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Introduction ta'IDE =
This usemanualprovides instructions on how to uSdDE Q,.
: N . . o
At its core, TIDHESs a registration system for users who will acagk=arSighsystems and students who S
will take ClearSightests. Users of alllearSighsystems must be added fOCEbefore they can access —t
anyClearSighsystem. Students must be addedTtDEbefore they can test ithe Test Delivery System o
(TDS. Rosteramust be added i IDEso Reportingcan display scores at thiester, school, ditrict, and —]
state level. During testing, TIDE users can print test tickets, mathgmistrative procedurg and 6
monitor test progress.
M
Figure 1. TIDE Dashboard
ClearSight By =
O 2
P D
& stusens [*) i Montorng Test Progress )
T ot scngs an oo o B oot oes D
o o o
R Test Windows )
You can us@IDEo perform the following tasks:
1 You can add newsersor modify existingiser accountsn TIDEso district and schoglersonnel
can acces$IDEand otherClearSighsystems. Users must be registeredlibBo access other
ClearSighsystems.
1 You can add newstudentsor modify existingtudent accountsso students can take the correct
tests with the correct test settings at the correct time. Students must lgéstered inTIDEo
test in TDS.
1 You can addewrostersor modifyexistingrosters Rostersepresent classes or other groups of
students. After testingTIDEsendsrostersto Reportingsothat system can display scores at the
classroom, schootlistrict, and state levels.
f You can print hargopytest ticketsii KI G Ay Of dzRS I &a0GdzZRSydQa dza$NJ y
to a test.
1 You can add neawdministrative procedurgor modify existingadministrative procedurgif a
test must be retaken or rescored.
 ,2dz Oy @ASg &2dzNJ RA asiandy @nil oinpleingltestsh& 2 2 f Qa LINE 3N
participation rate.

© Cambium Assessment, Inc. 1 Cl ea rSig ht
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1 You can correcttudent enroliment histornand provide reasons why students did not take a
test.

TIDHlivides tasks by user role. Users with higher roles will have access to morentHREhan users
with lower roles. Districtevel users have access to the most tasks, followed by sténallusers,
teachers, angroctors The structure of hismanualisbased on userole. It includes the following
sections:

1 How to Activate Your Account and Log in TéDE
M How DistrictLevel Users Perform TasksTtDE
I How Schoolevel Users Perfon Tasks inmfIDE

1 How Teachers anéroctorsPerform Tasks iTIDE
There is also aAppendixwith additional information and instructions

Three Things AllIDBJsersMust Know Hoto Do

All TIDRisers need to know how to add usessudents, and rosterfRecords for users, students, and
rostersmust be added td'IDEand kept up to date for th testing process to flow properly. Users not
added toTIDEwill not have access to ar§learSighsystems. Students not added TdDEwill not be

able to test.Rosteranot added toTIDEwill not be available ifReportingand you will not be able to view

3q|L 01 UoNdNPO.U

82dzNJ aGdzRSyGaQ GSaid NBadAZ Ga o0& OflFaa 2NJoé& 20KSNJ

modifying records iTIDEs userf NA Sy Rf @8 0SSOl dzaS AdGQa ol aArAllffe
which type of record you want to add.

All TIDEusers must be familiar with the folwing actions, as they are the same for Users, Students,
Rosters Test Windows, anddministrativeProcedure;

1 Addingnew records omodifying existing records one at a time.

1 Addingmultiple new records omodifying multiple existing records all at once throufjle
upload.

How to addecordsone at a time
1. Start at the dashboard that appears when yfost log in toTIDE select the task for which you want

to add a new record, and sele&td.

2. On the page that appears, fill out the information, verify its accuracy, and ssdeet

Figure 2. Add User
Add User

@ Use this page to add users to assessment systems. more info ~

== PERSONNEL

“Email Address:

= Add user or add roles to user with this email

G KS

© Cambium Assessment, Inc. 2 Cl ea rSig ht
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Figure 3. Add Student

Add Student
O Use this page to add students o assessment systems. | mone info «
[ Save ] | Cancel |
== Student Information
“Diistnict: | 401 v Shudents Midde MName |
*Hehool | — Selant-- ¥ Gender: ' Male Female
.
ssin | *Birth Dse (MMDOYYYY £
Cistnct assigned student idemtifier: |
*Errolled Grade: - Selecl - v
*Ehdenl's Lasl Mame |
*Ethnicity. - Select v
“Studart's First Mame: |
Home Disrict IRM: |
Herme Sehaol IRN: |
Figure 4. Add Roster
Add Roster
@ Use this page to add rosters. moreinfo -
| Save | | Cancel |
== Search for Students to Add to the Roster
*District: select a District v Student's Last Name:
“School:  select a School ¥ Student's First Name:
SsID: Grade Level When Assessed: | None selected -
Advanced Search

How to modify existing records one at a time

You can vievand editexisting records one at a time or multiple existmegords all at once through file
SELRNI® LF I NBO2NRQa AYyT2N)I (XNDFyoudist giltBes | F (S
record to match the most upo-date information. You canlso delete records fromfIDE

