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Cambium Click Sheet
How to Create User Accounts Individually

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Testing Personnel

Resources and information

needed to prepare for and
administer the Texas
Assessment Program.

SYSTEM

B

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.
For User Role select District Testing Coordinator (DTC).

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC, DTA or CTC.

Click Submit.

i §

Administration Tasks

Select the User Role, Administration Task, Region, District, and Campus (as applicable):

Administration Task
“Enrolled Region:
“Enrolled District

| Submit |

| Cancel |

Under Preparing for Testing, click on the dropdown for
Users and click Add User.

Users
Add User

View/Edit/Export User

Upload Users

Preparing for Testing

Enter the new user’s email address and then click the
+ to add the user and necessary role(s).

= Add user or add roles to user with this email

Enter the required First Name and Last Name and then
select a role from the dropdown.

= Add Role

*Role:

*Email Address:

*First Name: | Jennifer

*Lazt Mame: | Jansky

o]

- Select a role -

- Select a role -

preeees District Testing Assistant (DTA) [+
; District Report Viewer (DRV)
District Content User (DCU)

LMS Only (LMS_ONLY)
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Some roles will require the selection of the Enrolled
Campus (CTC, CRV, OTA, PR, SDA, TE, CTS, TSA)

*Enrolled Campus:

-- Select -- -

T ACADEMY OF CHOICE - 101520016
| BENDWOOQD 3CHOOL - 101920101

If the user will have more than one role, click + Add
More Roles and select another role from the
dropdown.

Once all roles have been selected, click Save.

= Add Role

“Rale “State: *Enrolled Region: “Enrolled

‘ Student Data Assistant (S v‘ ‘Taxas - 000000 v‘ | REG 04 EDUCATION SE v‘ SPRIN

*Role:

- Selectarole - e \

{ + Add More Roles

A confirmation box will appear. Click Continue to add
another user.

Add User
Jennifer Jansky added to users.




Cambium Click Sheet
How to Create User Accounts Via Upload

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Information Distribution Engine (TlDE) Assessment Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

For User Role select District Testing Coordinator (DTC).

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC, DTA or CTC.

Click Submit.

Administration Tasks
Select the User Role, Administration Task, Region, District, and Campus (as applicable):

User Role: | District Testing Assistant (v

Administration Task
“Enrolled Region
“Enrolled District:

| Submit | | Cancel |

Under Preparing for Testing, click on the dropdown for
Users and click Add User.

Preparing for Testing

Users

Add User

View/Edit/Export User

Upload Users

Click Download Template and select your preferred
format: CSV or Excel.

Note: The Excel template will include dropdown
options for the User Role and Action columns.

The User Upload File format information can be found
in the DCCR.

Template

The format of your data is
important. Use a template to get
started.

Download Template

Download a Template

#, CSV Template #, Excel Template

Download Now Download Now

Enter the required information for each user you will
upload and Save the file to your preferred location.

Note: Phone Number and Texas Unique Staff ID are not
required fields.

A Il B ] C ] D Il E |
1 |Region ID District ID Campus ID First Name Last Name
2 [oa 01920 101920123 Jansky Jennifer
F G H I J

Email Address User Role Phone Number Texas Unique Staff ID Action
jennifer.jansky@ CTC ADD
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https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793214753/TIDE+Appendix#Columns-in-the-User-Upload-File

Return to the upload screen, select Choose File, and
then locate the file on your computer. Click Open to
upload it to TIDE.

Select Next.

Upload Users

@ Use this page to upload a file of users you want to add, modif

Upload
Find a file

Step 1: Upload File

B - L
i Drag & drop a file to upload
E Choose File

You will see the name of the file appear in the Upload Step 1: Upload File

File box. '

Click Next.

Users Upload.xlsx

Choose File

Look over the information on the Preview screen to
ensure that you have selected the correct file. If so,
click Next.

Step 2: Preview

Check that you've uploaded the correct file. Only the first 10 rows display on the preview.

Record Number | Region ID | District ID w Email Address

101920 101920123 | Jansky Jennifer jennifer.jansky@springbranchis

The validation screen appears. If there are any issues
with the file, the validation screen shows errors or
warnings. Hover over the error icons to view validation
messages. Alternatively, select Download Validation
Report to download the complete log of errors in the
upload file.

e To revise the file before uploading, select
Upload Revised File.

® To upload a new file from the confirmation
screen, select Upload New File.

If the file has no errors or to continue with the upload
despite these warnings, select Continue with Upload.

Step 3: Validate

@ 1 record(s) will be processed.
1 record(s) with warnings will be processed. Consider editing these values afte

Shows an overview of issue types in your file with the number of times each issue o

Error / Warning Type Count

Warning: A user with this email address already exists with one or more

1
roles

Details

Shows the Record Number and column of each issue in your file. Select the icons fo
files with column labels in the first row.

Record Number | RegionID | DistrictID | Campus ID I

101920 101920123 | Jansky Jennifer

| Upload Revised File || Continue with Upload || Download Validation Report |
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The confirmation screen appears.

+/ Your file has been uploaded.

@ 1 record(s) were processed.

Upload New File

Download Validation Report




Cambium Click Sheet
How to Manually Add Students to TIDE

Go to https://texasassessment.gov and click on Testing

. SYSTEM
Personnel. Testing Personnel By
Resources and information = o
Test Information Distribution
Scroll down the page and click the tile titled Test s Sl
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.

Sign in with your individual username and password.
2

For Administration Task select TX SY [current school Administration Tasks
year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

For User Role select DTC, DTA or CTC.

Click Submit.

Under Preparing for Testing open the Student
Information dropdown.

Select Add Student

Preparing for Testing

Student Information
Add Student
View/Edit/Expoit Student
/Add Student with Temp ID
Merge Temp ID with TSDS ID
Upload Student Information
Upload Additional Student Fields

Upload Interim Grades

Frequency Distribution Report

Student Data Request

Enter the student’s demographic information in
Section 1, using the table “Fields in the Demographics - bR

Panel" in the appendix as a refe rence “Enrolled Region: | Demo Region 99 - 99 v | ‘sudents Fisthame [ |
: “Envoled Disrict Sudentsmisdename ]
. . . *Enrolled Campus: | - Select - v “Date of Birth (MMDDYYYY): [=]
The following fields (denoted by an asterisk) are Testrg G I—I
required to add a new student in TIDE: e[St
Testing Distrct |~ Select — v pens o[
e TSDSID Testg Campus. |- Select - v Geswenn[ ]
e Student’s Last Name ) E—
o Swersiastame
e Student’s First Name
e Date of Birth (MMDDYYYY)
e Grade
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https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793214753/TIDE+Appendix#Fields-in-the-Demographics-Panel
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793214753/TIDE+Appendix#Fields-in-the-Demographics-Panel

In the Student Eligibility sections (Sections 4 and 5),
select each test and test format from the dropdown
menu for which the student should be eligible.
Consider the following:

Alternate Student Flag

STAAR Alternate 2 EOC Eligibility
EOC - Previously Passed
Retester status

STAAR 3-8 Above Grade
Dec/Spring/lune EOC Eligibility
TAKS/TAAS/TEAMS

Interim Grade Testing

STRAR Aternate 2 EOC Evgtity

EOC- Pl Passnd

Dscambir EOC Eighity

In the Test Attributes section (Section 10), enter the
student’s settings for each test, using the table “Fields
in the Test Attributes Panels” in the appendix as a

reference. The panels display a column for each of the

. . . ﬂw Iﬂw =2 ““
available courses. You can select different attributes
for each column, if necessary.

Verify the student account accuracy and select Save
before leaving this page.
Save Cancel
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Cambium Click Sheet
How to Add/Edit Student STAAR Test Attributes/Accommodations
(Via Upload & Manually)

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel E
Resources and information =

Test Information Distribution

Scroll down the page and click the tile titled Test s =t
. . . . R administer the Texas Manage students and users for

Informatlon DIStI’Ibutlon Eng|ne (TIDE). Assessment Program, testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

2
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administrati v ||

Select User Role.

For Campus select your campus.

Under the orange Preparing for Testing section, open
the Test Attributes drop down and choose Upload Test

Attributes.
Preparing for Testing
Student Information
Test Atiributes
View/Edit/Export Test Atiributes
Upload Test Attributes
Rosters
In the Upload Test Attributes screen of TIDE, choose Upload Test Attributes
. @ Use this page to upload a file of students' test settings and tools you want to add or modify. \more info v
Download Template and download the template in A e
Excel. o

Upload
Find a file

Step 1: Upload File

Template

The format of your data is
important. Use a template to
started.

Download Template

Drag & drop a file to upload History

View a history of uploads to t
Choose File
History
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Enter data into the template and save the flle to your File  Home Insert  Pagelayout  Formulas  Data  Review  View  Automate  Help
& ; al .
compute r. ﬁj B- Calibri ) Text ﬁ
peste BIU-H. &AL $~% 9w | onaton F
Clipboard [ Font [ Alignment [ Number & st
If you do not have TestHound, continue to step 9. 2 5 £
| A B C D
1 TSDSID  Subject Tool Name Value
2
!
4
5
If you have TestHound, log in and make sure AutoPilot
alerts are clear. If there are students showing in your iocesingoiiiatalipdatess
. . Stat Last Updat
AutoPilot, then please make sure to verify and clear atue est-paate
alerts Students: P 12/6/2022 3:30:00 AM
’ Test Administrators: P
12/6/2022 3:06:00 AM
Schedules: ON  12/6/2022 5:36:00 AM
Auto Pilot
Auto Pilot Alert 0
In Tgsthound under repqrts pull the Test \Q@TestHound.
Attributes/Accommodations report for the test

administration you are working on. Export report to
Excel.

Test Administrators

Students 14 < h of27 > >l © | [100% v v & Finc
:::t:‘s TSDS 1D Subject Tool Name Value
Materials » Algebra | ASL Videos off
**students must be added to administration in == — S o
Algebra | Presentation English
TestHound to pull the report. E Ao procres amnstion or
CO py and paste rows from TEStHOU nd re port to TIDE @& Excel File Edit View Insert Format Tools Data Window Help
- @O0 ® Autsave D (R 1] S -
Template. When complete, save as a .csv file. ) _
m Insert Draw Page Layout Formulas Data Review View
. ﬁiv & cut Calibri (Body) n v A E=3 . ab, Wrap Te:
*Pro tip: You may tweak for faster upload. You can e DOV 5Lyl n G A ST EE Hwews
delete accommodations if you KNOW they do not exist | [» = P
on your campus (i.e. ASL Videos, Permissive Mode, B R g - p
Presentation, etc). If you are unsure, please do not - *
delete. Do not delete values that are off as a student :

may have had an accommodation and now it is being
turned off by the student committee.

Return to the Upload Test Attributes screen in TIDE,
and click Choose File, click Next to begin processing.

Upload Test Attributes

@ Use this page to upload a file of students’ test settings and tools you wan

Upload
Find a file

Step 1: Upload File

Template
The format of your data is
important. Use a template to get
started

Download Template

History
View a history of uploads to this page.

History
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Preview the attributes and make sure they all look
appropriate. Then click next.

