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The Test Information Distribution Engine (TIDE) system collects and stores student demographic 
information and provides authorized users with the tools to add and manage users for administrative 
tasks associated with the Spring 2013 AASCD administration. Authorized users can also order test 
administration materials and process resets and invalidations.   
 
This user guide covers administrative tasks for District Test Coordinators, District Administrators, 
Building Test Coordinators, Test Administrators, Second Raters, 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.  

 
TIDE uses a role-ǎǇŜŎƛŦƛŎ ŘŜǎƛƎƴ ǘƻ ǊŜǎǘǊƛŎǘ ŀŎŎŜǎǎ ǘƻ ŎŜǊǘŀƛƴ ǘƻƻƭǎ ŀƴŘ ŀǇǇƭƛŎŀǘƛƻƴǎ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ 
designated role. Depending 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, refer to Table 1, 
User Role Access to Tasks and Features in TIDE, on page 10. 
 
TIDE allows authorized users to do the following: 

¶ Add, view and edit district and school personnel information 

¶ Add, view and edit student information 

¶ Order test administration materials  

¶ Invalidate and reset tests (available Spring 2013) 
 

User Guide Organization  

This user guide is divided into content sections to help you use TIDE efficiently. 
 

¶ Section I includes instructions for accessing TIDE. 

¶ Section II explains how to navigate the TIDE. 

¶ Section III provides an in-depth overview of the tasks, features and functions available in TIDE.  
 

Related Resources 

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 the Ohio Alternate Assessment Portal (http://oh.portal.airast.org).  
 

Computer and System Requirements  

This user guide does not provide information about computer or system requirements for TIDE. You 
can find information on these requirements in the AASCD Technology Requirements document, posted 
on the Ohio Alternate Assessment Portal (http://oh.portal.airast.org) in the Technology Resources 
section.   
 

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

TIDE will not send users an e-mail with their username and password for AASCD systems. When a new 
user is added in TIDE, he or she will receive an e-mail with a link. The link will only be good for 72 
hours. Users will be prompted to change their password and select and answer a security question.  
 
If you do not log in within 72 hours of receiving the link, you will need to go to TIDE, enter your 
username (e-mail address), and click the [Forgot Your Password?] link. This will prompt another e-mail 
containing a temporary, secure link, which also expires in 72 hours.  
 
Existing users who cannot remember their password will follow this same process.  
 
Password Requirements 
Users will need to create a new password that is a minimum of six characters long; at least one of 
these characters must be a number.   



 

6 
 

3ÅÃÔÉÏÎ )ȡ !ÃÃÅÓÓÉÎÇ 4)$% 

Logging Into TIDE 

To log into TIDE, you must have an authorized username and password. If you have not yet received 
your login information, contact your District Test Coordinator (DTC), District Administrator (DA), or 
Building Test Coordinator (BTC). He or she will need to add you to TIDE. DTCs should contact the Ohio 
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 
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.  

 

Figure 1. User Cards 

 

3. Click the [TIDE] button. You will be directed to the 
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. 

 
 

Figure 2. TIDE Card 

 

4. Type your username and password in the 
respective text boxes, and then click [Log In]. You 
will be directed to the TIDE Home page. 
 

If you are a user who is associated with more than 
one school (e.g., a District Test Coordinator), you 
will be prompted to select a district and/or school to 
complete the login process. 

Figure 3. Login Screen 

 

Forget Your  Password? 

If you forgot your password, you can click the [Forgot Your Password?] link on the login page. You will 
receive an email with a secure, temporary URL (link). Click the link in the email to update your 
password.   
 

http://oh.portal.airast.org/
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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 who 
have only one role will not see this screen.  

Select the role from the drop-down list, verify 
your district and/or school, and then click [Select]. 
You will be directed to the TIDE Home page. 

Figure 4. Select Test Administration 

 

Home Page 

The first screen you will see after you log in is the TIDE Home page. Your user role is displayed on the 
screen in the top right corner, next to your name. The Home page allows you to view available tasks 
based on your user role. Refer to Table 1, User Role Access to Tasks and Features in TIDE, on page 10 
for additional information.  
 