1. Begin by searching for the record you want to modify. Start at the dashboard that appears when you
first log in toTIDE select the task for which you want to search for records, and select
View/Edit/Export. Fill out the form that appears and sel&arch

© Cambium Assessment, Inc. 3 Clea rSig ht
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Figure 5. View/Edit/Export Student

View/EditExport Student
0O LUse this page to view, edit, or export students. mar info -

=  Search Studams

“Districd | -- Selent — - Student's Last \amc:l

“School: | Mone sekeched - Studeni's First Name: I

S5l Enrclled Grade: | None selached v

= Advanced Search

Search Fields: — Select * Additional Criterla Chosen:

| Remove All | | Remove Selected

2. A popup window appears, alloiwg you to view or export search results or modify your search. To
view and edit search results, seldfew Results To export all search results to the inbox from the
pop-up window, selecExport to Inboxand then select eitheExcelor CSV The searcheasults will
be exported to your inbox and you will return to the search form.

Figure 6. Search Results

=

Your search returned 38311 results

View Resulis Export to Inbox Modify Search

Excel

csv

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

i

record and seled ¥ |. To export records, mark the checkbox by that record and

© Cambium Assessment, Inc. 4 Clea rSig ht
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Figure 7. View/Edit/Export Student Search Results

ﬁew.-‘E dit'Export Student
Use this page to view, edit, or export students. more info -

4+ Search Students

Bvl |1' Move to Other School
Mumber of students found: 38311

Ermtar saarch tarms to filear saareh resual S 1-50 of 36311 records | Page: v ot TET 'P

Edit | Schond Infarmaton Shudent Infoemahion

District Dhstrict Shudend's Lasl Narms: Sludanls Gandar

. assigned | s Iiddle
- sugent | mame
identifisr

aaonon2 | 000003 7001562 Middlsblame | hale q

How to add anadify 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 sefllipHEwill be added toTIDE
through file upload. Records already set ud IDEwill be modified withthe updated content from the

upload. To upload records, you must be familiar with spreadsheet applications and/or ceapaeated
value (CSV) files.

1. Start at the dashboard that appears when you firstlog iildE 4 St SOG G KS G a1
to upload records, and seletipload An upload screen will appear where you can download a
template file.

Figure 8. Upload Roster

Upload Rosters >

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

Download Templates «

© Use this page to upload a file of rosters you want to add or modify. | more info -
Step 1: Upload File

Choose File

2. hyOS @2dzQ@S R2 g yitith2 terfpofate fild, nétén td thef upld®Rscren, select
Browse locate the file on your computer, and upload itTOE SeleciNext. The upload preview
screen appears.

3|1 0] uondnpou|
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Figure 9. Upload Roster Preview Page

Upload Rosters D)
1. Upload 2. Preview 3. Validate 4. Confirmation

© \Verify you uploaded the correct file. Click Next. If the values in the columns are incorrect, try re-creating your upload file using one of the available
templates from the previous Upload Rosters page.

Step 2: Preview

000002 000003 Sample22 775457413

2 000002 000003 Sample22 775456112

3 000002 000003 Sample22 7275457075
| Next | | Cancel |

3. hyOS &2dz2Q@3S OSNATASR (KS Ay Nex\NayainiThevglidafioy scieénS
appears.

Figure 10. Upload Roster Validation Page

Upload Rosters D ) S )

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

© Review the validation results, then click Continue with Upload. more info -

S‘tep 3: Validate Legend: Error: The file can be uploaded, but this row will not be included. I. Waming: This field is invalid. but the row will be uploaded.
000002 000003 Sample22 775457413
2 000002 000003 A Sample22 775456112
3 000002 000003 A Sample22 775457075
| Continue with Upload | | Upload Revised File | | Cancel |

4, The validation screen shows ersoor warnings associated with your uploaded file. To continue with
the upload despite these errors or warnings, sel@ontinue with Upload The confirmation screen
appears. To revise the file before uploading, selgisibad Revised FileTo upload a newlé from
the confirmation screen, seletipload New File

Figure 11. Upload Roster Confirmation Page

Upload Rosters D ) B ) B
1. Upload 2. Preview 3. Validate 4. Confirmation

Step 4: Confirmation

Results: 0 records are committed.

| Upload New File |

© Cambium Assessment, Inc. 6 Clea rSig ht
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How to Activate Your Account & Log i& tut ofTIDE

YourTIDEadministrator(district staff with the role of DDSO @iearSightcreates your account, and
then TIDEsends you an astationemail Thisemailcontainsa link that takes you to thdResetYour
Passwordpage inTIDEvhere you can set up your passwdad logging in toTIDEand other applicable
ClearSighsystems This link expire$5 minutesafter the emailwas sentlf you do not set up your
password withirl5 minutes you need to request a new link as described iK S & Sasswbrd y &
Informatiorg in the appendix.

If you do not receive an activati@mail check your spam foldelEmait are sent from
DoNotReply@cambiumast.como you may need to add this address to your contact list.