Ipload Test Attributes

[ Next_if ect, tn ioad L 1
b

Uplosd Prevew

Btep 2: Preview

[ihesk thet youve uplosded the comect ie. Only the frst 10 roms display on the previen.

11

If there are errors in the file, then you can view them © °

in the validate screen. You can fix errors in your file
and return to step 9. When the file is error free, then
you may confirm validation and click on the Continue
with Upload button.

Step 3: Validate

© Orecord(s) will be processed.
© 1 record(s) with errors cannot be processed. To Include these records, review the tbles below. Then edit and upload your revised fl.

Summary

‘Shows an overview ofissue types in your file with the number of times each issue occurs. Gives a solution for each type when possible.

students

Details
1 Q123567830 December EoC Elgbilty Algebral Yes 0D
[oooei oo i | G402 35 | ooind vt e |

To manually add/view attributes

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

. SYSTEM

Testing Personnel @

Resources and information = o
Test Information Distribution

needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student

participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

Select User Role.

For Campus select your campus.

2

Administration Tasks

Select the Adminisiration Task, User Role, Region, District, and Campus (as applicable).

Administration Task{| Select a Test Administrati v ||

In the orange preparing for testing section, choose
Student Information and the View/Edit/Export
student option.

Preparing for Testing

Student Information

Add Student

View/EditVExport Student

Add Student with Temp ID

Merge Temp ID with TSDS ID
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Choose the campus and enter the name of the student
for whom you want to enter attributes/
accommodations for.

View/Edit/Export Student
@ Use this page to view, e, or export students. User

student access codes for the Family Portal.[more info v

—  Search Students.
“Enrolled Region: | REG 12 EDUCATION SE v

“Enrolls District: | LAMPASAS ISD - 141901 v

“Envolled Campus:  None selected

& Acvanced Search

Grade: | None selected v

Gender: O Male O Female

‘Search Felds: - Select

Additional Criteria Chosen:

Remove Al Remove Selected

From your search results, find the needed student and
choose the edit pencil to the left of the name.

School Information

‘Student Demographics

Student's | Students
Last First

Name Name

101920 101920003

No

Is TSDSID | PEMS | Local

Temp D Student
s - | Iy a
O . ¢ 3

Scroll to the bottom, Section 10, for the Test Attributes
section and use sliders to turn on needed subject
accommodations for students. You may need to scroll
to the right to see all subject options.

Choose Save.

Gontent and Language Suppor's @

Spell Chick @

Auto Toxt To-Spesch @

Parmissive Hods @

oFF
orr oFF
oFF oFF

oFF
orr oFF

oFF orF
orF orr <
oFF oFF <
oFF oFF

orFF orr <




Cambium Click Sheet
How to Submit Paper by Request

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel E

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student

participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Under Preparing for Testing open the Student
Information dropdown.

Click on View/Edit/Export Student.

Preparing for Testing

Student Information
Add Student
View/Edit/Expoit Student
/Add Student with Temp ID
Merge Temp ID with TSDS ID
Upload Student Information
Upload Additional Student Fields

Upload Interim Grades

Frequency Distribution Report

Student Data Request

Once you have found the student you want to code,
click on the pencil icon to edit the record.

q [v] . 188901 188901003

= Search Students

=& v & v O Move To An

Number of students found: 14

Filter results Q

School Information
Enrolled District %
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Scroll down to the Additional Student Information
section (section 3).

Select YES in the Paper By Request drop down.

If it is grayed out, you have missed the deadline.

Section 504 Indicator Code: | No A

Faper By Request:

I8

Gifted / Talented: | No e

Economic Disadvantage: | 1 - Eligible for free meals V|

Scroll down to the Test Format Indicator section (Section
6).

Set the subject’s drop down to Paper for each subject
that the student will take using a paper test.

== Test Format Indicator

Test Mode

Algebral: | Online »

Biology: | Online +

English I' | Online v

English II: | Online v

Mathematics: | Paper

RLA | Paper

Science’ | Online +

Be sure to Save before leaving this page.

Save Cancel




Cambium Click Sheet

How to Indicate STAAR Alternate 2 and/or TELPAS Alternate Participation

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Testing Personnel

Resources and information
needed to prepare for and
administer the Texas
Assessment Program.

SYSTEM

B

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Under Preparing for Testing open the Student
Information dropdown.

Select View/Edit/Export Student

Student Information

Add Student

Upload Student In

Upload Additional

Student Data Req

Preparing for Testing

View/EdiVExport Student
‘Add Student with Temp 1D

Merge Temp ID with TSDS ID

Upload Interim Grades

Frequency Distribution Report

I

Student Fields

uest

Fill out the form that appears and select Search.
e Consider searching by campus or by individual
student
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A pop-up window appears, allowing you to view or
export search results or modify your search. To view @
and edit search results, select View Results.
Your search returned 75,349 results

To export more than 50,000 records, select Export to Secure File Center.

View Results | | Export to Secure File Center v l | Modify Search

To edit individual records, select the pencil icon next to 4  Search Students
the record.

= &, v [m] Move To An

Number of students found: 14

Filter results Q

School Information
Enrolled District

~ . 188901 188901003

In the Student Eligibility section (Section 4), select
Alternate Student Flag and select Yes for the alternate
assessment(s) that the student will participate in -
STAAR Alternate 2 and/or TELPAS Alternate.

= Student Demegraphics
=+ Race and Ethnicity
= Additional Student Information

—  Student Eligibility - Summative

e Students in grades 3-8 who meet all e

participation requirements will take all sTasg Atemate 2 [No v |
applicable STAAR Alternate 2 subject TELPAS Atemate: [No v |

assessments at their enrolled grade level. o
STAAR Alternate 2 EOC Eligibility

Algebra

Students in grades 9-12 who meet all participation

[}
g
=3
>
a
g
3
o
(2]
(3]
(4]
(5]
(]
(7]
e
(o]
@
®
@

requirements will take STAAR Alternate 2 EOC siciogy [No v |
assessments—Algebra |, English |, English I, Biology, Engisnt:[No v] k
and U.S. History—as they are completing the e
corresponding course. T

e Select Yes for the EOC subjects the student will
participate in

Verify the student account accuracy and select Save
before leaving this page.

Save Cancel




Cambium Click Sheet
How to Find Students Eligible for TELPAS Alt

TSNAP

xas Strtewide Networ
of Agsessment Professionils

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Testing Personnel

Resources and information

needed to prepare for and
administer the Texas
Assessment Program.

SYSTEM

B

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Once on the homepage, go to Preparing for Testing,
Student Information, View/Edit/Export Student

Preparing for Testing

Student Information

Add Student

View/EdiVExport Student

Search Students: Select the Campus and/or Grade
Level; move on to step 5 to refine your search:

® Your search will be only what you indicate you
wish to see; to see all TELPAS-ALT students,
you will need to select all eligible grade levels.

= Search Students

“Enrolled Region: | REG 19 EDUCATION SElv
“Enrolled District: | CANUTILLO ISD - 07190" v

*Enrolled Campus: | All selected (11) v

Grade | 03 v

Gender O Male O Female

Advanced Search: select Emergent Bilingual Indicator
Code: 1- Identified as Emergent Bilingual, Hit ADD.

= Advanced Search

Emergent Bilingual

Search Fields: | |1 dicator Code

<

Emergent Bilingual

Indicator Code: | 1 - Identified as Emergent v

Add

Additional Criteria Chosen:
(O Emergent Bilingual
Indicator Code: 1 -
|dentified as
Emergent Bilingual
(EB)/English leamer
(EL)

| Remove All | | Remove Selected

Next, still in Advanced Search, select Alternate
Student Flag: TELPAS ALT = Yes, hit Add Selected and
click Search.

= Advanced Search

Search Fieids: | Altemale StudentFlag

Alternate Student Flag

STAsRAtemate 2 [

TELPAS Aemate:

Add Selected

Additional Criteria Chosen:
[ Emergent BiinguslIndcator Code: 1
-Identiied z5 Emergent Biingua
(EBYEngish leame (EL)

[ Altemate Siudent Flag

TELPAS Allenate Ves

Remove All Remove Selected
[
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Your Search Results window will identify how many
students meet the search criteria entered: (i )

Your search returned 5 results

View Results | | Export to Secure File Center w | | Modify Search

Click on View Results. This will result in a listing of ¥ Search Stucenss

students who are in your TIDE system who meet the [0 Mo ToAnctrr Ewotes campus | [ &, Domrioss senttocess coses v |
“1-ldentified as Emergent Bilingual” plus “Alternate urmber of students found §

Student Flag: TELPAS ALT” and are required to i =

complete TELPAS-ALT Testing. I S

Enrolled | Enrollied | Envolled | Testing : Is TSDSID | Swdents | Students | D
Region | Di Campus. Temp Last

. . D . . TSDS | o | Name a| Name .

- - - - o ¥ - -

You can now navigate through your list, download it,

make edits, and work with your identified TELPAS-ALT
students. 'EI] b & v n




Cambium Click Sheet
How to Set EOC Eligibility in TIDE

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and ;ﬁ:‘irllzf(o'rrlrs;;lon Distribution
Scroll down the page and click the tile titled Test i Engine (TIDE
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

For User Role select DTC.

v TEA |Tekasassessment | TIOE FYS—

From the home screen, under Student information
choose Upload Additional Student Fields @

Preparing fo Testing

Download the template in excel format. Upload Additional Student Fields

@ Use this page to add or modify students’ attributes through file uploads. [moreinfo v

Upload
Find a file

Step 1: Upload File

Template

The format of your data is
important. Use a template to get
starte

Download Template

Drag & drop a file to upload History
View a history of uploads to this page,
Choose File
History

In TestHound, make sure all students are added to the @TestHuund
test administration (you do not need to have them =
roomed). Then under reports, choose EOC Eligibility
report.

If you do not have TestHound, you may complete the
template data on your own and skip to step 7.
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Copy and paste the TSDS and subject data from
TestHound report into the template from TIDE. Use the
dropdown in TIDE template to complete other columns
**TIDE will require an exact match, so it's important to
use dropdowns in excel files.

)
A B [ D E
TSDSID AttributeName  Subject Value Action

1
2
3
4
5
3
7
8

When data is complete in the Excel file, save it to the
computer. Return to TIDE Additional Student fields
upload screen, choose the file, and upload into the
system by clicking Next button.

Upload Additional Student Fields

@ Use this page to add or modify students' attributes through file uploads. more nfov

Upload Previe Validate Receive Confirmation
Findafile

Step 1: Upload File

Template

The format of your data is
important. Use a template to get
started.

Download Template

Drag & drop a file to upload Histor
View a history of uploads to this page.

Choose File
History

You will enter the preview portion that allows you to

make sure your first few rows of data look correct. If

everything looks good, then you can choose the Next
button at the bottom.

Upload Additional Student Fields

@ Ifthe values in the columns do not match the headings in the table, use a template from the previous page.

o

Upload Preview
Findafle Preview upload

Step 2: Preview
Check that youve uploaded the correct fle. Only the first 10 ows display on the preview.

1 1234567690 December EOC Elighvilty Agebra ves 00

If there are errors in the file, then you can view them
in the validate screen. You can fix errors in your file
and return to step 7. When the file is error free, then
you can confirm validation.

