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The Test Information Distribution Engine (TIB¥Stemcollects andstoresstudentdemographic
information and providesauthorized usersvith the tools to add and managesers for administrative

tasks associated with th&pring2013 AASCD administratiohuthorized users can also order test
administration materialgnd process resets and invalidations.

This user guide covers administrative tasks for District Test Gadods, District Administrators,
Building TesCoordinators Test AdministratorsSecond Rters, and Information Technology Centers

The information presented in this user guide applies only to the TIDE system used for the Spring
2013 AASCD administration. This does not cover information regarding TIDE for the Ohio
Achievement Assessments, the Ohio Graduation Tests or the Ohio Test of English Language
Acquisition. If you are looking for the TIDE User Guide for OAA, OGT or OTELA, you can download it
from www.ohiodocs.org.

TIDEusesaroleéi LISOAFTAO RS&aAdy (2 NBAGNROG | O0O0Saa G2
designated roleDepending on your user role and test administration, not all functions and features
mentioned in this user guide may apply to you. To see which tasks you have access to, Tafde tb,
User Role Access to Tasks and Featur€diEon pagelo.

TIDEallows authorized userso do the following:
1 Add,viewand edit district and school personnel information
1 Add, vew and edit student information
91 Order test administration materials
1 Invalidate and esettests(availableSpring 2013)

User Guide Organization

This user guide is divided into content sections to help youTlBeéefficiently.
1 Section lincludesinstructions for accessinglDE

1 Section llexplains how to navigatihe TIDE
1 Section lliprovides an irdepth overview of the task$eaturesand fundions available iTIDE

Related Resources

0S

This user guide does not provide information on test administration policies. For additional information

and resources pertaining to the Spring 2013 AASCD administration, refer to the documents available

on theOhio Alternate Assessment Porthttp://oh.portal.airast.org).

Computer and System Requirements

Thisuser guidedoes not provide informatioabout computer or system requirements foftDE You
can findinformation on these requirements in tr®ASCO echnologyRequirementslocument, posted
on the Ohio Alternate Assessment Portatkf://oh.portal.airast.org in the Technology Resources
section.



http://www.ohiodocs.org/
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Important Info rmation Regarding Passwords

TIDE will not send useas e-mail with thar username and password for AASCD systéffisen a new
user is added in TIDE, he or she will receive-araé with a link. The link will only be good 2
hours. Users will be prompted to change their password and select and answer a security question.

If you do not log in withif2 hours of receiving the link, you will need to gofttbE enter your
username (email address), and click thEgrgot YourPassword?] link. This will prompt another-mail
containing a temporary, secure link, which also expire&ihours.

Existing users who cannot remember their password will follow this same process.
Password Requirements

Users will need to create a nguassword that is a minimum gfx characters long; at least one of
these characters must be a number.
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Logging Into TIDE

To log intoTIDE. you must have an authorized username and passwoyuhave notyet received
your login information, contaggour DistrictTestCoordinator(DTC) District Administrator (DAQr
Building Test Coordinat¢BTC)He or shewill need to add youo TIDEDTCs should contact th@hio
Help Desk for their login information.

| Do NOT share your login information with anyone not authorized to access TIDE.
. If other individuals require access to TIDE, they should contact their BTC, DA or DTC to have an
account created.

1. Open your Web browser and navigate to the Ohio Figure 1. User Cards
Alternate Assessment Portal:
http://oh.portal.airast.org.

2. Click either the [Teachers/Test Administrators] or
[Test Coordinators] card to access TIDE and
other applications.

3. Click the [TIDE] button. You will be directed to the Figure 2. TIDE Card
Common Login System login page.
The Common Login System allows users to log into
the AASCD systems provided by the American
Institutes for Research (AIR). Users are not
required to log in and out of each system. TIDE
4. Type your username and password in the Figure 3. Login Screen

respective text boxes, and then click [Log In]. You
will be directed to the TIDE Home page.

: : . Username
If you are a user who is associated with more than Enter your email
one school (e.g., a District Test Coordinator), you AeErEs
will be prompted to select a district and/or school to Password

complete the login process.
Forgot Your Password?

Log In

Forget Your Password?

If you forgot your password, you can click ti@ifgot YourPasswor®] link on the login page. You will
receive an emaivith a secure, temporary URL (linK)ick the link in the email to update your
password.


http://oh.portal.airast.org/

Select Role and District/School

If you are a user with more than one role, you
may be prompted to select a user role. Users w
have only one role will not see this screen.

Select the role from the drogown list, verify
your district and/or school, and then clicRdlect.
You will bedirected to the TIDE Home page.

Home Page

The first screelyou will see after you log in is ti@DEHomepage. Your user role is displayed on the
screen in the top right corner, next to yoname.TheHomepage allows you to view available tasks
based on your user rol®efer toTable 1, User Role Access to Tasks and Featuré3gon pagelO

for additional information.

Figure 4. Se

lect Test Administration

Select Test

Test Administration:
Role:
State:

District:

Administration

OHAASCD 2013 -
DTC -
000000 - Ohio Department of Education «

9999 - AIR Training District «

( select )
\ J

Figure 5. Sample Home Page for District Test Coordinators

User: User, DTC

Role: DTC My Account

Chio |

o

— Home

Welcome to the TIDE system for the Spring 2013 AASCD administration!