At the beginning of a new school year, ydubBpassword and security detailgll be automatically

reset. You will receive aamailfrom DoNotReply@cambiumast.cotm notify you of ths occurrence and

to alert you that you will not be able to log in TdDEor any other system until you reactivate your

account for the new school yedfollow the instructions in the sectian| 2 grel 0CRi A @ 1S @& 2 dz
belowto reactivate your account for the new school year.

How to activate your account
1. Select the link in the activatioemail TheReset Your Passwophge appears (seiqurell).

2. IntheNewPasswordand ConfirmNewPasswordields, enter a new passwor@he password must
be at leasteightcharacters long anthust includeat leastone lowercase alphabetic character, one
uppercase alphabetic character, one number, and one special chafaaieps #, or ).

3. SelectSubmit

Account activation is complete. You can procee@idEby selecting th&'IDEcard 6eeFigurel2 Error!
Reference source not founjion the Actionspage.

Figure 12: TIDE Card

[ £03
TIDE (Student & User Management)

Set-up, review, and change users as well as
monitor test administrations

© Cambium Assessment, Inc. 7 Cl ea rSig ht
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Figure 13. Reset Your Password Page

Reset Your Password

0 Flease create a password in accordance with the New
Password Requirements

New Password

m Confirm New Password

Return to Login 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 wétdits automatically
reset. You wilreceive an email fror@oNotReply@cambiumast.caim notify you of thé occurrence and
to alert you that you will not be able to log in to TIDE or any other system until you reactivate your
account for the new school year.

1.

2.

Navigate to theClearSighPortal qttps:// clearsigh.portal.cambiumast.con.
SelectActions: Get Started

SelectTIDEStudent and User ManagemenifjhelLoginpage appears (s€eigureld).

SelectRequest a new one for this school yedrheReset Your Password: Find Accopage
appears (se€igurelh).

© Cambium Assessment, Inc. 8 Cl ea rSig ht
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Figure 14. Login Page

Forgot Your Password?

First Time Login This School
Year?

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

Reguest a new one for this school year.

5. Enter your TIDE email address aedectSubmit TIDE sends you amailcontaining a link to reset
your password.

6. Select the link in the activation email. TRe®t Your Passworgage appears (s€eigurel3).

7. IntheNewPasswordand ConfirmNewPasswordields, enter a new passwor@he password must
be at leasteightcharacters long anthust includeat leastone lowercase alphabetic character, one
uppercase alphabetic character, one number, and one special chafaaieps #, or !).

8. SelectSubmit

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

Reset Your Password

Enter your email address to find your account

2
e

Return to login page

During the reactivation process, you will be taken to EBrger CoddgseeFigurel6) page and asked to
provide the authentication code sent to your email.

© Cambium Assessment, Inc. 9 Clea rSig ht
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A In theEnterEmaikd Coddield, enter theemaikd code and sele@&ubmit

A You must enter the code withibs minutes of the email being sent. If your code expires, you can
request for a new code by selectiRgsend Coden the Enter Codeage.

Figure 16. Enter Code Page

Enter Code

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

E Enter Emailed Code

Resend Code

Cancel

How to log in tdIDE

Donot share your login information with anyone. SllearSighsystemsprovide acess to student
information, which must be protected in accordance with federal privacy laws.

1. Navigate to theClearSighPortal pttps:// ClearSighportal.cambiumast.com)/
2. SelectActions

3. SelectTIDHseeFigurel2Error! Reference source not found.TheLoginpage appears (seeigure
14).

4. On thelLoginpage, enter the email address and password you use to accédealBighsystems.

5. SelectSecure Login

a. If you have not logged in using $horowser before, or if you have cleared your browser cache,
the Enter Codgpage appears (sdeigurel6) and an email is sent to your address. This applies
every time you accesEDEwith a new browser. The email contains an authentication code,
which you must use withith5 minutes of theemailbeing sent.

i. IntheEnter Emailed Codweld, enter the emailed code. If the code has expisslect
Resend Gdeto request a new code.

ii. SelectSubmit

© Cambium Assessment, Inc. 10 Cl ea rSig ht
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TheDashboardfor your user role appears. Depending on your user fBIBEmay prompt you to select
a role, district, or schodb complete the log.

Working withTIDEN more than one browser tab or window may result in changes in one tab

overwriting changes made in another tab. Do not have more thanTebD&browser tab or window open
at one time

How to log out &fFIDE
1 IntheTIDBEbanner(seeFigurel?), selectLogQut.

Figure 17. Log Out

Administration: Summer 2019 FSA End-of-Course | User: Lname, Fname (DTC)

% General Resourcesw (@) Help &g Inbox 2 Manage Accountw || [# Log Out

Logging out oTIDHogs you out of mosClearSighsystems. However, you will not be logged out of the
test administrator TA Interface in order to prevent the accidental interruption of active test sessions.