*Pro tip: students must be enrolled in TIDE for your
campus to upload the file. Make sure all new transfers
have been registered in TIDE prior to running EOC
Eligibility upload.

Upload Additional Student Fields

© Review the validation results below. mare o v
Upload Preview Validate Receive
Findafie e Fixertors

Step 3: Validate
© 0record(s) will be processed.
o1

be processed. To the tables below. Then edit and upload your revised fil.

Summary
v of ssue types in your ile with the cachissue oceurs, for

s not have acoess to editstudents outside of your campus. 1 You can only change student information for stucents enroled in your campus.

Details
Shows the Record Number and column of each Issue In your file. Select the Isons for Information about each ssue. Note: Record Numbers are one less than the row numbers for Excel
les with column labels in the fist row.

Record Number TSDSID Attribute| ubject

i © 1251567650 December 00 Elgiity

[oomrsrerseare | (G 0 03 | oownons vt r ]

10

To verify EOC Eligibility is turned on, log into TIDE
(steps 1 and 2 above). In the orange prepare for testing
section under the Student Information section, choose
View/Edit/Export

Preparing for Testing

ﬁ Student Information

Add Student

| View/Edit/Export Student

Add Student with Temp ID




In the View/Edit/Export Screen, choose the correct Bl vence o
campus and then under Advanced Search choose the o
dropdown for the appropriate EOC administration.
Then, choose the subject(s) that you are trying to
verify and click add selected, then click search button
at the bottom. It will search for students at the
indicated campus that have the EOC eligibility flag

turned on for the subject(s) chosen.

December EOC Eligibity

er EOC Eligibility

o

o5 v

z

o ~|




Cambium Click Sheet
How to Find Students Eligible for TELPAS

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Testing Personnel

Resources and information

needed to prepare for and
administer the Texas
Assessment Program.

SYSTEM

B

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Once on the homepage, go to Preparing for Testing,
Student Information , View/Edit/Export Student

Preparing for Testing

Student Information

Add Student

View/EdiVExport Student

Search Students: Select the Campus and/or Grade
Level; move on to step 5 to refine your search:

® Your search will be only what you indicate you
wish to see; to see all TELPAS students, you
will need to select all eligible grade levels.

= Search Students

“Enrolled Region: | REG 19 EDUCATION SElv
“Enrolled District: | CANUTILLO ISD - 07190" v

“Enrolled Campus: | All selected (11) v

TSDS ID:

I

Student's Last Name:

Grade | 03 v

Gender O Male O Female

Advanced Search: select Emergent Bilingual Indicator
Code: 1- Identified as Emergent Bilingual, Hit ADD
and Click Search.

= Advanced Search

Emergent Bilingual

Search Fields: | |1 dicator Code

<

Emergent Bilingual

Indicator Code: | 1 - Identified as Emergent v

Add

Additional Criteria Chosen:
(O Emergent Bilingual
Indicator Code: 1 -
|dentified as
Emergent Bilingual
(EB)/English leamer
(EL)

| Remove All | | Remove Selected
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Your Search Results window will identify how many
students meet the search criteria entered:

Your search returned 166 results

View Results | | Export to Secure File Center v | | Modify Search

Click on View Results, this will result in a listing of
students who are in your TIDE system who meet the
“1-ldentified as Emergent Bilingual” and are required
to complete TELPAS Testing.

View/Edit/Export Student

10 Use this page to view, edit, or export students. Users can also export Excel documents containing student access cod|

== Search Students

(8] [] o]

Number of students found: 166
Filter results \ Q \

Move To Another Enrolled Campus | | & Download Student Access Codes v

School Information Student Information

Enroled | Enrolled | Testing | Testing | Is TSDSID | Students
District District | Campus | Temp Last
ID . . .| TsDs | .| Name
¢ ¢ i ¢ ¢

You can now navigate through your list, download it,
make edits, and work with your identified TELPAS
students.




Cambium Click Sheet TSNAP

How to Submit Additional Order of Paper Test Materials

Texas Statewde Metwork

of Agsessment Pralessnals

Go to https://texasassessment.gov and click on Testing

Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student

participation.

Sign in with your individual username and password.
For User Role select DTC.
For Administration Task select the appropriate paper

administration. For example: STAAR December Paper
Orders

1

Administration Tasks

Select the User Role, Adminisiration Task, Region, District, and Campus (as applicable)

User Role: | District Testing Coordinatt v

- Selact -

Texas 2023-24 School Year
STAAR December, Paper Orders
STAAR TAMs, Paper Orders

TELPAS and TELPAS Alternate, Paper Orders "
STAAR Altemnate 2, Paper Orders
STAAR Spring, Paper Orders
Interim, Paper Qrders

STAAR June, Paper Orders

Select Additional Orders.

Preparing for Testing

Order History

Order Summary

Verify contact information.

Verify your contact information below:

Test Coordinator Information ‘Shipping Information

ame. COMALISD B [y —
P - — P —
uasname, [ -y [EWERAOES ]
O o — o —
Prone Number [FEZ2T3BT ] P —

Ziped: li
—

Select Search.

= Search for Orders

@© Enrolled District
—

Select Additional Quantity needed. Be sure you make
the selections under the appropriate material header.
Selections include: Regular Print, Large Print, Contracted
Braille, Uncontracted Braille, Embedded Supports Kits
Regular and Large Print, Test Administrator (TA) Manual,
Return Labels.




When complete, select Save Orders.

Save Orders

Cancel

Enter a comment for the order. Example: newly
enrolled student, ARD changed test format, newly
identified student per 504.

Select Submit. This completes the paper order of
additional materials.

Please enier a comment for this order:

Submit |

| Cancel




TSNAP

Cambium Click Sheet e
How to Submit an Accommodation Request Form for TEA Approval

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and ;ﬁ:‘irlnzf[?rrlrgg;lon Distibution
Scroll down the page and click the tile titled Test 0 Fnaine (T
. . . . . administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A SBsment Progmm testing and reporting, order test
. materials, and track student
participation.

Sign in with your individual username and password.

1

Administration Tasks

For Administration Task select TX SY [current school
year] Student Test Information Management.

Select the User Role, Administration Task, Region, District, and Campus (as applicable):

For User Role select DTC. User Role
Administration Task:

- Select
Texas 2023-24 School Year
STAAR December, Paper Orders

STAAR TAMs, Paper Orders

TELPAS and TELPAS Alternate, Paper Orders
STAAR Alternate 2, Paper Orders

STAAR Spring, Paper Orders

Interim, Paper Orders

STAAR June, Paper Orders

Under Preparing for Testing select Submit a Form.

o

Preparing for Testing

Users

Student Information

Test Attributes

Rosters

Score Reporting and Label Requests

Administration and Security Forms

Submit a Form

View Forms

Form type, select Accommodation Request. |

*Select a Form: [Acccmmodatiun Request V]

— [ oo
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Select Campus.

= Region/District/Campus
=Enrolled Region: | REG 20 EDUCATION SE +

*Enrolled District: | COMAL ISD - 046902 »

*Enrolled Campus: | None selected

Pay attention in the Administration Section. Several
things must be selected.
® Select Assessment Grade Level, Student’s
Enrollment Grade, AND select ALL subjects that
the accommodation applies to. For example, if
the student needs Extra Day for RLA, Math,
Science and Social Studies, you MUST select
Extra Day under EACH subject.

Assessment Grade Level: | None selected v
Student's Enroliment Grade: | None selected ~
STAAR Math/Algebra | EQC: | None selected v
STAAR Science/Biology ECC: | None selected v
) ) I ] selectall
STAAR Social Studies/U.S. History EQC: f

O Extra Day
STAAR RLA/English I/English I | O Mathematics Scribe

TELPAS Reading & Writing: | [ Complex Transcriving

O other (Enter Accommodation Rationale below)
TELPAS Listening & Speaking: | NOne selecieq hd

Check the Verification of Eligibility box.

Next, proceed through the Rationale of each
accommodation selected.

= Verification of Eligibility

O 1 hereby afirm that the student has routinely, independently, and efectively used the designated support during classroom instruction and classroom testing, and has
been unable to efectvely use any accessivlty features or locall approved supports o address this need OR has an emergency situaton that cannot be fesoived using
localy approved supports o address their need

Provide the Prior Year Request ID if available. This will
speed up the approval process.

Make the appropriate selection for Rationale
Documentation.

Local Tracking Number is Optional. Some districts use
the student’s local ID number to have a means to
identify the student locally.

= Administrative Information

more nfo v

If the student received this accommodation i a prior year, provide the Request ID number in the box provided. Enter NA f Not Applicable or no
prior year request was made. If you have more than one previous Request ID, you may lst the additional IDs within the rationale.

more nfo v
T ofan request is NOT an automat 1. In order for TEA to make determinations about requests for these
types of indicate nere this information is documented. Please remember that assessment
accommodations that require TEA approval should be as pending TEA d untila s provided

Rationale is Documented in Student's:
[ Not Documented - Emergency/Unexpected Suation
) Individuzlized Education Program (IEP) - ARD
[ Individual Accommodation Plan (1AF) - SEC 504

() Local Paperwork - Student Assistance or Respanse to Intervention / Other

For Complex Transcribing or Mathematics Scribe,
upload student work samples. All other requests do
not require work samples.

= Supporting Documentation

more info v

- For Complex Transcribing or Mathematics Scribe, student work samples must be current and representative of the student's ability at the
time of this submission. Requests submitted without a sample cannot be processed until one is provided

« Remember to clearly mark any attachments with the appropriate Grade Level and Assessment. Do not include confidential student
information (e.g., first and last names, PEIMS numbers, social security numbers) in the attachments. Requests that contain
confidential information will not be reviewed and will be immediately deleted.

‘Add Attachment(s): [ Choose Files | No file chosen

10

Complete the Affirmation and Submit.

Once submitted, a tracking number will appear and
show confirmation of submission. Capture the tracking
number. Also, an email with confirmation should come
to the DTC inbox.

The DTC will receive an email once a decision has been
made on the status of the request.

Bl 1
H :
i
£

« Make certain that all information Is correct before submitting your Accommodation Request Form. The information you have entered will e validated upon clicking the
order to complete this process.

« After clicking the SUBMIT button, a receipt of submission page with a request identfication number wil appear. You may wish to print the Accommodation Request Fo
review. Note that an Accommodation Request Form Confirmation receipt is not an approval for this student to use the requested accommodation(s) on any statewide ¢

« Do not include personal student information such as student name, PEIMS ID, or social security number on this form or in any attachment. Do ot use stu
and have you resubmit.




Cambium Click Sheet
How to Complete DTC / Superintendent Oaths

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and Eﬁ?ir'.zfgfﬂg'm Distribution
Scroll down the page and click the tile titled Test i 0 Enaine (T
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

For User Role select DTC or Superintendent.

Under Preparing for Testing open the Administration

and Security Forms dropdown. 9

Click on Submit a Form.

Prepaiing for Testing

T

Subwesd g e

Woore | s

Select the Form of Security Oath for Superintendent
or for District Coordinator.