Figure 5. Sample Home Page for District Test Coordinators 

 
 

 

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. 
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TIDE is configured to show only the features that are available to you, based on your user role. Tabs, 
which resemble file folders, are the principal means of navigating between tasks. Some tasks contain 
multiple subtasks, as displayed below. These tabs are always visible. 
 

¶ Tasks that are grayed out cannot be accessed until they become active. 

¶ Tasks with a lock icon may be viewed, but changes cannot be made on those pages. 
 

Figure 6. TIDE Banner 

 
 

TIDE Banner  

Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ǘŀōǎΣ ǘƘŜ άōŀƴƴŜǊέ contains the following information and links at the top right 
corner of the page: 

¶ Your name (User) and user role (Role)τSee the Appendix for a list of user roles, abbreviations 
and definitions. 

¶ [My Account]τClick to view and/or update your contact information and change your password.  

¶ [Contact Us]τClick to view Ohio Help Desk contact information. 

¶ [Log Out]τClick to log out of the site. 

¶ [Help]τClick to view and download this TIDE User Guide. 
 

Your district/institution name 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 allows you to view information for another school without logging out and then logging 
back in again. Because only one test administration is available, you will not be able to change the test 
administration. 
 

 

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 
Administration] button. 

2. Confirm or select a role type, if applicable. 
3. Confirm or select the district/school. 
4. Click [Submit]. 

Figure 7. Change Institution/Test Administration 
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My Account  

This section contains your personal information. You can update your information in the editable text 
fields (white). You cannot update your role or email address. If your role or email address needs to be 
changed, contact your Building or District Test Coordinator or District Administrator. 
 
Note: If you are a District Test Coordinator and need to update information other than your password, 
contact the Ohio Help Desk. 
 

Figure 8. Sample My Account Screen 

 
 
Change My 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 take effect immediately and apply to TIDE as 
well as the Data Entry Interface and Online Reporting System. 
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The following features and functions, called tasks, are included in TIDE. Tasks are identified by their tab 
names. Not all users can access each task. Table 1 below shows which users have access to each task. 
(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 
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Verify Contact Information Þ Þ     

Verify Participation Þ Þ     

Student Information 

Upload Pre-ID File Þ Þ    Þ 

Add Students Þ Þ     

View/Edit Students 

View student information   Þ Þ Þ  

View and edit student information Þ Þ     

User Management 

Upload Users Þ Þ Þ    

Add Users Þ Þ Þ    

View/Edit Users Þ Þ Þ    

Orders 

Initial Orders Þ Þ     

Additional Orders Þ Þ     

Order History Þ Þ     

Order Summary Þ Þ     

Track Shipments Þ Þ     

Invalidations/Resets  

Create Invalidations/Resets Þ Þ     

View Invalidations/Resets Þ Þ     
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Task:  Contact Info  

The Verify Contact Information page 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 

 
 
On this page, you must: 
 

1. ±ŜǊƛŦȅ ǘƘŜ ǘŜǎǘ ŎƻƻǊŘƛƴŀǘƻǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΦ Verify the mailing address, phone number 
and e-mail address. A second e-mail field is available if the test coordinator wishes to receive e-
mail communications at an alternate e-mail address or to have communications sent to a 
second person. 

¶ It is important to ensure that contact information is checked and/or updated regularly. 
Communication regarding Ohio assessments is sent out via e-mail; please ensure that 
these email addresses are correct.  

 
2. Verify the shipping address. AASCD materials will be sent to the 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. 

¶ Your mailing and shipping addresses can be different. 

¶ Post Office (P.O.) boxes are not allowed for the 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, click [Done]. 
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Task: Verify Participation  

The Confirm Participation in Current Administration page allows DTC or DA to confirm district or 
school participation in the Spring 2013 AASCD administration.  
 

Figure 10. Sample Confirm Participation in Administration Screen 

 
 

¶ To receive test materials, you must verify that your district or school is participating in the test 
administration. {ŜƭŜŎǘ ά¸Ŝǎέ ŦǊƻƳ ǘƘŜ drop-down list and then click [Save]. 