© Cambium Assessment, Inc. 11 Cl ea rSig ht
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How Districtevel Users Perform TasksI'IDE

Districtlevel users can perform most of the tasks availablElDE Some of these tasks must be
performed beforetesting begins, some must be performed during testing, and some must be performed
after testing.

How Districtevel Users Perform TasksTiDEBefore Testing Begins
Before testing begins,istrict-level users must perform the following tasksTiDE
1 Set upuser accountdor schoollevel users so they can log inTédDEand otherClearSight

systems. If user accounts are not set up before testing begins, those users will not be able to
access anglearSighsystems.

9 Set upstudent accountsso students can take the correct tests with the correct test settings at
the correct time. If student accounts are not set uiDEbefore testing begins, those students
will not be able to test.

1 Set uprosterssoReportingcan display scores at the classroom, school, district, and state levels.
1 Set up customizetest windowssothe correct tests are availablghen you need them.

How Districtevel Users Set Up User AccountEIDE

Districtlevel users must set up user accounts for scheetl users to sign in toIDEand other
ClearSighi e aGSyad LT (KS&aS dza S NIEDE R yWildrbt b&abl& 6 acceSstagydzy
ClearSighsystems.

Howdistrictlevel usersadd new usesiccountone at a time

You can add users TADEone at time. To learn more about adding recorddtM0Eone at a time, see
0 KS a SldidaBdecoddsone at atimé A yhtraduct®dn.

1. From theUserstask menu, selechdd Users TheAdd Usergage appears.

Figure 18. Add User

Add User
© Use this page to add users to assessment systems. | more info -

== PERSONNEL

*Email Address

=4 Add user or add roles to user with this email

2. IntheEmail Addres$ A St R Sy (i SNJ (i Ki@ss ¢nfl seleaZXdSusdp & add lesitd | R

use with this email Additional fields appear.

3.9y iSNJ 6KS yS¢ dzaSNnRa FTANRG FyR fFad ylFryYSa Ay
fields.

=

dl1L Ul 3se] Wwliojiad SI1asn |9A9|- 10111SIg MOH
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Figure 19. Add User 1 Additional Fields

o Lsers
B o this page o 20 LGNS |5 el S0 e | mom ke

= PERGONHEL
e Sabbivaa || i i v Lo 2 Lua. s

T PR

4. From theRoledrop-down, select a role. From the drafpwns that appear, select a state, district,
and school, if applicable.

5. Optional:To add multiple roles, sele¢iAdd More Rolesind repeat stept.

6. Optional: To delete arole, sele< next to that role.

7. SelectSave In the affirmation dialog box, seleContinueto return to the Add Userpage. TIDE
adds the account and sends the neseunan activation email frofoNotReply@cambiumast.com
How districtevel users modify existing usecountone a time

You can vievand modifyexisting user accounts one at a time or nipl# existing user accounts all at
2y0S GKNRAAK FA{S SELRNI® LT | dzd S NITIDE yoy MUBINYY I

edit the user account to match the mostap-dateA Y F2 N §A 2y ® LF GKS dza SN®R

the most upto-date information, the user may not be able to access otbearSighsystems or
features within those systems. You can also delete users Ti@&

1. From theUserstask menu, selecView/Edit/Export Users TheView/Edit/Export Userpage
appears.

2. Retrieve the individual user account you want to view, edit, export, or delete by following the
LIN2 OS RdzNE AHHw tid m&lify &x38hg recdrds ode atatine Ay (G KS Ly dNRR

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

4, LT &@2dzNJ NRfS |ff26a AlGZ Y2I’x’\\)\¥é Fiel&sSn thdz¥iSwEdist R S
' ASNE ! S3PEQED A yb [GYKSS8 | LILISYRAE a | NBFSNByOSo

5. Optional:To add more roles for this user, sele&dd More Rolegand then follow the steps as
described in the section on adding individuakrs.

6. Optional:To delete arole, sele(@i|y SEG (2 GKIdG NRtS® _2dz Oly | ¢
from the search results table.

7. SelectSave

8. In the affirmation dialog box, sele€@ontinueto return to the list of user accounts.

y
i

JqIL uP$yse| wliopad SIasn [9Aa]- 19M1SIg MOH

dzO G A
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How districtevel 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
a S O (iHo@ t$ add omodify multiple records at once  theyntroduction

1. From theUserstask menu, seledtpload UsersTheUpload Userpage appears.

2. C2tt2Ay3 (KS Ay adotiz@dd bedodity multigle réckrds atto&® G A ¥ y i K
LYGNRBRdzOGA2Y | QoRmndza the/\Ber IKo&d Filel 0y S kS | LILISY RA
fill out the template and upload it td IDE Users who have not previously been set up iDEwill be
added inTIDE Users who already have accounts set uplDEwill have their accounts modified
with the updated content from the upload.

How Districtevel Users Register Students for Testing
Students must be registered THDEo be eligible to test imDS.

How districtevel users add new student accounts one at a time

You can add students fBiDEone at time. To learn more about adding recorddt®Eone at a time, see
0 KS a SéidaBdecobdsone at a timé in the Introduction.