Superintendents only submit one oath at the start of
“Select a Form: | Security Oath for Superinl v
the year. . d
Security Oath for Supenntendent
Security Qath Part | for Distnict Coordinator
DTCs submit Part | of the oath at the start of the year Security Oath Part Il for Dislrict Coordinator

Procedural Testing Irmegulanty
and Part Il of the oath after your last state test for the Serigus Testing Violation
year.
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Check the Select all box in the Enrolled Campus
dropdown menu.

“Envslnd Fingien: | RED 20 EDUCATION 51w
“Enroled Dinict | EAST CENTRAL IS0 - 11+

“Envoliid Casvpes: | A

]
Quath of Test Security and Confidentiality — .

Supennlendents ana Chiel Admeistative OMc g ing
warang and belate ary state rogured SsacasT

n accerdance wil Toxas Education Cose (TE1 &

Admimsirative Code (TAC) §101.27 101 3031, & 4 « heneby
iy, warrant. aad affirm that | wil &dly comply wits all reguirements goveming fhe Texas Assesement Program and
da heselty cenfy the folowing

Read and check the boxes for each statement.

Check the box for each statement:

| have received training on the appropriate administration(s) of the state g
IT applicable, | have received test administration training this school year.
| have read all applicable manuals, directions, and procedures goveming

| will ensure that the appropriate personnel are trained at least once in e
procedures specific to each administration during this school year.

Enter the Date and your First and Last Name.

Click Submit.

A box should pop up with a confirmation of your
submission.

You will also get an email confirmation. DTCs should
save these as proof of submission of their DTC oaths
and their Superintendent’s oath.

=

| Form Submission I

Thank you fior your submission. Your reference number is

Please save this numbser for your records.




Cambium Click Sheet
How to Create Unproctored Test Sessions

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down to During Testing.

Click on the Test Delivery System (TDS): Test
Administrator Interface tile and log in.

Students and Families Testing Personnel

During Testing EI Email Address l
m Password

SYSTEM
Forgot Your Password?

=

Test Delivery System (TDS):

Test Administrator Interface First Time Login This School
Year?
Create test sessions and
N The DaSS‘.’me you used nurmg the previous
administer operational school year has expired
assessments. Request a new one for this school year.

Click the teal Schedule Unproctored Session tab.

Sambium

| Proctor Applicatign for the Test Delivery System

¥ Actlvezd Sessions [# Schedule ored Sessions M Schedule Unproctored Sessions

Click the Create Session button.

Nl

Create Session

The sessions will be available to set up approximately
two weeks before the start date of testing.

Tests will be available based on your assigned start and

Create a Session

Choose the dates for which the session can be accessed.

end times. Best practice is to align start and end times Start: | 1/22/24 0900 am csT
with your school’s start and end times so the test is not
accessible outside of school hours.
Enter the Start date & time for which the session can
be accessed.
Enter the End date & time for which the session can be
accessed. Best practice is to end the test availability End:  1/22/24 04:30 pm CST
when the school day ends.
Next
Click Next.

Choose the testing category for the test that will be
administered. For STAAR, there should be one session
per subject per day. Make-up sessions will need to be
created separately.

Create bovd Managt Tesl Bessions Tes! Selecnon

Chooas Wby calegony
Tt iabincS s £6 g il Wo i e o by wsira] P i i M il P
| B ol Ve Al

o+ | e e |
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Interim Window 2
) . . T | @ sdience . 2023-24 STAAR Interim Biology
Click the subject on the left. Make sure the subject oy prp— ]
needed in the session shows in the list on the right. SliDces |
0
Save your session with a Session Name that will clearly Bioagy Interim Asssamert -
identify the session. Special characters are not allowed pack Vs

in your naming convention.

A pop-up box will display with the Session ID. You will Session information

o yonr sludents will i the Sacure Browier, pleats share this Seasion I

need to copy this Session ID to provide students on

test day. TX-123E-1D

¥ your Sludents are wing Fiealox of Cheome, phedss shad s link with Sam

Each student will need the Session ID and their unique
test ticket to participate in the online assessment.

TLps: 0. Camb fumnds, coms s Tuden L/ P essionsTi=1FIE=1D

Session IDs are secure and confidential per the DCCR.




Cambium Click Sheet
How to Create and Administer Proctored Test Sessions

Go to texasassessment.gov and choose Educators.

Home Students and Families Testing Personnel

Scroll down under During Testing and click on the Test
Delivery System (TDS) tile.

Log in with Cambium credentials.

Proctors will create an Active Proctored Session the
day of the test (yellow tab).

.
Test Delivery System (TDS):

Test Administrator interface First Time Login This School
Year?

Proctors may create an Active Proctored Session
(yellow tab) on the day of testing.

They will select Start a New Session Now and then
select the test they are administering.

W Active Proctored Sessions £ Schedule Proctored Sessions A1 Schedule Unproctored Sessions.

These are your current/active testing sessions.

althe sessions that are v for you right ow:

Session Info Type Share Action

®

Start a New
Session Now

Proctors should click the plus sign to expand each
selection until there are no more plus signs.

Check the box for the Assessment Grade/Subject being
administered.

Choose only one Grade/Subject per session.

Interim Window 1 ::

Choose which tests to add to your session, then start it.

— B Reading
+ [ Grade3
+ [O Grade4
— B Grade5

Fall 2023 STAAR Interim Grade 5 Reading

[ Fall 2023 STAAR Spanish Interim Grade 5 Reading

Once the test has been selected, the proctor will click
Start Operational Session on the bottom right.

The session ID shown on the screen will be active and
ready to provide to students.

The proctor may begin approving students to the
session.

® Start Operational Session



http://texasassessment.gov

Once a proctored test session has started and students
log in, the proctor must approve students to enter the
session before they may access their tests.

To approve students for testing, select the Approvals
button next to the session ID.

Operational Session ID

UAT-2300-1| | o | |t |

Operational Test Session

A list of students will display, organized by test name.

Review the list to make sure that all students chose the
correct test (correct grade, subject, and type of test).

To view the settings for each student, select the eye
button in the See Details column. The settings cannot
be changed in this view. If the student test settings are
not correct, contact the CTC.

Students with “Custom” next to the eyeball means
they have accommodations. “Standard” = No
Accommodations.

To approve individual students, select the check mark,
or select Approve All Students to approve all listed
students.

Although you can approve all the students at the same
time, students must be individually denied entry into
the test session.

To deny a student entry into the test session, select the
X button in the Action column and enter a reason in
the box.

. 1
TXPT-0989-2T

Once a proctored test session has started, the session ID
will appear at the top of the Test Administrator
Interface along with a STOP button.

If you accidentally close your browser, entering the
session ID will allow you to resume the session.

The Test Administrator Interface contains a screensaver
function to hide the data from view. The screensaver
will automatically turn on if you are not active in the
nterface for 5 minutes.

The screensaver displays the Session ID and will also
display notifications of students needing assistance.

© o

T Lt Ertea® F gt

- UAT-2300-1

Operational Test Session

Al

>

Select Tests. Studert Lockup

UAT-CCF4-1

2 Tests with potential issues
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To manually turn on screensaver mode, select the box
icon in the top right corner of the Session ID.

The screensaver will turn off automatically if any mouse
or keyboard activity is detected. It will also turn off
automatically if the test session times out due to test
administrator or student inactivity.

Proctors can monitor the status of students testing from
the table displayed in the Test Administrator Interface.

At the start of the test, all the students in the session
are listed in the Tests Without Issues table. If TDS
detects that a student requires assistance, the Tests
With Potential Issues table appears at the top, listing
the students who need intervention. This can occur
when a student’s test has been paused due to a security
ssue, such as the launch of a forbidden application.

The tables refresh at regular intervals, but you can also
refresh the tables manually by selecting the Refresh
Page button in the top-right corner of the Test
Administrator Site. (Note this is not the same as a web
browser refresh.)

You can also sort the tables by a given column by
selecting the Up/Down Arrow button in that column’s
header.

O students awalting approval O print requests 1 active students (max 200)

Tests without issue

Stugent Information

Test Progress

2023 STAAR Grade 5
Mathemalics Release

Test administrators can “pin” the record of any student
whose progress may need to be more closely
monitored. This will place the student’s test session
progress information at the top of the active testing
session page.

To pin a student record, select the pinicon in the
Actions column.

L GUEST @ 2 N
Test
Operational Test Session
9 SIS | e SR RS ol W
[o——
2 — "
N _— —— u
ﬂ Ross. Elgabeth v
O o _
LLEC PR Brtrar Fage e
ks
A 5
L7 n
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You can pause a student’s test if necessary:

In the Actions column of the tables for monitoring
students’ test progress, select the Pause button for the
student whose test you wish to pause.

Select Yes to confirm. TDS logs out the student.

How to Stop a Test Session:

When students finish testing or the current testing
time slot is over, you should stop the test session.
Stopping a session automatically logs out all the
students in the session and pauses their tests.

Once you stop a test session, you cannot resume it. To
resume testing, you must start a new session. Please
note, TDS automatically logs you out after 20 minutes
of both user and student inactivity. This action
automatically stops the test session.

Follow the instructions in this section to stop the
session manually:

1. To stop a test session, select the Stop Session
button next to the Session ID.

In the confirmation message that appears, select OK.
The test session stops.

© < =
Stop Session Refresh Page Meny
= My Tests
Actions
< 1l
< 1l
© < =
Stop Session Refresh Page Meny
= My Tests
Actions
< 1
< 1l



Columns in the Tables for Monitoring Students’ Test Progress

Column

Description

Student Information

The name and TSDS of the student in the session.

Test Name of the test the student selected.

Progress Indicates the student’s test progress. It displays a progress bar to indicate how far the student has
progressed in the test.
The progress bar indicates the percentage of questions the student has answered out of the total
number of questions.

Status Current status for each student in the session. For more information about the statuses in this

column, refer to Table 2.

If the TDS detects that a student may be experiencing technical difficulties or requires assistance,
such as the student may be experiencing connection issues, or has paused his test, a more info
icon (More Info button) displays in this column for the student. When you hover over the icon, a
message provides details about the issue.

Test Settings

Displays one of the following:
Standard: Default test settings are applied for this test opportunity.

Custom: One or more of the student’s test settings or accommodations differ from the default
settings.

To view the student’s settings for the current test opportunity, select the Eye button.

Actions

Allows you to perform any available actions for an individual student's test.

The Pause button in this column allows you to pause the student’s test. If a student pauses their
test, a more info icon (More Info button) in the Test Status column provides information about
how the test became paused. However, the more info icon does not display when the test
administrator pauses a student’s test.

If you want to monitor the progress of a particular student, select the Push Pin button to list the
student in a pinned table at the top of the page.




Student Testing Statuses

Column Description

Approved You approved the student, but the student did not yet start or resume the test.

Started Student started the test and is actively testing.

Review Student visited all questions and is currently reviewing answers before completing the test.
Completed Student submitted the test. The student can take no additional action at this point.
Submitted Test was submitted for quality assurance review and validation.

Reported Test passed quality assurance and is undergoing further processing.

Paused* Student’s test is paused. The time listed indicates how long the test has been paused.
Fxpired* Test was not completed by the end of the testing window and the opportunity expired.
Pending* Student is awaiting approval for a new test opportunity.