TIDE allows authorized users to access tasks for the AASCD administration.

& |
[S{ u |
Contact Info Participation
———— &
Start  Now 01,2012 End Oct01, 2013 Start  Nev01, 2012 End  Mar 29, 2013
12:01 AM (EST) 11:53 PM (EST) 12:01 AM {EST) 11:59 PM (EST)
- q
Lo — | il
View/Edit Students Manage Users
tart  Now 01,2012 End  Nov 30, 2012 Start Nev01,2012 End  Oct01, 2012
12:01 AM (EST) 11:58 PM (EST) 12:01 AM [EST) 11:59 PM [EST)

.i_) -
= 1]

Additional Orders

Start  Feb 11,2013 End  Mar 27, 2013
1201 AM(EST)  11:59 PM(EST)

. -
Home Contact Info . Participation | Student Information | Orders ] Manage Users .

District: (9999) AIR Training District

Administration: AASCD 2013

(Change

* District Test Coordinators and District Administrators can upload and edit student information.
* Building Test Coordinators, Test Administrators and Second Raters can view student information.
= District Test Coordinators and District Administrators can manage orders for the Test Administrator Kits and ancillary materials.

-

_aa—
Upload Pre-ID File

Start NovO01,2012 End  Now 30, 2012

12:01 AM(EST)  11:59 PM (EST)

&
Al

On-time Orders

Start Nov01,2012 End  Now 20, 2012
1201 AM(EST)  11:59 PM (EST)

Ohie Department of Education, 25 South Front Street, Columbus, Ohic 43215
John R. Kasich, Governor | Michsel L. Sawyers, Acting Superintendent of Public Instruction | Contact ODE | Qhio Home | QDE Home

itution/ Test Admini utinn“‘ \
Ay . y

» District Test Coordinators, District Administrators and Building Test Coordinators can manage user information.

| Do NOT open TIDE in more than one browser window or tab. Changes made on one page in one
. window may overwrite changes made in another and result in loss of data.

7




SAAQBId . AOEG 2OET C
TIDHSs configured to show only the features that are available to, pased on your user rol§abs

which resemble file foldersrethe principal means afiavigating between taskSometaskscontain
multiple suliasks as displayed beloviLhese tabs are @ahys visible.

1 Tasks that are grayed out cannot be accessed until they become active.
1 Tasks with a lock icon may be viewed, but changes cannot be made on those pages.

Figure 6. TIDE Banner

User: User, DTC Role: DTC My Account | Contact Us | Logout

District: (9999) AIR Training District
Administration: AASCD 2013

Ohio |

| Change Institution/Test Administration

Orders-] Manage Users . » 3 » 3

()

Home Contact Info | Participation | Student Information

_J upload Pre-1ID File ” View/Edit Students H Add Students |

TIDE Banner

LYy I RRAGAZ2Y (2 GoKt&ins thé follawing inférBatian arld iihisSiNte top right
corner of the page:
1 Your name (User) angkerrole (Rolej Seethe Appendix for a list of user roleabbreviations
and definitions
[My Accounit Click to vew and/or updateyour contact information and change your password
[Contact Ut Click to viewOhioHelp Desk contact information.
[Log Oujt Click to log out of the site.
[Helpt Click to view and download thidDBJser Guide

= =4 —a -9

Your district/institutionname and selected test administration are also visible in the upper right corner
of the screen.
To navigate to the Data Entry Interface or Online Reporting System for the AASCD, click the drop-down

list at the upper left corner. Select the site you want to switch to. (Note: These sites will not be available
until the Spring 2013 test window opens.)

-

Changing the Selected Institution

This feature allowgouto view information for another schoelithout logging out and then logging
back in againBecause only one test administration is available, you will not be able to change the test
administration.

__L | Depending on your user role, this feature may not be available. Also, user accounts with only one
=— | associated institution will not be able to change schools.
1. Click the Change Institution/Test Figure 7. Change Institution/Test Administration
AdminiStration] button. Change Institution/Test Administration
2. Confirm or select a role type, if applicable. Test Administration: AASCD 2013 -
3. Confirm or select the district/school. Role: [DTC -
4 C“Ck Bmelﬂ State: 000000 - Ohio Department of Education +
District: 9999 - AIR Training District -
Submit




My Account

This section contains your personal information. You can update your information in the editable text
fields (white). You cannot update your raeemail addressif your roleor email addresseeds to be
changed, contact youBuildingor District TestCoordinator or District Administrator.

Note: If you are a DistridtestCoordinatorand need to update information other than your password
contactthe Ohio Help Desk

Figure 8. Sample My Account Screen

My Account (% ]

You may update your persanal information and password on this page.