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

1. From theStudentstask menu on the TIDE dashboard, seksdtl Students TheAdd Studentdorm
appears (se€igure20).

2. In theDemographicpanel, eter thed G dzR S y (g@ghic iRf@rviadion.

Figure 20. Fields in the Add Students Form (top portion)

Add Students
© Use this page to add students to assessment systems. more info +

Save Cancel
*State: | - Select — v Student's Middle Name: |
*District: | - Select —- v *Gender: Male Female
*School: | — Select — v “BirthDate (MMDDYYYY): | ]

*StudentlD: I
*Grade: | - Select - v

*Student's Last Name: I

*Student's First Name: I

S

S
E

© Cambium Assessment, Inc. 14 Cl ea rSig ht
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3. Intheavailable student test settings and toglanels (se€igure21), enterthed G dzZRSy i Q&
SIOK (Saildz>x miediiytHe TéskSettinnd abd TOols®Panelsh y G KS | LILISY
reference.The test settingare grouped into catgories, such as visual, auditory, language, and
presentation. Furthermore, theptionsavailable fora test setting are alsgrouped to indicatef an
option is an accommodation, designated support, or universal . panels display a column for

eachd (GKS aiddzRSyiQa uGSadaoe ,L2dz Oy &aStSOU RAT

Figure 21. Sample Student Settings and Tools Panel

View/Edit Student: DeeWan Wiltes, [ x]

:
°
o
°
o
e
o

4. SelectSave
a. If TIDEeports that another student already has tl8SIDcontact theClearSighHelpdesk

How districtevel users modify existing student accountsatra time

. 2dz Oty @ASé6 YR SRAG RSGFATSR AYF2NXYIGAZ2Y |
participation report, if available.

1. From theStudentstask menu on th&'IDEdashboard, selec¥iew/Edit/Export Students The
View/Edit/Export Studentpage appears.

2. Retrieve the individual student account you want to view, edit, export, or delete by following the

LINE OS RdzNB  AHbw tih Mdlify @3&thd ks ode atatime Ay G KS Ly dNRR

3. Inthe list of retrieved students, sel for the student whose account you want to view. The
View/Edit Students: [Student's Naméprm appears.

a 8
RA

0 2

=

JC.L U1 SySe ] wiopad S1asn [9A3)- 111SIg

M’ =
NAOH
- >

&
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Figure 22. View/Edit/Export Students

View/Edit/Export Student

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

*District: | - Select v Student's Last Name:

*Schoal: | None selectad v

SSID Grade Level When Assessed” None selected -

= Advanced Search

Search Fields: — Select — v Additional Criteria Chosen:

Remove Selected

4. From theParticipation Studenpanel,viewl KS a G dzRSy i1 Qa GdSad LI NIAOAL

< A ~

5. LT &2dzNJ dzZaSNJ NRtS Ffft2ga AGZ Y2RATE (K a i dzR
A In theDemogaphicspanel, modifithe & ( dzZRSyY 1 Q&4 RSY 2 Jaélndelied O A Y T 2 N

A In the availabldestsettings anctoolspanels, modifgthed i dzZRSy G Qa G Said asSidi
6Fields in the Test Settings and Tools P&nelst y G KS | LILIS yTRekdst séttiagale NI
grouped into categories, such as visual, auditory, language, and presentation. Furthermore, the
optionsavailable fora test setting are alsgrouped to indicatef anoption is an accommodation,
designated support, or universal tod. K S LJ y St & RAALI & | O2f dzvy
You can select different settings for each test, if necessary.

Changing atestsettingCEF F 0 SNJ G KS GSad adGlrNGa R2Sa yz2i
the same test setting is available in tié InterfaceInthis case you must changéhe test
setting in theTA Interface.

6. SelectSave
7. Inthe affirmation dialog boxselectContinueto return to the listof student records.

How districtevel 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 showi
Ay G KS HéwSdniddogngdifydnultiple records at once A yhtragluct®n.

1. From theStudentstask menu on th@'IDEdashboard, seledtpload Students TheUpload Students
page appears.

Figure 23. Upload Students Page
Upload Students ,U) - - D

4 Upload History

<

>

Sd S188n [9A3]- 101ISIQ MOH
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2. C2tf2Ay3 (KS Ay adoMtiz@dd bedodity multigle réckrds attoS® G A Y yi K S
LYGNRRdzOGA2Y | GoRmndzh the/AudantkUBload Eilé A § G KS | LILISY RA
reference, fill out the Student template and upload itTtDE

How districtevel users transfer students between schoodistricts

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

1. Retrieve the studet account you want to view or edit by following the procedure in the section
G1 29 RASANR Odza SNE Y2RAFTE& SEAalGAYy3I addzRSyd NB

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

A Mark the checkboxes for the students you wamimove.

A 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.
3. Do one of the following:

A SelectMove to Other Schoohbove the sarch results

A Selectf inthe floating Actions toolbar.