Suspended* Student is awaiting approval to resume a test opportunity.

*Appears when the student is not actively testing. The student’s row grays out in such cases.



Cambium Click Sheet

How to Generate Student Test Tickets for STAAR Online

TSNAP

Texas Statewide Network
of Agsessment Prolessionals

Go to https://texasassessment.gov and click on Testing
Personnel.

TEA | TEXASASSESSMENT

Scroll down to Prepare for Testing

Prepare for Testing

Engine (TIDE)

Click on the Test Information Distribution Engine
(TIDE) tile and log into TIDE.

Sign in with your individual username and password.
For User Role select District Testing Coordinator (DTC).

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC, DTA or CTC.

Click Submit.

SYSTEM

%

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Eorgot Your Password?

First Time Login This School
Year?

The password you used during the previous
school year has expired

Request a new one for this school year.

Under Preparing for Testing, click Student
Information, View/Edit/Export Student

Student Information

Add Student

View/Edit/Export Student

Grades 3-8: Under Search Students under Grade select
the grade level and click on Search

=)

O o2

Gender:
03
PEIMS ID:| 0
Oos
O os
O o7
Oos

Additional Cineria wniusen.

Search
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EOC: Under Advanced Search, from the dropdown
Search Fields menu, choose (Dec/Spring/June) EOC
Eligibility and check the assessment you are
administering and select Add Selected. Be sure to
check box you added on Additional Criteria Chosen:
and click on Search

T
I Advanced search
Searcn Feis: Spring EOC Eligbilly v
Spring EOC Eligibility Additional Criteria Chosen:
| Spring EOC Eligibilty-
Bioogy: 0 [No v
engistt: O [No v Algebra I: No
engisnt: O [No v
sy O [No v
Remove All | | Remove Selected

Search

Click View Results

Your search returmed 23 resulis

|| View Results || | Export to Secure File Center | | Modify Search

=
Click the printer icon - and choose All Test
Tickets or Select Tickets to be printed.

All Test Tickets (116)

Selected Test Tickets (1)

All Access Codes (116)

Selected Access Codes (1)

All Student Settings and Tools (116)

Selected Student Settings and Tools (1)

Choose a Test Ticket Layout and click Print. Then open
the downloaded PDF

Cancel

Choose a Test Tickets Layout:

Print Options

O 5x2 O 3x2 O 2x2

® 1x1

Test Tickets.




Cambium Click Sheet
How to Enter Score Codes in TIDE

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Information Distribution Engine (TlDE) Assessment Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

After logging into TIDE, select Administering Tests and
click on Appeals/Score Codes.

Select Create Requests.

Fo

| Administering Tests |

1 Monitoring Test Progress

B Appeaisiscore Codes
Create Requests
View Requests

Upload Requests

Print Test Tickets °

Set Score Code.
Filter by TSDS ID. Enter TSDS number.

Click Search.

© s @

Reqxspe C DotitFenr @ smsusre
C Grace Peioc Exersior @
C segmertRe-Oper @ e |:|
C ReSorrec Test @ Mnde

Place a checkmark next to student’s record and click
Next.

o mtrs opr |
| e g
S5 goonion 1534 DWSTEZI Demo Dara 1 congieted 2210 22LT-N

p— — T
Cletid) il ATTRATEN  1STIB00083678

9

Coda



https://texasassessment.gov

Click New Score Code.

Enter Absent, Other, or Score.

ltems Old Score
Answered 7| Code

Online

Place a checkmark next to the student's record.
Click the Create button. A pop-up will appear.

Enter the reason for the request and click Submit.

Humber of recosds: found. 1

.| TSOSID | Stdenfslast | SwdenfsFiest | TestOpp# | Test
o ¥ Mama T Nama ]

*| Status

Sat Score
a8 600001001 DMOETELTA  Demo Demo

Please enter a reason for the request:

Stedent was ill during the testing window.

S it | Cancel |

Enter the reason for the selected score
code.




Cambium Click Sheet
How to Submit Student Responses in DEI

From texasassessment.gov under Testing Personnel, Testing Personnel
click on the title Data Entry Interface (DEI). You can
also access DEI through the system switcher on the D

TIDE homepage. -

ssment Resources

Test Delivery System (TDS): Data Entry Interface (DEI) Preparing for Testing

Test Administrator Interface N
1
1

On the Enter Student Information webpage, enter

Isc?ginlinformation for the student being tested and click Enter Studeig A T
ign In. [oSuurlp——
P e
After you enter the student’s information, you will be . =
asked to verify the student’s information. Is This the T — | e |
Student? If so, select Next and the Available Tests
page will appear. [ ] ° [ -

Ygu will then select the test for the student that you Available Tests
will need to enter data for. Choose a test for data entry

4m December 2022 STAAR EOC

English |

= Start December 2022 STAAR English |

English Il

= $tart December 2021 3TAAR English I

Algebra |

= $tan December 1077 STAAR Algetea |

Back i Logn
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Before beginning data entry, Test Information page will
appear.

Designated testing personnel should mark the “I
agree” statement on this page if students have signed
for the honor statement.

The Test Settings will show the student’s test settings.

The General Information section will list some
important reminders.

The Help Guide will show content that explains the
test rules and gives an overview of DEI.

Selecting the Begin Test Now button will take you to
the first question of the test. You may select the
guestion mark button to access the Help Guide at any
time.

Test Information

Please read the information below before starting your test.

Honor Statement

By checking the box below:

I agree that I will not give or receive assistance during the test. I understand that giving or receiving assistance
during the test 5 cheating and wil result n the invaldation of my test

|:| 1 agree to the Honor Statement

Test Settings

if
s3
i
23
i
b4 -
1
H
3
g
s
iy
3
g
-3
2R
g
i
it
30
§
2

once you select them. If you have any questions, rase your hand.

General Information

You may use scratch paper, graph paper, and the available reference materials for this test.

!

You may slss use 8 graphing calculator for this test

Help Guide

The Help Guide de:
diicking the g

& swailsble during the test by

If you are recewing content and language supports, be sure to look at the Other Tools section of the Help Guide.

View Help Guice

STAAR & TELPAS:

For paper administrations, students record their
responses in their test booklet. For multiple-choice
guestions, mark the responses provided by the
student.

You can use the green arrow buttons labeled Back and
Next at the top left of the screen to move between
items.

The Save button can be used to save a response but is
not necessary to use since responses are automatically
saved upon selection.

The Pause button is used to pause the data entry
session without submitting the test, so you can
continue entering data later.

fory €A1 125, CAL 105 (TSDS ID: DMRA4SERT?) WAT-Foaset

Read the list and answer the question that follows

» Growth of social media
» Increased use of cell phones

« Election of first African American president

Which time period is represented by this information?

& 19705

® 1980s

® 1990s

® 2000s

For the constructed-response items, for students with
the basic transcribing accommodation- designated
testing personnel must transcribe the student’s written
responses verbatim.

B I UL|E:=

o cren 01080




After completing data entry, be sure to review all
entered data.

When you have checked all responses, you have
entered and are ready to submit the test, select the
red End Test button to continue.

It is important to note that you must select the Done
Entering Data button to submit the information for
scoring and reporting. You will be asked to confirm
that you would like to submit the test. Select Yes to
continue. You must submit the test before 11:59 p.m.
(CT) on the last day of the testing window.

You are done entering data.

If you wish to review your entries, select a question number below.

A This symbol indicates unanswered items

Questions| Wa rning
3 Are you sure you are done reviewing this test? 52
S - [
33 A 36 39 EY] a5 a5 51

Next Step:

When you are done reviewing your entries, select Submit Test. You cannct change entries after vou submit the
et

)y ==

After you submit the test, the Done Reviewing
Assessment page appears. You can then Select Enter
Data for a Different Student or Enter More Data for
this Student. If you are done entering test data, select
Log Out.

Done Reviewing Test

The test was submitted. You may view the test detads Delow.

Tirsd Rrvirwend As: Test Mame:
Samghe, Student (TSDS ID: DM12345678| Decemiber 2022 STAAR English |

Data Entry Compieted On:
1208/ 2022

¥ you wish o neview another best, you must log out and then log in again.
Py scones are neporind for this test

Hext Step:

To g ot of the test, select Log Ot

e, wecordance with the Family Educaboral Bights and Fracy At (FERPA]. the dscesure of gersonally |dentfatie
information is probitted by Lan

1 - R

STAAR ALTERNATE 2:

For each STAAR Alternate 2 test administered, the test
administrator must complete a scoring document.

Completed scoring documents should include student
information, form number, accommodations if
applicable, and the student’s response for each
guestion.

Accommodations that were used during the test
administration should be entered into TIDE.

(STAAR®) ALTIRNATE 2
Lamguegt Art (RIAL Ingioh " matica, Science, and Soctal Studies
g Sotemtat Scoring Document

S ——

—

ETSTAR | rcnlilimimmnnscr,  , A S
Reading 1 and tnginh ot

=
S e L

T e ® e T i O

1 0006 n»®®C T O ® 0 TR )
1 e0e veoee 1 e®0 wa oo
+“e0@ we® e s e 00 “®®0
-O-04 o006 s ®®0 “a oo
M-S =08 s A ® e v ®® 0
1A ® 0 n®® 0 s ® @ “dee
e =080 rea®e "o oo
00 »®®0 2 ®o »® @0
*®®© “d® e — =289
p-G-4-4 0O »o®o0 28090
zare 0 Q0 "o oo a8 ®0©
» > ro00C !

“e o0 aee o " ®®© “2® 0
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Verify that the form number matches the student’s
assigned test booklet.

Enter the student’s scoring information for each
guestion.

Verify the score entry page before ending the test.

Return all scoring documents to the campus
coordinator.

Student records must be entered and submitted by the

deadline.

FAAR Knervane 2 Grade 8 L2 [0

— X Sores 2521 §TAR
+ @
e oo
2 .u
Choase the form for the test. | COC C 0 C
s e W oo
Test Forms: | Select form <
Aa00C ® OO C
r——
STARR-AI_Z-5P22-MA-ALG-F1 000 noooC
STAARAR_2-5P22- MAALG-F10 —— =
STAAR-AN_2-8PHI-MAALG-F2
STAAR-AR_Z-5P22-MA-ALGFI 0 O0C 2 00CC0C
STAAR.AK_2-5P12-MAALG:F4 0 fe) (3 e D ‘e (e e
STAAR-AR_2-5P22-MAALG-FS
el s
STAAR-AR_2-5P22-MAALG-F
STAAR-AR_2-SP22-MA-ALG-F7 w o0 C
STAAR-At_2-5P22-MAALG-F8
ol
STAAR-AR_2-5P22-MAALG-F9
T OO C
— s oo
4 OO
s oo
[N ol ol o

Q) (@
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After completing data entry, be sure to review all
entered data.

When you have checked all responses, you have
entered and are ready to submit the test, select the
red End Test button to continue.

It is important to note that you must select the Done
Entering Data button to submit the information for
scoring and reporting. You will be asked to confirm
that you would like to submit the test. Select Yes to
continue. You must submit the test before 11:59 p.m.
(CT) on the last day of the testing window.