*FirstMame: pDTC Change My Password (Optional)

*LastMame:  Jser Old Password:

Phone number: Mew Password:

*Email address: | DTCUser@air.org New Password
= (again):
Role: DTC 9999-AIR Training
District

Update

Change M Password (Optional)
To change your password, enter your current password in the first field, followed by your new
password in the following two fields. Password changes taketeffamediately and applio TIDEas

well asthe Data Entry Interface an@nline Reporting System
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The following features and functions, caltexdks are included ITIDE Tasks are identified by their tab
names.Not allusers can access eatdsk Table Ibelowshows which users have access to etack.

(Note: DRU and BRU users cannot access any tasks; they can access only the My Account feature to
update their information, including password changes.)

Table 1. User Role Access to Tasks and Features in TIDE

District Test
Coordinator (DTC)
District Administrator
Building Test
Coordinator (BTC)
Second Rater (SR)
Information Technology
Center (ITC)

<
£
S
=
9
£
£
©
<
7
(V)
|_

Verify Contact Information

Verify Participation

Student Information

Upload Pre-ID File P =} P

Add Students

View/Edit Students

View student information [») b o)

View and edit student information b b

User Management

Upload Users

Add Users

View/Edit Users

Orders

Initial Orders

Additional Orders

Order History

Order Summary

T|UT|UT|UT| T
T|UTU|T|UT| T

Track Shipments

Invalidations/Resets

Create Invalidations/Resets

View Invalidations/Resets

10



Task: Contact Info

TheVerify Contact Informatiorpage allows District Test Coordinators and District Administrators to
verify and update the test coordinator contact information for the Spring 2013 AASCD administration.
Required fields are marked with an asterisk (*).

Figure 9. Sample Verify Contact Information Screen

- Ver“-y Contact |nf0rmat|0n Active Period: varies by administration

Please verify that the test coordinator information, shipping address and mailing address below are accurate for the selected test
administration (AASCD 2013).

You must contact the Ohio Help Desk to change your shipping address. You may update all other information on this page yourself. Be sure
to click [Done] once you are finished updating in order to save your changes.

Test Coordinator Information Shipping Information Mailing Information
Name: AIR Training District *Address Line 1: 1000 TJ *Address Line 1: 1000 TJ
“First Name: Test Address Line 2: Address Line 2:
Riddiciniames *City: |Washington *City: Washington
“Last Name: Coordinator *State: |DC *State: DC
*Email Address: DTCUser@air.org *Zip Code:|20007 | - *Zip Code: 20007

Alternate Email
Address:

*Phone Number: 202-403-1234
Phone Extension:

Fax Number:

| Done | Reset |

On this page, yomust:

1. +SNATe GKS (Sad 02 2 NRVeyhtthenbildg adddezs/ ghon®mumbey” F 2 NI
and email address. A secondrgail field is available if the test coordinator wishes to receie e
mail communications at an alternatereail address or to have communications sent to a
second person.
1 Itis important to ensure that contact information is checked and/or updated regularly.
Communication regarding Ohio assessments is sent outwiaik please ensure that
these email addresses are correct.

2. Verify the shipping addressAASCInaterials will be sent tehe address listed here. If the
shipping address is incorrect, contact the Ohio Help Desk to have it updated. You may not
update this information yourself.

1 Your mailing and shipping addresses can be different.
1 Post Office (P.O.) boxes are not allowedtha shipping address, as test materials are
delivered by a commercial carrier such as FedEx or UPS.

3. When you have finished verifying and/or updating your contact information, diokd.

11



Task: Verify Participation

TheConfirm Participation in Curnet Administration pageallows DTC or DA to confirdstrict or
schoolparticipation in the Spring 2013 AASCD administration

Figure 10. Sample Confirm Participation in Administration Screen

Confirm Participation in Current Administration Afearces 2>

administration

Please verify that your district or school is participating in the selected test administration (AASCD 2013).
« In order to receive test materials, you must select [Yes] and click [Save].

e If you select [Nol, you will not need to access any other tasks related to ordering test materials or uploading student Pre-ID
information.

Does your district plan to administer AASCD 20137

Yes -

( save |

1 To receive test materials, you mustrify that your district or school is participating in the test
administration{ St SOG & , &épdowd INEand thérkckJavg.

T LT @2dz NB y20 LINIAOALI GAYy3I Ay GKS Odz2NNBy i

[Savé. You wil not need to access any other tasks related to ordering test materials or
uploading PrdD information.

12



Task Group: Student Information

LY — g—
Home Contact Info . Participation | Student Information i Ordersl Manage Users . » ‘ » ,»

Upload Pre-ID File ” View/Edit Students ” Add Students |

The Student Information group includes the following tasks: Upload Pre-ID File
View/Edit Students
Add Students

District Test Coordinatomnd District Administratorsan uploadstudent informationvia Pre-IDfiles,
add students individually, and edit student demographic informat&lhauthorized usermay view
student information Information Technology Center users nuay upload prelD files.

About AASCD and P4® Information

TIDEsynchronizes with the Data Entry Interface and Online Reporting System. After student

information is added td@IDE the Data Entry Interface (D) g Af f O2y dF Ay Sl OK ai
L dzi K2NAT SR dzaSNB 6Aff 0SS FofS G2 GSNATe SIOK &
startingdata entry The Online Reporting System will also contain information about each student,
including test pogress and performance.

