ǘŜǎǘΣ ƛŦ ƴŜŎŜǎǎŀǊȅΦ 

Figure 21. Sample Student Settings and Tools Panel 

 

 Select Save.  

a. If TIDE reports that another student already has the SSID, contact the ClearSight Helpdesk.  

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

¸ƻǳ Ŏŀƴ ǾƛŜǿ ŀƴŘ ŜŘƛǘ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǾƛŜǿ ŀ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ 
participation report, if available. 

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

 Retrieve the individual student account you want to view, edit, export, or delete by following the 
ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to modify existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

 In the list of retrieved students, select  for the student whose account you want to view. The 

View/Edit Students: [Student's Name] form appears. 
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Figure 22. View/Edit/Export Students 

 

 From the Participation Student panel, view ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ǊŜǇƻǊǘΣ ƛŦ ŀǾŀƛƭŀōƭŜ. 

 LŦ ȅƻǳǊ ǳǎŜǊ ǊƻƭŜ ŀƭƭƻǿǎ ƛǘΣ ƳƻŘƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ŀǎ ǊŜǉǳƛǊŜŘΦ 

Á In the Demographics panel, modify the ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴΣ as needed. 

Á In the available test settings and tools panels, modify the ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǎŜǘǘƛƴƎǎΣ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ 
άFields in the Test Settings and Tools Panelsέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ŀǎ ŀ ǊŜŦŜǊŜƴŎŜΦ The test settings are 
grouped into categories, such as visual, auditory, language, and presentation. Furthermore, the 
options available for a test setting are also grouped to indicate if an option is an accommodation, 
designated support, or universal tool. ¢ƘŜ ǇŀƴŜƭǎ ŘƛǎǇƭŀȅ ŀ ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘǎΦ 
You can select different settings for each test, if necessary. 

Changing a test setting in TIDE ŀŦǘŜǊ ǘƘŜ ǘŜǎǘ ǎǘŀǊǘǎ ŘƻŜǎ ƴƻǘ ǳǇŘŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǎŜǘǘƛƴƎ ƛŦ 
the same test setting is available in the TA Interface. In this case, you must change the test 
setting in the TA Interface. 

 Select Save. 

 In the affirmation dialog box, select Continue to return to the list of student records. 

How district-level users add or modify multiple student accounts all at once 

If you have many students to add, edit, or delete all at once, you can do so through file upload as shown 
ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ Introduction. 

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

Figure 23. Upload Students Page 
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 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ 
LƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άColumns in the Student Upload Fileέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ŀǎ ŀ 
reference, fill out the Student template and upload it to TIDE. 

How district-level users transfer students between schools or districts 

If you are associated with multiple schools, you can also move students from one school to another on 
the View/Edit/Export Students page. 

 Retrieve the student account you want to view or edit by following the procedure in the section 
άIƻǿ ŘƛǎǘǊƛŎǘ-ƭŜǾŜƭ ǳǎŜǊǎ ƳƻŘƛŦȅ ŜȄƛǎǘƛƴƎ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘǎ ƻƴŜ ŀǘ ŀ ǘƛƳŜΦέ 

 In the list of retrieved records, do one of the following: 

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

Á Mark the checkbox at the top of the table to move all students listed on the page. 

When moving students, you can only move students who are listed on the page that you are viewing. 

 Do one of the following: 

Á Select Move to Other School above the search results.  

Á Select  in the floating Actions toolbar. 

 A section appears for moving the students. From the District drop-down list (if available), select the 
district to which you want to move the student. 

 From the School drop-down list, select the school to which you want to move the student.  

 Select Yes. After TIDE moves the student, an affirmation message appears. 

 Select Continue to return to the student listing. 

How district-level users specify student accommodations and test tools 

! ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǎŜǘǘƛƴƎǎ ƛƴŎƭǳŘŜ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎΣ ǎǳŎƘ ŀǎ ǘŜȄǘ-to-speech or color 
schemes. Test tools specify the tools a student can use during a test, such as a highlighter. This section 
explains how to edit student test settings and tools via an online form or a file upload. 

 From the Test Settings and Tools task menu on the TIDE dashboard, select View/Edit/Export Test 
Settings and Tools. The View/Edit/Export Test Settings and Tools page appears. 