You are done entering data.

If you wish to review your entries, select a question number below.

A This symbol indicates unanswered items,

Questions,

Warning
3 Are you sure you are done reviewing this test? 52
- e
33 A 36 39 EY] a5 a5 51
Next Step:

When you are done reviewing your entries, select Submit Test. You cannct change entries after vou submit the
[

mp ==

12

After you submit the test, the Done Reviewing
Assessment page appears. You can then Select Enter
Data for a Different Student or Enter More Data for
this Student. If you are done entering test data, select
Log Out.

Done Reviewing Test

The test was submitted. You may view the test detads Delow.

Tirsd Rarvrwnd As:
Samphe, Student (TSOS 1D DAL 2345678)

Tast Mame !
Decemiber 2022 STAAR English |

Data Entry Compieted On:
1208/ 2022

H you wish to neview another test, you mest log out and then log i again.
Py scones are neporind for this test

Hext Step:
To kg et of the test, elect Log Ot

e, wecordance with the Family Educaboral Bights and Fracy At (FERPA]. the dscesure of gersonally |dentfatie
infgrmation s grobibted by law

m [Entier Wiore Diata for This Student [Enter Diata for o Differert Student |
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TELPAS ALTERNATE:

Completed TELPAS Alternate Observable Behaviors
Inventory should include student information, date
completed, name and signature of test administrator,
and holistic ratings for all 40 observable behaviors.

The system will not allow you to submit a TELPAS
Alternate record unless a rating is entered for each of
the 40 observable behaviors.

TELPAS Alternate

Observable
Behaviors Inventory
Listening, Speaking, Reading, and Writing

Spring 2023

-------

x

TELPAS

ALTERMATE

Tonin Eaghah Lo Foalimany Aebis st by s

14

Mark the rating indicator for each observable behavior
in each domain. All items must be completed.

Verify all entries before ending the test.

Return all observable behavior inventories to the
campus testing coordinator.

Rating information must be entered and submitted by
the deadline.

Bak

L1

L2

L3

L4

L5

L6

L7

L&

L9

L 10

A

(*

Suve
® @© @
® @© M
® @© ®
® @© @
® @© @
® @©
® @© @
® @©
® @©

® @© ©

(€
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After completing data entry, be sure to review all
entered data.

When you have checked all responses, you have
entered and are ready to submit the test, select the
red End Test button to continue.

It is important to note that you must select the Done
Entering Data button to submit the information for
scoring and reporting. You will be asked to confirm
that you would like to submit the test. Select Yes to
continue. You must submit the test before 11:59 p.m.
(CT) on the last day of the testing window.

You are done entering data.

If you wish to review your entries, select a question number below.

A This symbol indicates unanswered items

Questions| . Warning

3 Are you sure you are done reviewing this test?

-

33 A 30 39 7 5 a5 51
Next Step:

When you are done reviewing your entries, select Submit Test. You cannct change entries after vou submit the
[

)y ==

16

After you submit the test, the Done Reviewing
Assessment page appears. You can then Select Enter
Data for a Different Student or Enter More Data for
this Student. If you are done entering test data, select
Log Out.

Done Reviewing Test

The test was submitted, You may view the test etass Delow.

st Rrvirwnd As:
Samghe, Student (TSDS ID: DM12345678|

Test Mame:
Decemiber 2022 STAAR English |

Data Entry Compieted On:
1208/ 2022

¥ vou wish to review another test. you must bog out and ther log in again.
Py scones are neporind for this test

Hext Step:

To g ot of the test, select Log Ot

e, wecordance with the Family Educaboral Bights and Fracy At (FERPA]. the dscesure of gersonally |dentfatie
information is probitted by Lan

m [Eniier Mare Diata for This: Shudent  Enfer Diata for  Dilferend Student |




Cambium Click Sheet
How to Upload Student TELPAS Ratings in TIDE

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and Eﬁ:ﬂfﬁfﬂéﬁ"’" E—
Scroll down the page and click the tile titled Test - Engine (TIDE)
. . . . . administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A ¢ Frogen. testing and reporting, rder test
materials, and track student
participation.
Sign in with your individual username and password.
2
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administrati+ ||

For User Role select CTC.

For Campus select your campus.

Under green section Administering Tests select the
dropdown for Appeals/Score Codes, then select

Holistic Ratings Upload

Administering Tests

‘. Monitoring Test Progress

3 Appealsiscore Codes
Create Requests
View Requests

Upload Requests

€  Print Test Tickets

From the next page, select Download Templates
Download Templates v

Once opened you will need to add 7 fields for each students rating
e TSDSID

e Student Last Name
e Student First Name
e Date of Birth (MMDDYYYY)
e Test Window (Select from down options)
e Test (Select from drop down options)
e Rating Value (Select from drop down options)
TSDS D : Student I.a:Nsme Student Flr:t Mame Date of Eirt: Test Window . Test ’ Rating Value :

1234567890 Stein Franklin 01011818 Texas TELPAS Administration (TX_TELF TELPAS Holistic Listéning Grade 2 (TX-ELL- 2 [Intermediate)
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Time Saving Tip
To avoid spending a long period of time entering ratings on the template prior to uploading, consider
downloading the Data File For Holistic Rating Upload template early in the TELPAS window and enter ratings
as they are completed and returned to you on the Student Rating Rosters by your raters. Be certain that

once ratings are added to the file that the information remains secure and is not left on screen for others to
view.

After all ratings have been added to the template or if
you prefer, as ratings are entered from each rater, save
the file to your computer. Uploading multiple files
throughout the administration is acceptable. Any

corrections that need to be made to previous entered Browse
rating can be made by uploading a revised file with the

6 correct ratings
From the Holistic Ratings Upload Screen, select Browse. Next

Select the file that you have saved with your students
ratings and select Next.

The next screen will Validate the fields being uploaded. If any fields have error warnings you can correct the

errors on your original file, or continue with the file upload and those fields with error warnings will not be

7 included in the file upload - only valid fields with no error/warning will be successfully uploaded into TIDE.
Legend: ﬂ Ermor: The file can be uploaded, but this row will not be included. m Warning: This figld is invalid, but the rove will be upleaded.

8 The next screen will be the confirmation of the upload, and will tell you now many records were committed.

Next Step

In addition to uploading the Student TELPAS Ratings, each campus will need to enter the Rater information on the
students profile in TIDE

Option 1, Uploading Rater Information:
Testing Personnel oy

£ |
Go to https://texasassessment.gov and click on Testing Resources and information Lestntormation Distebution
9 Personnel needed to prepare for and Manage students and users for
administer the Texas testing and reporting, order test

materials, and track student
Assessment Program. participation

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Sign in with your individual username and password.
2
For Administration Task select TX SY [current school Administration Tasks
1 O year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administrati ||

For User Role select CTC.

For Campus select your campus.
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11

Open the Student Information drop down and select
Upload Additional Student Fields

TEA"& TEXASASSESSMENT

12

Download the Additional Student Fields Template in
the upper right of the screen.

Download Templates v

13

Once the Template is downloaded, complete all fields
of the template using the options available in the cell
dropdown for TELPAS Rater A (and TELPAS Rater B, if

applicable).

TSDS ID AttributeName Subject  Value
| sy |

| 1234567890 TELPAS Rater A (Relatior N/A

1234567890 TELPAS Rater B (Collabor N/A Yes

2- ESLTeacher

AAction
ADD
ADD

14

After Rater Information has been added to the
template for all students, save the file to your
computer. Uploading multiple files throughout the
administration is acceptable. Any corrections that need
to be made to previously entered rater information can
be made by uploading a revised file with the correct
information or by editing the Rater Information on the
student profile in TIDE as described in option 2 below.
(Step 15)

From the Upload Additional Student Fields Screen,
select Browse

Select the file that you have saved with your students
ratings and select Next

Browse

Next

15

Option 2, Entering Rater Information on Student
Profile in TIDE manually:

Type or Copy/Paste the students TSDS ID in the
Student ID/User Email search box in the upper right of
the TIDE home screen and enter

Student ID/User Email [ 1234567890|
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Select item 3 from the menu on the left of the page or
scroll down to the third section titled Additional
Student Information.

Enter the information for TELPAS Rater A (and TELPAS
Rater B, if applicable) each student rated holistically.

o
(2]
(3]
o
(5]
(6]
o
(2]
o
®
@
@

Black or African American: ‘ No v

== Additional Student Information

Emergent Bilingual Indicator Code: ‘ 1 - Identified as Emergenlv‘

Bilingual Program Type: ‘ 0 - Student does not parti v ‘

ESL Program Type: 3 - English as a second la v |

Migrant: ‘ No v

Years in U.S. Schools ‘ 6 - Has been enrolled in LV‘

Parental Denial ‘ No v

TELPAS Rater A (Relationship) ‘ - Select - v ‘

TELPAS Rater B (Collaboration) ‘ - Select- v

- [ ]

Interrupted Formal Education Code: ‘ No v

17

Scroll back to the top of the page and select Save

before continuing to the next student. —

Save

Cancel




Cambium Click Sheet
How to Update TELPAS Rater Information With a File Upload

TSNAP

exas Stotewido Kewwork
of Agsessment Professanals

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)
administer the Texas

Assessment Program.

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

In the Preparing for Testing section, select Student
Information, then Upload Additional Student Fields.

(Student Information

Add Student
View/EditExport Student
Add Student with Temp ID
Merge Temp ID with TSDS ID
Upload Student Information

Upload Additional Student Fields
Upload Interim Grades
Frequency Distribution Report
Student Data Request
Teansfer Student

Student Transfer In Report

Student Transfer Out Report

Download a Template.

Use the Excel version so you can use the drop downs
to fill in your spreadsheet.

Template

The format of your data is
important. Use a template to get
started.

Download Template

Download a Template

3, Excol Tomplate
Dowrioad Now

&, €SV Template
new

Fill in the TSDS for each student.

Choose the proper Rater information from the drop
down.

Fill in the Subject with “N/A”

Then choose the proper value from the drop down for
each student record you wish to update.
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Action should be marked as Add.

TS05 10 AttributeName Subject Value Action

123456789 TELPAS Rater A (Relationship) N/A

1-Bilingual Education Teacher

Go back to the home screen. In the Preparing for
Testing section, select Student Information, then
Upload Additional Student Fields.

[Stusent Information

Add Student
View/EdWExport Student
Add Student with Temp 1D
Merge Tormp ID with TSDS ID
Upload Studert Information

Upload Additional Student Fields
Upload Interim Grades
Frequency Distrbution Report
Student Data Request

Transfer Student

Studant Transtor In Roport

Studant Transfor Out Aeport

Choose the file you created to upload and click on
Next.

Step 1: Upload File

Drag & drop a file to upload

Choose File

10

The next screen will Validate the fields being uploaded.

If any fields have error warnings you can correct the
errors on your original file or continue with the file
upload and those fields with error warnings will not be
included in the file upload - only valid fields with no
error/warning will be successfully uploaded into TIDE.

If you choose to upload with error warnings, be aware
that ratings for all EB students must be submitted. You
will need to go back and ensure the ratings for the
students with errors are submitted before the data
entry deadline.