13



Upload Pre-ID File

TheUpload PrelD Filepage allows District Test Coordinatpsstrict Adninistratorsand Information
Technology Centett® upload a file with student informationlIDEaccepts uploads of student
informationin .txt format only. A notepad application can be used to open and edit these files

Figure 11. Sample Upload Pre-ID File/Upload Students Screen

pet Upload Students Active Period: varies by administration

This task allows you to upload a Pre-ID file with student information. To begin, click [Browse] to navigate to the location of the saved file on
your computer.

Note: If you have only a few students who will participate in the AASCD 2013 administration and you do not want to create a Pre-1ID file,
you can click on the [Add Students] tab and enter each student's information one at a time. You can also add students to your Pre-ID
records by clicking on [Add Students] after you upload a file.

To minimize errors in your Pre-1ID file, download the ODE Pre-ID specification document, which explains how to format your Pre-1D file. Click
[Download Specification File] and save it to your computer,

( Download Specification File
s >

[E] STEP 1 Upload File s @ s B .y

Upload File - To begin uploading your file, click [Browse] and navigate to the file on your computer or enter the file path, then click
[OK]. After you have selected the file, please click [Upload File] to begin the upload process.

Browse_

[ upload File )( cancel |

District users should be careful to upload information for only those students who are eligible to
participate in the Spring 2013 AASCD administration.

District users can only upload files with their own district IRN. The school IRNs in the file must also be
associated with the district IRN. If you upload a file that contains a student record with a district or
school IRN that is not associated with your district, the upload process will fail.

Download the ODE Specifications File

To minimize errors igour student PrdD file, download the ODE PRI specification document, which
explains how to format the student upload file.

1. Click the DownloadSpecification Filglink.
2. Click pavg. Save the file to a location on your computer that will be easydorto access.

The ODE Pre-ID specification file is an Adobe Acrobat PDF document. You must have Adobe Reader to
view this file. If you do not have it, you may download it for free at http://get.adobe.com/reader/.

-

Creating your Student Pre-ID File

The PrelDfile is a fixedength format file.The PrelD file must have a .txt file extension and match
the layout format specified by ODE in the specification filenter eachi (i dzR Bifgrinadia@n in each
row and respective column.

After you finish modifying and/or adding users to your fdayethe file as a .txt file.

The Pre-ID file undergoes validation tests after you upload it. If the entire file upload fails, you must make
! changes to the original file on your computer and then re-upload the file. If you receive errors or warnings for
a few records, you can either edit the file and re-upload it, or you can proceed with the file upload and then
add or edit student information by clicking either [Add Students] or [View/Edit Students].

14
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Uploading the Student File

This section outlines the steps required to upload the stugeetiDfile. TIDE breaks down the process
into four main steps: 1) Upload File, 2) Preview File, 3) Validate File, and 4) Confirmation. This process
allows you to confirm that the correct file was uploaded and that it contains no errors.

Step 1:Uploadng the Re-ID File
Figure 12. Upload Pre-ID File Section of Upload Students Screen

[=] STEP 1 Upload File > @ [ > o

Upload File - To begin uploading your file, click [Browse] and navigate to the file on your computer or enter the file path, then click
[OK]. After you have selected the file, please click [Upload File] to begin the upload process.

Browse_

[ upload File | cancel |

1. Click Browsd and navigate tdahe savedtxt file on your computer.
2. Select the fileand click Dpen. The file name will appear in the text box on tloeeen.
3. dick [OK], and then click UploadFilg].

Step 2 Previewing the PrdD File
Figure 13. Preview of Sample Pre-ID File Records

|:| %+ = STEP 2 Preview File i = o
Preview File - This page allows you to preview the first few records in the file to ensure that you uploaded the correct file and the data are in the correct fields. Please
click [Mext] to review all records in your file for any errors.
| Next |
District School District School Student Last Sifitadl  FCEH NIt BSiE ::Jatel;ed Enrolled GELEs  GOLTE
First Middle Dateof Student 3 Gender Ethnicity Migrant District School
IRN IRN Name Name Name e = = Student Grade
Name Initial Birth Identifier E IRN IRN
Identifier
000002 000003 AR AIR ADCOCK MATTHEW E 07141990 283084531 QQO000002 03 M 5 N
District School
000002 000003 AR AR AlBRIGHT-1AHNZ DOMINIC M 09021991 286082308 QQOO0OOD3 04 M 3 N
District School
AIR AIR
000002 000003 ANDERSON MARLEE U 05271992 281083493 QQO0D00004 05 F 3 N
District School
000002 000003 IR G ASKINS JAELYN M 10311993 289080682 QQO0000005 06 F 5 N
District School
000002 000003 AR AIR ASKINS KARLIE B 06021994 299082381 QQO000006 07 F 5 N
District School
000002 000003 AR AR galpauF TRISHA R 04211995 297083172 QQOO0000D7 08 F 3 N
District School
AIR AIR
000002 000003 BAUMAN JACK A 11181997 298063191 QQO0000009 11 M 5 N
District School
000002 000003 AIR AIR BENTON ARIEL ] 01151998 292082458 0000010 12 F 6 N
District School QQ
AIR AIR
000002 000003 BENTON CECIL C 09161999 287086457 QQO000011 03 M 3 N
District School

1. Preview the file you selected to ensure that you uploaded the correc{@mely a few records are visibl
on this preview page.)
2. Click Nex{] to begin the file validation process.