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

5. From theSchoobrop-down list, select the schd®o which you want to move the student

6. SelectYes After TIDEmoves the student, an affirmation message appears.

7. SelectContinueto return to the student listing.

How districtevel userspecify student accommodatiarsdtest tools

I AGdRSyGQa (Sa0 aSGGAy3Ia AyOf dzfoSpeeckd colordl At | ot
schemes. Test tools specify the tools a student can use during a test, such as a highlighter. This sectio

explans how to edit student test settings and tools via an online form or a file upload.

1. From theTest Settings and Tootask menu on the TIDE dashboard, seléetw/Edit/Export Test
Settings and ToolsTheView/Edit/Export Test Settings and Togbage appears.

2. Retrieve the student accounts whose settings and tools you want to view or edit bx following the
LINE OSRAZNE Ay (KSf 88O A&y SNH 2¥2 RABRE NEOXNAGA Y3

3. Inthe list of retrieved students, sel for the student whose test settings and tools you want to
edit. TheView/Edit Students: [Student's Namddrm appears.

© Cambium Assessment, Inc. 17 Cl ea rSig ht
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4. C2NJ AYF2NXI G

A2y lo2ddi K2¢ (2 ideiedel lskrd Modiff 2 N =
9EAAGAYT [ (dRSY( !

[j
O02dzyia hyS Id I ¢AYS®E

How districtevel users upload student accommodations and test tools

If you have many students for whom you need to apply test settingsay be easier to perform those
transactions throug file uploads. This task requires familiarity with composing coraeparated value
(CSV) files or working with Microsoft Excel.

1. From theTest Settings and Tootask menu onthe TIDElashboard, seledtpload Test Settings and
Tools TheUpload Test Settings and Toglage appears.

2. C2ff2Ay3 (KS Ay adoMtiz@ddbdodity multigle réckrds attoS® G A Y yi K S
Introdub G A2y | YR dZolunn3in th&kT®st Settirigs Wpload&ileA y i K &sa LILIS Y
reference, fill out the Test Settings template and upload TOE

How districtevel users view student distribution report

A frequencydistribution report (FDR) shows the number of occurrences of a particular category, such as
the number of male and female studen¥ou can generate FDRs for the studentsimristrict or
school by a variety of demographics and accommodations.

1. From theStudentstask menu on the TIDE dashboard, sefeeiquency Distribution ReporfThe
Frequency Distribution Repofage appears (sdeigure24).

Figure 24. Fields in the Frequency Distribution Report Page

Frequency Distribution Report
© Use this page to generate a Frequency Distribution Report. mere info +

= Filters for Report

*District -- Select - -
*3chool: -~ Select— -

Enrolled Grade: - Select - v

== Select Demographics

Select Demographics: None selected A

Generate Report
2. IntheFilters for Repompanel, select the report filters:

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

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

c. Optional Select a specific grade or retain the default for adidgs.

d. Optional In the Select Demographissib-panel, mark checkboxes to filter the report for
additional demographics and accommodations.

© Cambium Assessment, Inc. 18 Cl ea rSig ht
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3. SelectGenerate ReportTIDE displays the selected FDRs in grid formatHigeees25).
4. Do one of the following:

A To display the FDRs in tabular format, se(@dt.

A To display the FDRs in graphical format, seBeiph

A To display the FDRs in both tabular and graphical format, s8kéti& Graph

A To download a PDF file of the FDBRelec & , and then selecPrint on the new browser window
that opens displaying the reporthe generated POifte displays the report in your selected
format of Grid, Graph or Grid & Graph

A To export to Excel, sele[** w, and in the affirmation dialogdx selectOK

Figure 25. Frequency Distribution Reports by Grade and Gender

|E Grid | ‘ ik Graph | ‘ B bl Grid and Graph |
N

Female 19549

Male 5500

Total 25449

01 225

02 293

03 2916
04 4594
05 3134
06 2926
07 1982

08 2652
08 1817
10 1473
1" 1470
12 1452

Total 25543

How districtevel users upload student attributes

You can set up attributes for multiple students through file uploads. This task requires familigrity w
composing commaeparated value (CSV) files or working with Microsoft Excel.

1. From theStudentstask menu on the TIDE dashboard, seldpload Student Attributes TheUpload
Student Atributes page appears.

© Cambium Assessment, Inc. 19 Cl ea rSig ht
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2. C2tt2Ay3 GKS Ay aHdoMtizAdd bredodity multigle rackrds attoS® G A 2 yi K S
LYGNRRdzOGA2Y | GoRmndza the/ TRst Heki®ys Uipload ithecappendiasa
reference, fill out the Attribute template and upload it to TIDE.

How Districtevel Users Managrosters

Rostersare groups of students associated with a teacher in a particular sdRostergypically
represent entire classrooms iawer grades, or individual classroom periods in upper gradesters
can also represent special courses offered to groups of students.