The next screen will be the confirmation of the upload,
and will tell you now many records were committed.

| Legend A\ Eror The file can be uploaded, but this row will not be included.

I. Warning: This field is invalid, but the row will be uploaded.

" Your file has been uploaded.

@ 1 record(s) were processed

Upload New File || Download Validation Report




Cambium Click Sheet
How to Update TELPAS Rater Information Manually

TSNAP

s Sunteide Nevwork
of Assessment Professianls

Go to https://texasassessment.gov and click on Testing

Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel @

Resources and information o
Test Information Distribution

Engine (TIDE)

needed to prepare for and
administer the Texas
Assessment Program.

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

This is for those who wish to make changes manually
to the student records in TIDE

Preparing for Testing Option
Student Information

View/Edit/Export Student

o

Preparing for Testing

[Studnt informaton.

A Sasdort
ViewEdExport Student
A Stxdent win Temp 1D
Morga Tormp 1D weh TS0S D
Upload Student Informaticn

Upload Asational Stucent Fisids.

‘Studort Trarstor Out Rapert

Choose the campus you wish to work with

“Enrolled Campus: | None selected v

Tops ip:| Search

) select all

Student's Last Name:

() GRAHAM EL - 252901105
) GRAHAM H S - 252001001
() GRAHAM J H - 252801041

Search Fields:
) GRAHAM LEARNING CTR - 252801002

Choose advanced search option

Using the drop down on the Search Field choose
Emergent Bilingual Indicator Code and search

[ Advanced Search

‘Sorch Fisids: — Seloct —
Is Tormp TSDS 107
Losal Stugent 1D
Native Speaker FT Indicator

Additionsi Student Information

Emergent Biingual ncieatar Cace
Bitngual Pregram Type
ESL Program Trpe.
Migrant

For the Indicator Code choose the option for
1- Identified as Emergent Bilingual (EB) /
English Learner (EL)
Then Add this to the list

Emargont Bilingual Indicator CodefUE IS0
- Identified as Emergent Bilingual (EB)/English leamer (EL)
0

5 - Former EBJEL (Post Moni
- Non-Emergent Bilingual (Non-EB)/Non-English learner (Non-EL)
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Emergent Bilingual Indicator Code: |1 - Identified as Emergent ~

Be sure the box is checked and then hit the search Aditiona Criteria Chosen:

Emergent Biingual Indictor Code: 1 - Identified as Emergent Biingual

button oy

You will see a message with the number of students
who meet your criteria )

[ Your search returned 136 results )

Vewmasies | [Eorte secee o coner | [Waaryseaen

Using the dropdown arrows for in the headers organize .---

your list how you want.

Using the pencil open the student record and prepare
to edit the information 0 09 252001

Open the Additional Student Information Tab
=< Student Demographics

Using the TELPAS Rater A (Relationship) dropdown + Race and Ethnicity
make the appropriate choice that matches your =
records.

TELPAS Rater A (Relationship): I1 - Bilingual Education Te: VI

Save your choices for each student before exiting their
record s

- Select -

o

v 1 - Bilingual Education Teacher
2 - ESL Teacher

3 - Elementary General Education Teacher

4 - MS or HS General Ed Teacher of Core Subjects
5 - Special Education Teacher

6 - Gifted and Talented Teacher

7 - Teacher of Enrichment Subjects

Most students do not have a TELPAS Rater B but if you

R . TELPAS Rater A (Relationship): | 1 - Bilingual Education Tez v
do, use this dropdown to record and save that option I - I

for your StUdent(S)' TELPAS Rater B (Collaboration):

- Select -

Yes
v No




Cambium Click Sheet
How to Mark Students New to Texas

Go to https://texasassessment.gov and click on Testing

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and Eﬁ:ﬂﬂf("ﬁ'gé}'m Distibution
Scroll down the page and click the tile titled Test i 0 Enaine (T
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

For User Role select DTC.

Administration Tasks

Select the User Role, Administration Task, Region, District, and Campus (as applicable):

For Administration Task select Texas [current school
year] SChOOI Year. User Role: | District Testing Coordinatc v

Administration Task: | Texas 2023-24 School Ye: v
. . *State: | Texas - 000000 v
Click Submit.
*Enrolled Region: | REG 13 EDUCATION SEI v

*Enrolled District: | AUSTIN ACHIEVE PUBLI v

Under Preparing for Testing, click on the dropdown for
Student Information and then select View/Edit/Export
Student.

Student Information

Add Student
View/Edit/Export Student

Enter the student’s TSDS ID, or first name/last name,
as well as an Enrolled Campus.

Click Search.

Find the correct student in the search results and click
on the pencil icon. Enrolled Enrolled Enrolled

Region District Campus
- ID

O || 18 227825 227825003

SCI’O” dOWh to SeCtlon 3, Additional Student Information. Texas Migrant Interstate Program (TM|P) - Select - v
On the right side, under the New to Texas dropdown

menu, select Yes. New to Texas + - Select -

Yes
Special Ed Indicator Code No
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Scroll all the way to bottom and click Save

View History

Cancel




Cambium Click Sheet
How to Individually Add & Verify Non-Embedded Supports

TSNAP

Texas Stotewide Networc
of Assesemant Proiessionals

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

Testing Personnel

Resources and information

needed to prepare for and
administer the Texas
Assessment Program.

SYSTEM

B

Test Information Distribution
Engine (TIDE)

Manage students and users for
testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable):

Administration Task|| Select a Test Administratii v ||

Under Student Information, click on View/Edit/Export
Student.

Preparing for Testing

(&2 O

fi.-' Student Information

Add Student

WView/EdiExport Student

Add Student with Temp 1D

Merge Temp ID with TSDS ID

Upload Student Information

Upload Additional Student Fields

Upload Interim Grades

Frequency Distribution Report

Student Data Request
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Once you have found the student you want to code,
click on the pencil icon to edit the record.

Users v  Student Information v  Test Attribute

View/Edit/Export Student
O Use this page to view, edit, or export student:

< Search Students

6" v ﬁﬁ < Move to A

IINumber of students found: 1E||

Enter search terms fo filler search results o

ET—
HI
1D

031903 031903102 |

Scroll down to section 9 for Non-Embedded Supports.

Under STAAR Non-Embedded Supports, click the drop
down and check the box next to the tests for which the
student had a designated support outside of the test
(i.e. supplemental aids). Do not code if the student
only had an accommodation already marked as an
attribute (i.e. Text-to-Speech).

Under TELPAS Non-Embedded Supports, click the drop
down for the appropriate test(s) and check the box(es)
next to the accommodations for which the student is
eligible.

Under STAAR Alternate 2 Non-Embedded Supports,
click the drop down for the appropriate test(s) and
check the box(es) next to the accommodations for
which the student is eligible.

= Non-Embedded Supports

Extra Day.  None selected A4

STAAR Non-Embedded Supporls" None selected - ]l

O selectall
O algebra |
O Biclogy

O English |
O English 1
O U s History

O Mathematics

Be sure to scroll to the very top or the very bottom of the
screen and click on Save.

Save Cancel




Repeat steps 4-6 for all additional testers with
non-embedded supports.

When you are done, you can run a report to verify
your information. Return to the View/Edit/Export
Student screen. In the Advanced Search area, select
the Search Field for:

e STAAR Non-Embedded Supports

e TELPAS Non-Embedded Supports

e STAAR Alternate 2 Non-Embedded Supports
Select the test(s)/subject(s) you want to verify.

Click on Add Selected.

Then click on Search.

SIUUENLS LESLNEINE | A%

& Agvanced searcn

Search Fields: | | ELPAS Non-Embedded
Supports v

TELPAS Non-Embedded Supports

Listening & Speaking Nane selected v
Reading & Writing: [ 3 selectan

O Basic Transcribing
O Individualized Structured Reminders
O Manipulating Test Materials

[ Blank Graphic Organizer

You can download your reports to Excel to further
review for accuracy.

o e Preparing for Testing @ Administering Tests @ After Testing

Users v  Student Information v TestAlfribules v Rosters v~ Score Rey

View/Edit/Export Student
0 Use this page to view, edit, or export students. more info -

4 Search Students

6 v | 4\& to Another School
] |

Number Ot EXport All to Excel (10)

Enter search|




Cambium Click Sheet
How to Add / Edit Student Test Attributes for TELPAS (upload & manually)

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

For Administration Task select TX SY [current school
year] Student Test Information Management.

Select User Role.

Information Distribution Engine (TlDE) Assessment Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

Administration Tasks

Select the Adminisiration Task, User Role, Region, District, and Campus (as applicable):

Adminisiration Task{| Select a Test Administrati ||

Under the orange Preparing for Testing section, open
the Test Attributes drop down and select Upload Test
Attributes.

Preparing for Testing

Student Information

View/Edit/Export Test Aliributes

Upload Test Attributes

Rosters

Score Reporting and Label Requesis

Administration and Security Forms

Select the Download Template and download the
Excel Template.

Upload Test Attributes

© Use this page to upload a file of students'test settings and tools you want to add or modify.fmore o~

Upload
Find a fle

Step 1: Upload File

Template

i | Theformat of your data is
important. Use a template to get
started

Download Template

Drag & drop 2 file to upload i Histo
View a history of uploads to this page.

=
History
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L
Download a Template

¥, CSV Template ¥, Excel Template
Download Now Download Now

Complete the data fields in the template and save your File  Home Insert Pagelayout Fommulas Data Review View  Automate  Help
flle ﬁj? Calibri Yir A A= EE@M 2b, Text N ﬁ

Paste el == = Conditional |
U v v VAL | =E= = > v 9 <0 .00
- 8 BIU-HEH- &4 S=E===8 $-% 9 WA Formatting v
Clipboard 1§ Font -] Alignment -] Number 1 st
A2 - fe
A B € D
1 |TSDSID  Subject Tool Name Value
2
3
n
5

Return to Upload Test Attributes, select your saved file | [upload Test Attributes

@ Use this page to upload a file of students’ test settings and 1001s you want 1o add of modify. (more info~

and select Next to begin processing. b
o

Upload
Find a ile

Step 1: Upload File

Template

The format of your data is
important, Use a template to get
started

Download Template

Drag & drop a file to upload History
View a history of uploads to this page.

Choose File
History

Upload Test Attributes

Preview the attributes and to ensure they are correct. T
Select Next. T

Upload Preview
Findafie Previen upiasd

Step 2: Preview
Gheck hat you've uploaded the correct il Only the firs 10 rows dislay on the preview.

If there are errors in the file, you can view them in the
validate screen. Correct your errors in the file and s s e
return to step 7. When the file is error free, Confirm zeff;,v,l';i?"ip,m
1 record(s) with errors cannot be processed. To include these records, review the tables below. Then edit and upload your revised fle.
Validation. — ot [ e oo e
Emm
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When validation is complete without errors, Continue
with Upload to complete the process.

To manually add/view attributes

Go to https://texasassessment.gov and click on Testing

Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel E

Resources and information

Test Information Distribution

needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student
participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

Select User Role.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administrati+ ||

In the orange preparing for testing section, choose
student information and the View/Edit/Export
Student option.