If your file is large, it may either take a long time to upload OR be processed offline. Do NOT cancel the
upload and then try again, as TIDE may have already begun processing some of the student records. If
your file is too large to upload while you are online, you will be asked to provide a valid email address.
When the file is processed, you will receive an email.

[l
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Step 3:Validating the PreID File

TIDEperforms validation tests on your RiB file
and provides feedback about whether the system
able to upload the file and/or specific records.
There are two types of validation tests: layout
validation and data validation.

1 The layoutvalidation test determines whether
your file has the proper format (e.g., the
appropriate fields are numeric or
alphanumeric), proper record length and
acceptable values.

1 The data validation test determines whether
your PrelD file meets certain criteriadsed on
the information that is on file about your schoc
district (e.g., whether your P+t file includes
the schools that are on record as being
associated with your district).

These validation tests will identify errors that fail
the entire file anderrors that prevent individual
records from uploading and will warn you of other
potential issues.

If you have no errorand wish to proceed, click
[Commit PrelD Filg.

Figure 14. Upload Warning Messages

@ Record caused file upload to fail.

“| File uploaded, but record failed.

~| Record has errors, but was uploaded anyway.

1 E If your file has féled, note the error(s) and
the corresponding record number(s). Click
[Cance]. Update your PrdD .txt file, and then
restart the upload process, beginning with Step

1 ' If you have record errorsthese recordsvill
not be committedo TIDE The recordshat
passed validation can be committed. You may
elect to fix the errors in your P+ file and re
upload it, or to add these records using thel
Studenf{ tab.

1 If you have record warningghese records
will be committed However, you are strongly
encouraged to review the associated records. Y
may edit these student records using thédgw
Studentd tab.

Step 4:Confirmation

Figure 15. Sample Pre-ID File Upload Confirmation Section

= > @ » [

= «" STEP 4 Confirmation

9 Your file has successfully been submitted to TIDE.

13 record(s) were loaded into the TIDE database.

Please find a summary of this upload below:

District IRN District Name

Oooooz AIR District

000002 (Total Count) AIR District

School IRN

oooooz

School Name Count
AIR School 13

13

After you click Commit PrelD Filgd, the errorfree records will be uploaded to TIDE. Note that this proce
might take a few minutes depending on the number of records and the number of users logged into T
that time. Once the file is uploaded, a message will appear on your screen.
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View/Edit Students

TheView/Edit Studentspage allowsauthorized userso retrieve PrelD information for individual
students and edit the information as necessary. You may also export the student records to a CSV
(Microsoft Excel) filéor the purpo® of reviewing all currently entered/uploaded student records. You
can also delete student records

Viewing Second Rater Information

After the On-Time Orders window closes, second raters will be assigned to selected students. In
January 2013, the filter feature on this page will allow you to identify which students were selected to
have second raters.

Il

Figure 16. Sample View Students Screen with Search Results Table

x VleW Students Active Period: varies by administration

This page lets you review and edit student Pre-ID records. To begin, select a school and grade and then click [Search].

* To view and edit a student's complete record, click [Edit] next to his or her name. The page will reload with the student's information.
s To delete a student's Pre-ID record, click the check box to the left of the student's record and then click [Delete Students].

District: 9999 - AIR Training District »
School: 999993 - AIR Training School v
SSID:
Student's Last Name:
Student's First Name:

Grade: Allgrades ~

( Search |

Total Number of Students: 5

P Filter ‘ [ Excel ' MCSV ' ' 2 Delete I
Select §Eio0!  ssp . Siudentslast StudentsFiest Swdonte_ | conder BERDNS  Grade
Edit ' ] 999999 AB9999985 Cohen Stephen Male 01012001 05
Edit .::' 0 999999 AT9999980 Doe Jane Female 02021999 08
Edit ] 999999 AI9999975 Ewvans Christopher Male 04010999 08
Edit ] 999999 AILD00000 Garcia Angelica Female 03032000 o7
Edit [l 999999 AB9999987 Porter Vikki Female 01012001 06

Searching for Student Records

Select the district and/oschoolfrom the drop-downlist(s) and click§earch. To narrow yousearch,
you can also selectgradelevel. Sy & S Nb3SIDi entdziR S Vi il @FRsSoy lasQriame.

Student Search Results
Each row contains information for students, includihgir SchoolRN SSIDLastName,FirstName,
Middle Initial, Gender Birth Date,and Grade. Each row also contains Bdif] button.

All columns in the table are sortable. By default, students are listed in ascending order by last name. To
sort by another column, click that column name. For example, click [First Name] to sort students
alphabetically by first name from A to Z. Click [First Name] again to sort alphabetically from Z to A.

17
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Filtering Student Search Data

If your initial search results in a large number of student records, you may narrow your seanoheto
easilylocate specifistudents or groups of student@in Spring 2013, this filter will allow you to locate
students who will have a second rater.)