 Retrieve the student accounts whose settings and tools you want to view or edit by following the 
ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άIƻǿ ŘƛǎǘǊƛŎǘ-ƭŜǾŜƭ ǳǎŜǊǎ ƳƻŘƛŦȅ ŜȄƛǎǘƛƴƎ ǎǘǳŘŜƴǘ ŀŎŎƻǳƴǘǎ ƻƴŜ ŀǘ ŀ ǘƛƳŜΦέ 

 In the list of retrieved students, select  for the student whose test settings and tools you want to 

edit. The View/Edit Students: [Student's Name] form appears. 
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 CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ Ƙƻǿ ǘƻ ǳǎŜ ǘƘƛǎ ŦƻǊƳΣ ǎŜŜ ǘƘŜ ǎŜŎǘƛƻƴ άIƻǿ 5ƛǎǘǊict-Level Users Modify 
9ȄƛǎǘƛƴƎ {ǘǳŘŜƴǘ !ŎŎƻǳƴǘǎ hƴŜ ŀǘ ŀ ¢ƛƳŜΦέ 

How district-level users upload student accommodations and test tools 

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

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

 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ 
IntroduŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άColumns in the Test Settings Upload Fileέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ as a 
reference, fill out the Test Settings template and upload it to TIDE. 

How district-level users view student distribution report 

A frequency-distribution report (FDR) shows the number of occurrences of a particular category, such as 
the number of male and female students. You can generate FDRs for the students in your district or 
school by a variety of demographics and accommodations. 

 From the Students task menu on the TIDE dashboard, select Frequency Distribution Report. The 
Frequency Distribution Report page appears (see Figure 24). 

Figure 24. Fields in the Frequency Distribution Report Page 

 

 In the 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. Optional: Select a specific grade or retain the default for all grades. 

d. Optional: In the Select Demographics sub-panel, mark checkboxes to filter the report for 
additional demographics and accommodations. 
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 Select Generate Report. TIDE displays the selected FDRs in grid format (see Figure 25). 

 Do one of the following: 

Á To display the FDRs in tabular format, select Grid. 

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

Á To display the FDRs in both tabular and graphical format, select Grid & Graph. 

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

Á To export to Excel, select , and in the affirmation dialog box select OK. 

Figure 25. Frequency Distribution Reports by Grade and Gender 

 

How district-level users upload student attributes 

You can set up attributes for multiple students through file uploads. This task requires familiarity with 
composing comma-separated value (CSV) files or working with Microsoft Excel. 

1. From the Students task menu on the TIDE dashboard, select Upload Student Attributes. The Upload 
Student Attributes page appears. 
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2. CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ 
LƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άColumns in the Test Settings Upload Fileέ in the appendix as a 
reference, fill out the Attribute template and upload it to TIDE. 

How District-level Users Manage Rosters 

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

The rosters you create in TIDE are available in Reporting. Reporting can aggregate test scores at these 
roster levels. You can also use rosters to print test tickets ŎƻƴǘŀƛƴƛƴƎ ǎǘǳŘŜƴǘǎΩ ƭƻƎƛƴ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǎǘŀǊǘ 
taking a test. 

Since teachers are responsible for the growth and development of ǎǘǳŘŜƴǘΩǎ ǎƪƛƭƭ sets, such as reading, 
writing, research, communication, and problem solving, it is important for teachers to be able to analyze 
their ǎǘǳŘŜƴǘǎΩ performance data and adjust their teaching strategies accordingly. For teachers to be 
able to see their ǎǘǳŘŜƴǘǎΩ ǇŜǊŦƻǊƳŀƴŎŜ ŘŀǘŀΣ ǘƘŜ ǎǘǳŘŜƴǘǎ Ƴǳǎǘ ōŜ ƛƴcluded in a roster associated with 
the teacher. Hence, rosters need to be created for all teachers who are responsible for teaching an 
academic subject, such as Reading/Literacy, Mathematics, Science, Social Studies, and Health. 

When creating rosters, it is recommended to follow the guidelines below: 

¶ Rosters should ideally include about 25ς30 students. If a roster is too large or too small, it may 
affect the credibility and usefulness of the data. 

¶ One or more rosters may need to be created depending on the subjects taught by a teacher. For 
example, if a group of Grade 3 students has the same teacher for Reading, Mathematics, and 
Science, then separate rosters do not need to be created for each subject. However, if different 
teachers are responsible for teaching different subjects then separate rosters need to be 
created for each teacher and subject. 