Therostersyou create inTIDEare available ilReporting Reportingcan aggregate test scores at these
rosterlevels.You can also ugestersto print testticketsO2 y i AyAy 3 &aGdzRSyiaQ ¢
taking a test

Since teachers are responsible foe growth and development @i i dzR S y det© uchiakeading,

writing, research, acmmunication,and problem solvingit is important for teachesto be able to analyze
theira (i dzR Peyfdindatre datand adjustheir teaching strategies accordingfjorteachesto be

able to segheirda 1 dzZRSY G4 Q LISNF 2 NX I y OS cldediih &vstdi#sDciated witkR S v (i
the teacher Hence rostersneed to be created for all teachengho are responsible for teaching an
academic subject, such as Reading/Literacy, Mathematics, Science, Social Studies, and Health.

When creatingosters it is recommended to fidw the guidelines below:

1 Rostersshould ideally include about 230 students. If @aosteris toolarge or too small, it may
affect the credibility and usefulness of the data.

1 One or moreostersmay need to be created depending on the subjects taught by a teacher. For
exampe, ifa group of Grade 3 students hidme same teacher for Reading, Mathematics, and
Science, then separatestersdo not need to be created for each subject. However, if ciffie
teachers are responsible for teaching different subjects then sepaostersneed to be
created for each teacher and subject.

1  When namingosters a clear and consistent naming convention should be used that indicates
the grade, class name, teacher, period as applicable. For example, an elementaryasteool
may be named&r3Jonesl-A8Mnd asecondary schoabster may benamed
WikenPeriod3Eng9A1180

You can only createstersfrom students associated with your school or district.

How districtevel users add newwstersone at aime

1. From theRosterstask menu on thd IDEdashboard, selechdd Roster TheAdd Rosterform
appears (se€igure26).

2. IntheSearch for Students to Add to tResterpanel, search for students by filling out the search
criteria and selectin@earch

"J

3dl1 ul S}se] wliollad SIS} |oA9]- 10111SIg MOH

<

© Cambium Assessment, Inc. 20 Cl ea rSig ht



Test Information and Distribution Engine User Guide

Figure 26. Add Roster Form

Add Roster

@ uUse this page to add rosters. merenfo

[ s | [ omu |

== Search for Students to Add to the Roster

*DISTRICT. 99 - DEMO DISTRICT - Grade:  None selected hd
*School 999 - Training School 1 = Student Added Since: -Select- =

= Test Settings and Tools Filters

Search Fields: -- Select - A Additional CriteriaChosen:

[E==s] |

‘ d
:
Jd|L ul Sy}se] wlioliad Si1as |9A9]- 1d11SIg MOH

= Add Students to the Roster

*Roster Name:

*Teacher Name: -Select-  ~

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

3. IntheAdd/Remove Students tbé Rostepanel (se€rigure?7), do the following
a. IntheRoster Namdield, enter theroster name.

b. From theTeacher Namedrop-down lig, select a teacher or school personnel associated with the
roster.

c. From theStudents to displaffeld, select the students you wish to view in tAgailable Students
list. Thetwo options are:

© Cambium Assessment, Inc. 21 Clea rSig ht
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Figure 27. Add/Remove Students to Roster Panel: Current and Past Students

Students To Display

Current Students ‘@ Current and Past Students

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

Available Students (8) Quick Search

Add Grade Student Name SSID Left School
E| Grade 3 Washington, George 9990009010
E| Grade 3 Adams, John 9990009019
T| Grade 3 Jefferson, Thomas 9990009018
E| Grade 3 Madison, James 9990009017
E| Grade 3 Monroe, James 8990009016 032013
:| Grade 3 Jackson, Andrew 9990009015 0172016
ﬂ Grade 3 Harrison, William 9990009014
E| Grade 3 Taylor, Zachary 99900090183

| Add All | | Add Selected |

Q

Selected Students (0) QuidkSearch Q

Remove Grade  Student Name SSID Left Roster

Remove All Remove Selected

- Current StudentsDisplaysstudents who match your search criteria and are currently
associated with the school.

- Currentand PastStudens: Displaysall 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 wiutients
to displayfield set toCurrent and Past Studentshe 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 schoulill display the date on which thegft the school. You can still add
these students to youroster, if desired.

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

- To move one student tthe roster, select== for that student.

- To move all the students in th&vailable Studentist to theroster, selectAdd All

- To move selected students to thester, mark the checkboxes for the students you want to
add, then selecAdd Selected

e. Toremove students, do enof the following in the list of students in thester.

- To remove one student from thester, select * for the student.

- To remove all the students from thiester, selectRemoveAll.

© Cambium Assessment, Inc.
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- Toremove selected students from thaster, mark the checkboxes for the students you
want to remove, then seled®emove Selected

4. SelectSave and in the affirmation dialog box, selggbntinue

How districtevel users modify existimgstersone at a time

You can modify certairosters if required. However, whetherm@stercan be modified or not or the
method in which aoster can be modified depends on thestertype. The different types abstersare:

1 UserdefinedRosters These areostersthat you create through thé\dd Rosterpage orthe
Upload Rostepage. You can modify a usgefinedroster by changing its name, associated
teacher, or by adding students or removing students.