 

¶ LŦ ȅƻǳ ŀǊŜ ƴƻǘ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ ǘƘŜ ŎǳǊǊŜƴǘ ǘŜǎǘ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΣ ǎƛƳǇƭȅ ǎŜƭŜŎǘ άbƻέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ 
[Save]. You will not need to access any other tasks related to ordering test materials or 
uploading Pre-ID information. 
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Task Group: Student Information  

 

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

 
District Test Coordinators and District Administrators can upload student information via Pre-ID files, 
add students individually, and edit student demographic information. All authorized users may view 
student information. Information Technology Center users may only upload pre-ID files.   
 

 

About AASCD and Pre-ID Information 
TIDE synchronizes with the Data Entry Interface and Online Reporting System. After student 
information is added to TIDE, the Data Entry Interface (DELύ ǿƛƭƭ Ŏƻƴǘŀƛƴ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 
!ǳǘƘƻǊƛȊŜŘ ǳǎŜǊǎ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾŜǊƛŦȅ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻǊǊŜŎǘ ōŜŦƻǊŜ 
starting data entry. The Online Reporting System will also contain information about each student, 
including test progress and performance.  
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Upload Pre-ID File 

The Upload Pre-ID File page allows District Test Coordinators, District Administrators and Information 
Technology Centers to upload a file with student information. TIDE accepts uploads of student 
information in .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 

 
 

 

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 in your student Pre-ID file, download the ODE Pre-ID specification document, which 
explains how to format the student upload file.  
 

1. Click the [Download Specification File] link. 
2. Click [Save]. Save the file to a location on your computer that will be easy for you to 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 Pre-ID file is a fixed-length format file. The Pre-ID file must have a .txt file extension and match 
the layout format specified by ODE in the specification file. Enter each ǎǘǳŘŜƴǘΩǎ information in each 
row and respective column.  

After you finish modifying and/or adding users to your file, save the 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].  

http://get.adobe.com/reader/
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Uploading the Student File 

This section outlines the steps required to upload the student pre-ID file. 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: Uploading the Pre-ID File 

Figure 12. Upload Pre-ID File Section of Upload Students Screen 

 

1. Click [Browse] and navigate to the saved .txt file on your computer.  
2. Select the file and click [Open]. The file name will appear in the text box on the screen.  
3. Click [OK], and then click [Upload File].  

 

Step 2: Previewing the Pre-ID File 

Figure 13. Preview of Sample Pre-ID File Records 

 

1. Preview the file you selected to ensure that you uploaded the correct file. (Only a few records are visible 
on this preview page.)  

2. Click [Next] 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. 
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Step 3: Validating the Pre-ID File 

TIDE performs validation tests on your Pre-ID file 
and provides feedback about whether the system is 
able to upload the file and/or specific records. 
There are two types of validation tests: layout 
validation and data validation. 

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

¶ The data validation test determines whether 
your Pre-ID file meets certain criteria based on 
the information that is on file about your school 
district (e.g., whether your Pre-ID 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 and errors that prevent individual 
records from uploading and will warn you of other 
potential issues. 
 
If you have no errors and wish to proceed, click 
[Commit Pre-ID File]. 

 

Figure 14. Upload Warning Messages 

 
 

¶  If your file has failed, note the error(s) and 
the corresponding record number(s). Click 
[Cancel]. Update your Pre-ID .txt file, and then 
restart the upload process, beginning with Step 1. 

¶  If you have record errors, these records will 
not be committed to TIDE. The records that 
passed validation can be committed. You may 
elect to fix the errors in your Pre-ID file and re-
upload it, or to add these records using the [Add 
Student] tab. 

¶  If you have record warnings, these records 
will be committed. However, you are strongly 
encouraged to review the associated records. You 
may edit these student records using the [View 
Students] tab. 

 

 

Step 4: Confirmation 

Figure 15. Sample Pre-ID File Upload Confirmation Section 

 
 
After you click [Commit Pre-ID File], the error-free records will be uploaded to TIDE. Note that this process 
might take a few minutes depending on the number of records and the number of users logged into TIDE at 
that time. Once the file is uploaded, a message will appear on your screen. 
 
 
 

  



 

17 
 

View/Edit Students  

The View/Edit Students page allows authorized users to retrieve Pre-ID information for individual 
students and edit the information as necessary. You may also export the student records to a CSV 
(Microsoft Excel) file for the purpose 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.  