1. Cick [Filter Search Data A popup window will appear witldemographic fields.
2. Enter or select demographic information and cliSleérch.

The student record listing will update to include only those students who match your search
parameters.

Exporting Student Records

Export All Search Results Figure 17. Export Student Record Options
You can export yoursersearch results as a C¢

file, which can be opened using Microsoft Exc \Zexcel ) Hselected Data J\_ticsv ) ‘-—'.’ Dol
or a notepad application, or as a Excel .XSIX fi "Gpening studentDatasise ==
which must be opened using Excel 2007 or You have chosen to open
2010. %] StudentData.xlsx
1. Click Exce] or [CSY. A file dialog box o b o o ce Bcel Worksheer (3019
will appear. What should Firefox do with this file?

2. Save the file to the desired location on

@ Openwith | Microsoft Office Excel (default) =
Sawve File
Exporting Selecte&tUdentS Do this automatically for files like this from now on.
You can export a file that contains only select
(checked)ptudentsfrom the search table. ok | [ Conce

1. Inthe table, click the check boxrfeach
student you want to include in the
export file.

2. Click the now activeSelected Dath
button.

You will be prompted to open the file or save
to your computer. This file is an Excel (.xIsx) f
and must be opened using Excel 2007 or 201

About File Formats:
1 For information about how to view CSV files in Excel, refer to Appendix C.
1 Forinformation aboutwhether to download the Excel or CSV version, refer to Appdhdix

Deleting Student Records
You may also delete students.

1. Click the check box in the row for each student you want to delete.

2. Click the Delete] button.

3. A confirmation window will appear, asking you to confirm that you want to delete the selected
user(s) Click PK to confirm this action.
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TheView Student Detailpageshows demographiand testrelatedinformation for theselected
student. For most users, much of the information on this pagkbe read-only.

Figure 18. Sample View Student Details Screen

= VleW Student Detal IS Active Period: varies by administration

This page shows the demographic information for the student you have selected.

To edit the information, click on the text you want to change. Delete the text, enter the correct information, then click [Save Changes].
To return to the student listing, click [Go Back to Search Results].

Note: Only District Test Coordinators and District Administrators can edit student information.

Go Back To Search Results

School IRN 299999

Student Information

* S5ID: AI1000000 * Grade: Grade 8 -
* Student's Last LastName Student's Migrant - Selecta Student's Mi =
Name: Status:

* Student's First FirstMame = Ethnicity: Other/Unknown -
Name: Second Rater: — Selecta Second Rats
Student's Middle Home District IRN:

Initial: Home School IRN:

= Gender: Male -

= Birth Date 02021997

(MMDDYYYY):

District assigned
student identifier:

Save Changes

Studentinformation and Demographics

Only District Test Coordinatoasid District Administratorgan editthe information inthesesectiors.

Building Test Coordinators, Test Administratansl Second Rate@l vy @A Sg GKS aiddzRSy i
information.

If any sudent informationin thesesectiorsindicated with an asterisk (1§ incorrectthe recordmust
be updated.

Saving Changes
f Whenyou have finished updating K S & G dzR Sy (i ¢ha [Sav&Chang@pdtenz Of A O
1 To return to the student record listing, clitke [Go Backlo Search Resuljdink.
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Add Students

TheAdd Studentgpage allowsauthorized userso addstudents to TIDE on an individual basis

Figure 19. Add Student Screen

information into the fields below, then click [Save].

Notes:

e Fields with an asterisk (*) are required.

( save |[ Reset |

Select a School:

Student Information

* S5ID:

= Student's Last

Name:

* Student's First

Name:

Student's Middle

Initial:

* Gender: —Selecta Gender—  ~
= Birth Date

(MMDDYYYY):

- Add Student Active Period: varies by administration

This page allows you to add individual students to TIDE. To begin, select the student’s school from the drop-down list and enter his or her

District: 9999 - AIR Training District = School: 999993 - AIR Training School -

* To add more than one student, you must repeat the process and save each new record.

District assigned
student identifier:
* Grade:
Student's Migrant
Status:

= Ethnicity:

Home District IRN:

Home School IRN:

— Selecta Grade — -
— Selecta Student's Mi =

— Selectan Ethnicity —

To add a student tol'IDE

7

1. { St SO0 GKS aidzR

are marked with arasterisk (*).

Sy ddwalista OK22f FTNRY
2.9y GSN) 6KS &dGdzRSy 4 Qa

AYVTF2NXYEFGARZY S

3. Click Bavé to add the student and his or her information to the system.
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Task Group: Orders

A o
Home Contact Info . Participation | Student Information | orders] Manage Users . , 3 » ,’

J On-time Orders ” Additional Orders ” Order History ” Order Summary ” Track Shipments |

The Orders group includes the following tasks: On-Time Orders
Additional Orders
Order History
Order Summary
Track Shipments

The AASCD administration requiths use ofTest Administrator Kits. The number of TA Kits shipped
to each school depends on the information provided. While the goal is for each TA to have his or her
own kit, the actual distribution of kitslepends on thewumber of students predentified andthe

student and teacheparticipationcount information entered iTIDE during the Ghime Orders

window.