1 SystemgeneratedRosters These areostersthat are imported into TIDE through a nightly
process and cannot be edited.

1 You can modify existingsters by performing the following steps:

1. From theRosterstask menu on the TIDE dashboard, seMetv/Edit/Export Roster The
View/Edit/Export Rostetpage appears.

2. Retrieve theroster NS O2 NR &2dz ¢+ yi (2 @OASs 2N SRA(Howe 7T
to modify existing records one atatiie Ay (G KS LYy (GNRBRdAzZOGA2Y ®

by

3. In the list of retrievedosters selecl /' | for the rosterwhose details you want to view. The
View/EditRosterform appears. This form is similar to the form used to eakters(seeFigure26).

4. In theSearch for Students to Add to tResterpanel, search for students by following the procedure
in the sé { A How to énodify existing records one atatine Ay G KS Ly dNRRdzO( A 7

5. Inthe Add/Remove Students to the Rogpanel (sed=igure?7), do the following
a. IntheRoster Namdield, enter theroster name.

b. From theTeacher Namdrop-down list, select a teacher or school personnel associated with the
roster.

c. From theStudents to displaffeld, select the students you wish to view in tAgailable Students
andSelected Studentssts. The two options are:

- Current StudentsDisplaysstudents who match your search criteriadaare currently
associated with the school amdster. TheAvailable Studentlst displays students who are
currently associated with your school and tBelected Studentsst displays students who
are currently associated with thester.

© Cambium Assessment, Inc. 23 Cl ea rSig ht
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- Currentand PastStudents Displaysall the students who match your search criteria from
the current year evelif they are no longer associated with the school or tbster. If a
student has been removed from thiester, the date on which her shewas removed from
the rosteris displayed in th&elected Studentsst. If the student who has been removed
from therosteris still associated with the school, besheis listed in theAvailable Students
list as a regular student. Howeverthk studenthas left the school thethe record will
appear inthe Available Studentsst with the date heor sheleft the school.

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

- To move one student to theoster, select== for that student.

- To move all the students in th&vailable Studentsst to theroster, selectAdd All

- To moveselectedstudents to theroster, mark the checkboxes for the students you want to
add, then selecAdd Selected

Students To Display:

>
g

Grade

Grade 3

Grade 3

Grade 3

Grade 3

Grade 3

Grade 3

Grade 3

1+ 4] ]+ 4

Grade 3

Figure 28. Modifying a Roster: Current and Past Students

Current Students '@ Current and Past Students

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

Available Students (8) Quick Search

Student Name SSID

Washington, George 9990009010
Adams, John 9990009019
Jefferson, Thomas 9390009018
Madison, James 9990009017
Monroe, James 9990009016
Jackson, Andrew 9990009015
Harrison, William 9990009014

Taylor, Zachary 99900090183

‘ Add All | | Add Selected |

Left School

0372013

0172016

Q

Remove

Selected Students (5) QuidiSearch Q
Grade Student Name  SSID Left Roster
Grade 3 Doe, Jane 9990009012
Grade 3 Doe, John 9990009011 06/2013

Grade 3 Doe, Janet 9390009009
Grade 3 Doe, Jake 99900090108

Grade 3 Polfer, Harry 99000090100 032013

Remove All Remove Selected

e. Toremove students, do enof the following in the list of students in thester.

- To remove one student from th®ster, select

for the student.

- To remove all the students from thester, selectRemoveAll.

- Toremove selected students from thaster, mark the checkboxes for the students you
want to remove, then seledkemove Selected

6. SelectSave andin the affirmation dialog boxselectContinue

© Cambium Assessment, Inc.
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How districtevel users add or modify multipdstersall at once

If you have manyostersto add or modifyyou can do so through file upload as shown in the secti
éHow to add omodify multiple records at oncge A yhtra@uct®on.

1. From theRosterstask menu on thdIDEdashboard, seledt/ploadRosters TheUploadRosters
page appears.

2. C2tt26Ay3 GKS Ay & HoMtiz@dd bridodity muttigle réckrds atoSe® G A 2 v & S
Introduction and us y 3 i KSoluriirls i thé&Roster Upload Eile A Yy (i K &s atefeibdSe/ R A
fill out the Roster template and upload it ©DE

How Districtevel Users Manage Test Windows

Individual districts or schools careate customized testing windows.

Howdistrictlevelusersadd new estwindowsone at a time
2 KSy @&2dz ONBIFGS 2NJ SRAG | G4Sad oAy R2 ghidraichyi K S
administer the test during that windowexcept those schools that have their own customized window.

1. From theTest Windowsask menu on thd IDEdashboard, selecAdd Test Windows TheAdd Test
Windowsform appears (se€igure29).

2. IntheTest Window Informatiopanel do the following:

a. IntheWindow Namdield, enter a new name for the test windowheWindow Namdield only
accepts alphanunté characters. Characters like spaces, dashes, and underscores are not
allowed for test window names

Figure 29. Fields in the Add Test Windows Form

ClearSight
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