 

Figure 16. Sample View Students Screen with Search Results Table 

 
 

Searching for Student Records 

Select the district and/or school from the drop-down list(s) and click [Search]. To narrow your search, 
you can also select a grade levelΣ ŜƴǘŜǊ ŀ ǎǘǳŘŜƴǘΩs SSID or enter ŀ ǎǘǳŘŜƴǘΩǎ first or last name. 
 
Student Search Results 
Each row contains information for students, including their School IRN, SSID, Last Name, First Name, 
Middle Initial, Gender, Birth Date, and Grade. Each row also contains an [Edit] 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. 
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Filtering Student Search Data 

If your initial search results in a large number of student records, you may narrow your search to more 
easily locate specific students or groups of students. (In Spring 2013, this filter will allow you to locate 
students who will have a second rater.) 
 

1. Click [Filter Search Data]. A pop-up window will appear with demographic fields. 
2. Enter or select demographic information and click [Search].  

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

Exporting Student Records 

Export All Search Results 
You can export your user search results as a CSV 
file, which can be opened using Microsoft Excel 
or a notepad application, or as a Excel .xslx file, 
which must be opened using Excel 2007 or 
2010. 
 

1. Click [Excel] or [CSV]. A file dialog box 
will appear. 

2. Save the file to the desired location on 
your computer.  

 
Exporting Selected Students:  
You can export a file that contains only selected 
(checked) students from the search table.  
 

1. In the table, click the check box for each 
student you want to include in the 
export file. 

2. Click the now active [Selected Data] 
button.  

You will be prompted to open the file or save it 
to your computer. This file is an Excel (.xlsx) file 
and must be opened using Excel 2007 or 2010. 

Figure 17. Export Student Record Options 

 

 

 
About File Formats: 

¶ For information about how to view CSV files in Excel, refer to Appendix C.  

¶ For information about whether to download the Excel or CSV version, refer to Appendix D. 
 

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 [OK] to confirm this action.  
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The View Student Details page shows demographic and test-related information for the selected 
student. For most users, much of the information on this page will be read-only.  
 

Figure 18. Sample View Student Details Screen 

 
 
Student Information and Demographics 
Only District Test Coordinators and District Administrators can edit the information in these sections. 
Building Test Coordinators, Test Administrators and Second Raters Ŏŀƴ ǾƛŜǿ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎ 
information.  
 
If any student information in these sections indicated with an asterisk (*) is incorrect, the record must 
be updated. 
 
Saving Changes 

¶ When you have finished updating ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŜǘǘƛƴƎǎΣ ŎƭƛŎƪ the [Save Changes] button.  

¶ To return to the student record listing, click the [Go Back To Search Results] link. 
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Add Students  

The Add Students page allows authorized users to add students to TIDE on an individual basis.   
 

Figure 19. Add Student Screen 

 
 

To add a student to TIDE: 
1. {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down list. 
2. 9ƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛƴŎƭǳŘƛƴƎ Ƙƛǎ ƻǊ ƘŜǊ {{L5Σ ƛƴ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎΦ wŜǉǳƛǊŜŘ ŦƛŜƭŘǎ 

are marked with an asterisk (*). 
3. Click [Save] to add the student and his or her information to the system. 
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Task Group: Orders  

 

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

 
The AASCD administration requires the use of Test 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 kits depends on the number of students pre-identified and the 
student and teacher participation count information entered in TIDE during the On-Time Orders 
window.  
 
 

On-Time Orders  

The On-Time Orders page allows District Test Coordinators and District Administrators to provide 
AASCD participation information necessary for determining how many Test Administrator Kits should 
be shipped to each school. 
 

Figure 20. On-Time Orders Screen 

 
 

Viewing On-Time Orders Information  

On-Time Orders can only be viewed at the school level.  
 

1. CƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά{ŎƘƻƻƭΦέ ! ŘǊƻǇ-down list of schools in your district will appear.  
2. Select a school and click [Get Order]. 