On-Time Orders

TheOn-Time Ordergage allowDistrict Test Coordinators and District Administrattrgrovide
AASCD participation information necessary for determining how many Test Administrator Kits should
be shipped to each school.

Figure 20. On-Time Orders Screen

‘_:|~ On_tlme OrderS Active Period: varies by administration

This page requires you to enter the number of students and Test Administrators participating in the AASCD administration. To begin, select a
school from the drop-down list and then click [Get Order].

Note: You can see in the drop-down list which schools in your district have submitted participation counts. A check mark will appear next to
each of these schools.

+ Show Help

View Orders for:

@ School [] 999999 - AR Training School - Get Order

Viewing On-Time Orders Information

OnTime Orders can only be viewed at the school level.

1. & A0l GKS NI RAZ2 0 dzi Gddwh list & &chiooldin gour digtrdtivil 8ppediré |
2. Select a school and clickét Ordet.

This will lead to @agewhere districts can submit andew Test Administratoand student counts.

On-time materials will be packaged separately for each school in your district. They will be shipped to
the location indicated on the Contact Info page in TIDE.

-
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Editing Order Information

This table allow®istrict Test Coordinators and District Administratr&nter the number of students
and Test Administrators participating in the AASCD administration.

Figure 21. On-Time Orders Table

AASCD 2013
| Grades 3-5

Material Description Total Quantity Ordered

GR3-5 Students

Flease enter the number of
GR3-5 students in the school
who will be taking the OAA
AASCD

GR3-5 Test Administrators
Flease enter the number of

test administators who wi

administering the ©
to GR3-5 students

+ Grades 6-8

+ OGT

Save Order

Note: This table is expandable arallapsible. Click on each grade band name (Grages@ades
6¢8, or OGT) to collapse that section. Click the grade band name again to expand it.

1. During the OATime Orders window, all districts must do the following:
a. For each grade band, enter the nuerof students who will be participating in the
AASCD at each schoot$3 6¢8 and OGT).
b. For each grade band, enter the number of teachers who will be administering the
AASCD at each sch@at5, 6¢8 and OGT)
When you are finished, clickfve Ordel

N

The Pre-ID records as well as the number of students and Test Administrators entered on this page will
be used to determine the appropriate number of TA kits shipped to each school.

Il

Participation numbers may be edited until the On-Time Orders window closes. After the window closes,
participation counts cannot be changed. Use the Additional Orders feature if you need to request more

materials.
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Additional Orders

TheAdditional Orderspage allow®idrict Test Coordinatorand District Administrators place
orders during the Additional Orders windoWo see the quantity of materials your district/school(s)
will receive in your initial shipment, click th@ijder Summarytab.

Figure 22. Additional Orders Screen

‘_:L Addltlonal OrderS Active Period: varies by administration

This page allows you to place orders during the Additional Orders window (subject to approval).

* Enter the additional quantity of each material needed, not the total quantity.
* To see the quantity of materials your district/school(s) will receive in your initial shipment, click the [Order Summary] tab.
* Additional materials ordered will be packaged by district.

w Show Help

View Orders for:

@ District -j:. Get Order

Viewing Additional Orders and Test Materials

Additional Orders can only h@acedat the district level.

~ s

1./ t A01 UKS NIRA2 odziiB#AOMSBEG (2 G5AAGNARAOGE |y

District orders will not include school-level orders. To view a summary of the district and school orders,
click the Order Summary tab.

Il

The Additional Orders page will load with the list of test materials and show the quantities approved or
pending approval for each material type. Quani A S& GKIF G NS at SYyRAy 3 | LI
to be approved by ODE. Once these orders are approved, they will be moved to the Quantity Approved
column.

| If you order additional amounts of any materials, your request may require ODE approval.
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Requesting Additional Materials (Adjusting Quantities)

The Additional Orders material list will show the number of materials shipped, approved, and pending
approval.

Figure 23. Additional Orders Table

4 N
L Save Order )

AASCD 2013

Material Description Quantity Shipped Quantity Approved Quantity Pending Approval Additional Quantity
GR3-5 TA Kit 10 10 2 0
GR6-8 TA Kit 10 10 0 0
OGT TA Kit 0 0 0 0

To order additioal quantities of test materials:
1. Enter the new additional quantity into the boxés the righthand column.
2. Once you have entered all your requested additional materials, Siakeg Ordel

You may edit Additional Order quantities until they have beestpssed and are ready to ship (as
indicated in the Quantity Shipped column).

Additional Orders Table Column Definitions

Quantity Shipped | The quantity of materials that have been shipped (this amount has been rounded to the
package size).

Quantity Approved | These material orders have been approved either automatically or by ODE but have not
yet been sent to the vendor for packaging and shipping.

Quantity Pending | These materials must be approved by ODE. If ODE denies this quantity, you will not
Approval | receive the quantity in this column. ODE may also choose to approve only part of this
order.

Orders that have materials that are pending approval will be shipped only after they have
been approved by ODE. Partial orders will not be shipped.