¶ When naming rosters, a clear and consistent naming convention should be used that indicates 
the grade, class name, teacher, period as applicable. For example, an elementary school roster 
may be named ΨGr3Jones17-18Ω and a secondary school roster may be named 
ΨAikenPeriod3Eng9A17-18Ω. 

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

How district-level users add new rosters one at a time 

 From the Rosters task menu on the TIDE dashboard, select Add Roster. The Add Roster form 
appears (see Figure 26). 

 In the Search for Students to Add to the Roster panel, search for students by filling out the search 
criteria and selecting Search. 
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Figure 26. Add Roster Form 

 

 In the Add/Remove Students to the Roster panel (see Figure 27), do the following: 

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

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

c. From the Students to display field, select the students you wish to view in the Available Students 
list. The two options are: 
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Figure 27. Add/Remove Students to Roster Panel: Current and Past Students 

 

- Current Students: Displays students who match your search criteria and 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 3 student has left the school and you search for Grade 3 students with the Students 
to display field set to Current and Past Students, the student who has left the school will 
also be displayed. 

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. You can still add 
these students to your roster, if desired. 

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

- To move one student to the roster, select  for that student. 

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

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

e. To remove students, do one of the following in the list of students in the roster: 

- To remove one student from the roster, select  for the student. 

- To remove all the students from the roster, select Remove All. 



Test Information and Distribution Engine User Guide 

© Cambium Assessment, Inc.  23      

H
o

w
 D

is
tric

t
-le

v
e

l U
s
e

rs
 P

e
rfo

rm
 T

a
s
k
s
 in

 T
ID

E 

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

4. Select Save, and in the affirmation dialog box, select Continue. 

How district-level users modify existing rosters one at a time 

You can modify certain rosters, if required. However, whether a roster can be modified or not or the 
method in which a roster can be modified depends on the roster type. The different types of rosters are: 

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

¶ System-generated Rosters: These are rosters that are imported into TIDE through a nightly 
process and cannot be edited. 

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

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

 Retrieve the roster ǊŜŎƻǊŘ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿ ƻǊ ŜŘƛǘ ōȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow 
to modify existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

 In the list of retrieved rosters, select  for the roster whose details you want to view. The 

View/Edit Roster form appears. This form is similar to the form used to add rosters (see Figure 26). 

 In the Search for Students to Add to the Roster panel, search for students by following the procedure 
in the seŎǘƛƻƴ άHow to modify existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

 In the Add/Remove Students to the Roster panel (see Figure 27), do the following: 

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

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

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. 
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- 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 he or she was 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, he or she is listed in the Available Students 
list as a regular student. However, if the student has left the school then the record will 
appear in the Available Students list with the date he or she left the school. 

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

- To move one student to the roster, select  for that student. 

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

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

Figure 28. Modifying a Roster: Current and Past Students 

 

e. To remove students, do one of the following in the list of students in the roster: 

- To remove one student from the roster, select  for the student. 

- To remove all the students from the roster, select Remove All. 

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

 Select Save, and in the affirmation dialog box, select Continue. 
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How district-level users add or modify multiple rosters all at once 

If you have many rosters to add or modify, you can do so through file upload as shown in the section 
άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ Introduction. 

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

 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to add or modify multiple records at onceέ ƛƴ ǘƘŜ 
Introduction and usƛƴƎ ǘƘŜ ǘŀōƭŜ άColumns in the Roster Upload Fileέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ as a reference, 
fill out the Roster template and upload it to TIDE. 

How District-level Users Manage Test Windows 

Individual districts or schools can create customized testing windows. 

How district-level users add new test windows one at a time 

²ƘŜƴ ȅƻǳ ŎǊŜŀǘŜ ƻǊ ŜŘƛǘ ŀ ǘŜǎǘ ǿƛƴŘƻǿ ŀǘ ǘƘŜ ŘƛǎǘǊƛŎǘ ƭŜǾŜƭΣ ŀƭƭ ǎŎƘƻƻƭǎ ǿƛǘƘƛƴ ǘƘŀǘ ŘƛǎǘǊƛŎǘΩǎ hierarchy 
administer the test during that windowτexcept those schools that have their own customized window. 

 From the Test Windows task menu on the TIDE dashboard, select Add Test Windows. The Add Test 
Windows form appears (see Figure 29). 

 In the Test Window Information panel, do the following: 

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

Figure 29. Fields in the Add Test Windows Form 

 






































































