 
This will lead to a page where districts can submit and view Test Administrator and 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 allows District Test Coordinators and District Administrators to enter the number of students 
and Test Administrators participating in the AASCD administration. 
 

Figure 21. On-Time Orders Table 

 
Note: This table is expandable and collapsible. Click on each grade band name (Grades 3ς5, Grades 
6ς8, or OGT) to collapse that section. Click the grade band name again to expand it.  

 
1. During the On-Time Orders window, all districts must do the following: 

a. For each grade band, enter the number of students who will be participating in the 
AASCD at each school (3ς5, 6ς8 and OGT).  

b. For each grade band, enter the number of teachers who will be administering the 
AASCD at each school (3ς5, 6ς8 and OGT). 

2. When you are finished, click [Save Order]. 
 

 

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.  

 

 

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  

The Additional Orders page allows District Test Coordinators and District Administrators to place 
orders during the Additional Orders window. To see the quantity of materials your district/school(s) 
will receive in your initial shipment, click the [Order Summary] tab. 
 

Figure 22. Additional Orders Screen 

 
 

Viewing Additional Orders and Test Materials  

Additional Orders can only be placed at the district level.  
 

1. /ƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά5ƛǎǘǊƛŎǘέ ŀƴŘ ŎƭƛŎƪ ώGet Order]. 
 

 

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

 
The Additional Orders page will load with the list of test materials and show the quantities approved or 
pending approval for each material type. QuantƛǘƛŜǎ ǘƘŀǘ ŀǊŜ άtŜƴŘƛƴƎ !ǇǇǊƻǾŀƭέ ŀǊŜ ǘƘƻǎŜ ǘƘŀǘ ƴŜŜŘ 
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 

 
 
To order additional quantities of test materials:  

1. Enter the new additional quantity into the boxes in the right-hand column.  
2. Once you have entered all your requested additional materials, click [Save Order].  

 
You may edit Additional Order quantities until they have been processed 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 
Approval 

These materials must be approved by ODE. If ODE denies this quantity, you will not 
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  

The Order History page allows you to view existing orders and their status at either the district or 
school level. 
 

Figure 24. Order History Screen and Table 

 
 

Viewing District and School Orders  

Viewing Orders at the District Level (includes materials for schools within the district) 
1. /ƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά5ƛǎǘǊƛŎǘέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ώSummary]. 

 
Viewing Orders at the School Level  

1. /ƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά{ŎƘƻƻƭΦέ ! ŘǊƻǇ-down list of schools in your district will appear.  
2. Select a school and then click [Summary]. 

 
The Order History page will load with the list of shipments sent to the district and/or school. The order 
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 name. The Order Details 
page will load. This page displays the test material types, the quantities approved and awaiting 
approval, and the approval status for each material type requested. 
 

Figure 25. Sample Individual Order Detail Screen 

 
 
 
Approval Status Column Definitions 

The following statuses may appear in the Approval Status column. 

Approved 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). 

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

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

Partially Approved 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). 

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

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

The Order Summary page allows you to 
view a summary of the quantities 
requested and approval status for each 
material type. You may view On-Time and 
Additional Order requests. You may also 
export the order summary into a Microsoft 
Excel spreadsheet. 

Figure 26. Order Summary Screen 

 

Viewing the Order Summary  

1. Select either district- or school-level 
orders and click the checkbox(es) 
ƴŜȄǘ ǘƻ άhƴ-ǘƛƳŜέ ŀƴŘκƻǊ 
ά!ŘŘƛǘƛƻƴŀƭΦέ 

¶ For school-level orders, select 
the school whose summary you 
want to view.  

2. Click [Summary] to view the listing. 
 

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 

 

Exporting the Order Summary  

TIDE provides two export options for order 
summaries. 
 

ExportτAllows you to export the data 
you see on the screen to a spreadsheet 
that can be opened in Microsoft Excel.  
 

Export DetailsτAllows you to export 
detailed information, including the order 
breakdown by district and individual 
schools within that district. 

 

To export, select the type of order summary 
you want to view, as described above, then 
click either [Export] or [Export Details].  
A dialog box will appear, allowing you to 
either open or save the file. Use Microsoft 
Excel or another spreadsheet program to 
view the file. 

 
 

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 

 


















