Additional Quantity | Enter the total number of additional materials you need.
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Order History

TheOrder Historypage allows you to view existing orders and their status at either the district or

school level.

Figure 24. Order History Screen and Table

‘_:L order History Active Period: varies by administration

This page allows you to view existing orders and their status at either the district or school level.
* To view the details of a single order, please click the order number in the first column.
- Show Help

View Orders for:

~) District @ School 939993 - AIR Training School = Summary ',.:'

Order Number Order Type Submitted By Order Status Submitted Date

Institution: AIR Training School Institution Type: School

1) On-time User, DTC Open 10/16/2012 12:29 PM (EST)

* Select the district or school's order listing you want to view and click [Summary]. The order listing will appear automatically.

Viewing District and School Orders

Viewing Orders at the District Leycludes materials for schools within the district)

1. / t A01 GKS NIRAZ2 odziG2y SyinBriar. (2 &G5A&0GNAO

Viewing Orders at th&choolLevel

N

A4

c

1. / £t AO01 GKS NI RAZ2 0 dzi ddvy lisyoSsehdols in Fourdist@rivall ipeag.

2. Select a school and then clickdmmary.

The Order History page will load with the list of shipments sent to the district and/or schoabrdére

number for each shipment will be shown.
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Viewing Individual Order Information

To view an individual order, click on the order number below the institution ndrme.Order Details
page will load. This page displays thst material types, the qu#ities approved and awaiting
approval, and thepprovalstatus for eachmaterial type requested.

Figure 25. Sample Individual Order Detail Screen

¢4 Order Detail

This page lists the details associated with the selected order.

* You can view details, including who placed the order, the order number and the status of the order.
* To return to the list of orders, click [Back to Order History].

Active Period: varies by administration

IC Back to Order History :I

Order Information

Shipping Date:
Order Quantity

Material Description
GR3-5 Students
GR6-8 Students

OGT Students

OGT Test Administators

Order #: 1 Delivery Method:
L Submission Date:
District IRN: 9999 Test Coordinator: Demo BTC
School IRN: - 999999 Address: 123 Main Street
Submitted By: Demo BTC Anytown, ST 12345
Submission Date: 10/25/2012 02:03 PM (EST) Email: btc@email.com
Approved Date: Phone:

GR3-5 Test Administrators
GRE-8 Test Administrators

Shipping Information

Expected Shipment Quantity  Approved Quantity Awaiting Approval Quantity Approval Status

999 999 0 Approved
999 999 0 Approved
999 999 0 Approved
999 999 0 Approved
999 999 0 Approved
999 999 0 Approved

Approval Status Column Definitions
The following statuses may appear in the Approval Status column.

Approved

Awaiting Approval

Open

Partially Approved

Processed

Rejected

Order that needed approval and all test material quantity requests in the order were fully
or partially approved (e.g., if you requested 10 quantities of a material type, and the state
approves 5, the status will still show as approved).

Order request requiring approval has been submitted, and action has not yet been taken
on the request.

This order had no quantity changes and therefore does not require approval from the
state for processing.

This single order contained multiple test material requests requiring approval but was not
wholly approved. (At least one test material quantity request was approved, for the actual
or different quantity, and at least one was entirely rejected).

Order information has been submitted to the vendor for processing and shipping.

Order requiring approval was rejected (all additional materials requests in a single order
were rejected).
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Order Summary

TheOrder Summarypage allows you to

Figure 26. Order Summary Screen

view a summary of the quantities
requested and approval status for each
material type. You may view GFime and
Additional Order requests. You may also
export the order summary into a Microso
Excel spreadsheet.

This page allows you to view a su

Active Period: varies by administration

s Order Summary

mmary of the quantities requested and approval status for each material type.

* You may view On-Time or Additional Order requests, or both.
+ Select either 2 district or school listing and the order type(s) to view the summary.
* 1f you select the district option, you will see the total order for the district, including any orders placed for schools within the
district.

~ Show Help

View Orders for:
) District @ School
999999 - AR Training School =

[ on- time [7] Additional

( summary |

Viewing the Order Summary

1. Select either districtor schoollevel
orders and click the checkbox(es)
YySEG -02Y8BY!I| YRk 2
G! RRAGAZ2Y I f d¢

1 For schoclevel orders, select
the school whose summary yo
want to view.

2. Click Bummary to view the listing.

Exporting the Order Summary

TIDE provides two export options for order
summaries.

Exportt Allows you to export the data
you see on the screen to a spreadshee
that can be opened in Microsoft Excel.

Export Details Allowsyou to export
detailed information, including the orde
breakdown by district and individual
schools within that district.

To export, select the type of order summar
you want to view, as described above, ther
click either{Expor{ or [Export Detail$.
Adialog box will appear, allowing you to
either open or save the file. Use Microsoft
Excel or another spreadsheet program to
view the file.

District Order Summary

The District Order Summary page will show a listing for each
material type and the overall total quantities for the district
and all schools in the district.

Figure 27. Sample District Order Summary

School Order Summary

The School Order Summary page will show a listing for each
material type and the overall total quantities requested for the
selected school.

Figure 28. Sample School Order Summary
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