Preparing for Testing

Student Information
Add Student
View/Edit/Export Student

Add Student with Temp ID

Merge Temp ID with TSDS ID

Upload Student Information
Upload Additional Student Fields
Upload Interim Grades

Frequency Distribution Report

Student Data Request

Choose the campus and enter the name of the student
with attributes.

View/Edit/Export Student
@ Uso this pags to view, edt,or export students. Users can also export Excel documents containing student access codes for the Family Portal.[mors o v

= Search Students.

ot Rgon | REG 12 EDUGATION SE v e
“Envoled st |LAMPASAS 18D - 141901 +| orades None selected v
“Enrolled Campus: None selected v Gender: O Male O Female

B Acuanced searcn

‘Search Felds: - Select - v Additional Criteria Chosen:
- Remove All Remove Selected
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To edit individual records, select the pencil icon next to
the record.

== Search Students

@ v 3 v -ﬁ Move To Ang

Number of students found: 14

Filter results Q

‘ (/] . 138901 188901003

On the left-hand side, select option 11, for the Test
Attributes panel and scroll to the right. Under the
TELPAS Reading and Writing section, select the
approved accommodation(s) for TELPAS.

Gontent and Language Suppor's @ oFF oFF oFF OFF c

Ao ToaTe-Sposch @ o orF orF oFF c

Proctored Admisiration @

Choose Save.




Cambium Click Sheet
How to Add/Verify Student Accommodations for STAAR Alternate 2

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel E

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student

participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Under Student Information, click on View/Edit/Export
Student.

Preparing for Testing

7= Student Information
Add Student

l View/Edit/Export Student

AOGJ Student witn lemp 1L

Merge Temp ID with TSDS ID

Once you have found the student you want to code,
click on the pencil icon to edit the record.

2 4 '-o-'l

01 031906

0
N,
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On the left-hand side, select option 9 or
non-embedded supports.

@
=]
g
4]
a
g
o
2/
©
o
6
6
7
o
o)
ig
®
®

Non-Embedded Supports

STAAR Mon-Embedded

Then, search for STAAR Alternate 2
Non-embedded Supports and enter all of the
accommodations from the answer document to
the appropriate subject area for each subject area
assessment

n N 2| Statis 2| TA Nama

U.S. History

STAAR Alternate 2 Non-Embedded Supports

Algebra || None selected hd
Biclogy: | Mone selected ~
English |: | None selected v
English |I: | None selected v
Mathematics: | None selected v
RLA: | Mone selected v

0 selectall

Science

O Color Or Highlight Images

Social Studies:| ) Color Overlays

O Textured Materials
O pemonstrate Concepts

0 Raise Or Darken Outline

O Photegraphs Or Objects Paired With Text

Don’t forget to Save when you are done. (at the
bottom or the top of the screen)

Save

View History

Cancel




Cambium Click Sheet
How to Opt In to receive Printed Report Cards and Labels

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test
Information Distribution Engine (TIDE).

SYSTEM

Testing Personnel E

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Assessment Program testing and reporting, order test
materials, and track student

participation.

Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC or DTA.

2

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

In the orange, preparing for the testing area, choose
the Score Reporting and Label Requests option.

Preparing for Testing

U

Student Information

Test Attributes

Rosters

Score Reporting and Label Requests °

Score Reporting and Label Requests

Administration and Security Forms

Read through each line to determine Yes/No for your
district. These are completed at the district level and
cannot be completed differently for different
campuses.

Click Save.

‘Score Reporting and Label Requests

— S Ropoting and Label Recuests
“Would your distrit like to receive printed confidential student labels for STAAR December EOC?

“Would your distictlike to recelve printed report cards for TELPAS?.

“Would your district like to receive printed confidential student labels for TELPAS? [ves v |

“Would your distict e o receive printed report cards for TELPAS Aflernate?
*Would your district like to receive printed confidential student labels for TELPAS Alternate?|ves v

“Would your district ke to receive printed report cards for STAAR Allernate 27
“Would your district like to receive printed confidential student labels for STAAR Alternate 27

“Would your district ke to receive printed report cards for STAAR Spring 3-67
“Would your districtlike to receive printed confidential student labes for STAAR Spring 3-87.

“Would your distict ke to receive printed report cards for STAAR Spring EOC?.
“Would your distic like to receive printed confidential student labels for STAAR Spring EOC?

“Would your districtlike to receive printed confidential student labels for STAAR June EOC?
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Cambium Click Sheet
How to Access Reporting at the District Level in CRS

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled
Centralized Reporting System (CRS).

. SYSTEM
Testing Personnel —
Resources and information Oo
needed to prepare for and Centralized Reporting System
administer the Texas (CRS)
Assessment Program. Access detailed student
assessment results and reports.

Sign in with your individual username and password.
For Role select your DISTRICT level role.

Click Continue.

Select Role

Please select the role you wish to use.

Role: | DTC @ District: AMARILLO I1SD v

Review the reporting time period and click on the link
to change, if needed.

Dashboard Generator

These are 2024-2025 school year reports. Change the reporting time period.

Change Reporting Time Period

[View results for school year: | 2024-2025 ~

View results for students who belonged to me and had testedon: ~ 09/01/2024 2

Reset To Today

Check the box(es) for the test(s) you want to view.

Click on Go to Dashboard.

A Through-year Pilot
v B Mathematics
v Science

v Social Studies
[ TFAR

[J Make these my default selections

- Go to Dashboard

Click on the tile for the test you want.
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Through-year Pilot Science Through-year Pilot Social Studies

Grades Tested: 5 Grades Tested: 8

Tests Taken: 4.5 Date Last Taken: 03/28/2024 TestsTaken:3  Date Last Taken: 01/30/2024.
Percent 56% 0% 9% 4% Percent 7% 33%
Count 25K 13K 418 192 Count 2 1

Through-year Pilot Mathematics
4 Grades Tested: 6

TestsTaken:2  Date Last Taken: 11/07/2023

Percent 100%
Count 2

Click on the NAME of the test you want to see to open
up the test to see details.

Spring 2024 Texas Through-year Assessment Pilot v
Grade 5 Science

Assessment Name

. Spring 2024 Texas Through-year Assessment Pilot
et

Spanish Grade 5 Science v
Click on the DOWNLOAD ARROW to download 4 | MWinter 2024 Texas Through-year Assessment Pilot v
various reports. = | Grade 5 Science
. Winter 2024 Texas Through-year Assessment Pilot v
= | Spanish Grade 5 Science
Clicking on the NAME of the test gets you to this view. campus ° I ¢ © © o 8] o
g § £z 3 8 8
- i3 28 3%
. . i e R -l H(H |
Each colored line opens to details for that category. R e H 11 H
You can drill down by each campus by clicking on the e o omw MG B
campus name. N
BELMAREL 56 868 @ | pecem 29w 36w 18w 1% O i
BIVINS EL 72 858 @ Percent 425 36% 1013 o

Clicking on the DOWNLOAD ARROW gives you a
pop-up with various reporting options.

The report will be posted to your Secure File Center.

Export Report for Spring 2024 Texas Through-year Assessment Pilot Grade 5 Science

Choose Type of Report
1. O Overall Performance of all my Campuses
@ Overall Test, Reporting Category Performance of all students

All Campuses v

© Overall Test, Reporting Category and Item Performance of all students

Select Campus v

Select Export File Type
2. OPDF @Excel OCSV

Export Assessment Data




Cambium Click Sheet
How to Create Labels for your Secure File Center

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Information Distribution Engine (TlDE) Assessment Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Select Secure File Center

B — 3 Secure File Center @ Help

Student ID/User Email

Select a file by placing a check in the file you want to
label. Next, click Label.

E View Files

I O Lcbel

¥ Tempora

V —
L NAME
v
1624_STI

Select Create New Label. Next, type the name of the
label you want to create and click Add.

Manage & Assign Labels X
(] ALERTS Processed: Writing Edit X
(] Downloaded to OneDrive Edit X

O Add

Apply Selected Labels
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To apply the label, select the file then select Label.

E View Files

I O Label

v
Tempora
v
[ ) NAME
v
1624 STI

Select the label you created and select Apply Selected
Labels.

Manage & Assign Labels

[] ALERTS Processed: Writing

[ ] Downloaded to OneDrive

Apply Selected Labels

Files are now labeled!

1624 STREOC_046902_SRCs_CSLs_20240721_V1.Zip

M DOWNLOADED
— TO ONEDRIVE
GENERAL X

046902_SummaryReports_EOC_1.zip

(] DOWNLOADED
— TO ONEDRIVE
GENERAL X

Files are also cataloged under Custom Labels for easy
navigation

[+ Custom Labels PN

ALERTSProcessed: Writing
Downloadedto OneDrive




Cambium Click Sheet
How to Send and Manage Files in the Secure Inbox

Go to https://texasassessment.gov and click on Testing v
Personnel. Testing Personnel o
Resources and information &

Secure File Center

needed to prepare for and

Scroll down the page and click the tile titled Secure

. Access shared, user-generated,
administer the Texas ¢
and system-generated secure

File Center. Assessment Program. files.

_|
Sign in with your individual username and password.
2
For Administration Task select TX SY [current school Administration Tasks
year] StUdent TeSt Informatlon Management' Select the Administration Task, User Role, Region, District, and Campus (as applicable):

Administration Task|| Select a Test Administrati ||

For User Role select DTC.

To send a file to a role: Secure File Center 2 viewries [ EJRNSNS
1. Click on the Share Files tab at the top of the
screen Share Files
L. SelectRole
2. Select either Enrolled District roles or Enrolled A
Campus roles i et
3. Selectrole. Campes Tesing Cooramar GT0)
4. Indicate the state, enrolled region, enrolled "

district, enrolled campus. G ot Teas- 00000
¢ Enrolled Region: REG 04 EDUCATION SERVICE CENTER - 04
¢ Enrolled District: SPRING BRANCH ISD - 101920
To Send a file to an email' b Enrolled Campus: BUFFALO CREEK EL - 101920126
1. Select Email

2. Enter email address

Secure File Center BRI < share Files - _

Share Files

Select Recipients
Select recipients based on: (O Role (@) Email

Email

email@address.org

Enter up to 25 email addresses, separated by commas.

To add files, click Choose File(s), select file and open. Add File
Click Send.

M ey Vel s g P [ e Sy g P fea® ke N e i e gt il O Sey e
[
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If you receive a file, click on the name to download.

l pp—— T I BHE o
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Cambium Click Sheet
How to Submit a Rescore Request

Go to https://texasassessment.gov and click on Testing
Personnel.

Scroll down the page and click the tile titled Test

SYSTEM

Testing Personnel @

Resources and information

Test Information Distribution
needed to prepare for and Engine (TIDE)

administer the Texas Manage students and users for

Information Distribution Engine (TlDE) Assessment Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.

For Administration Task select TX SY [current school
year] Student Test Information Management.

For User Role select DTC.

Administration Tasks

Select the Administration Task, User Role, Region, District, and Campus (as applicable)

Administration Task|| Select a Test Administratii v ||

Under Administering Tests open the Appeals/Score
Codes dropdown.

Click on Create Requests.

P

Administering Tests

Monitoring Test Progress °

Appeals/Score Codes

Create Requesis
View Requests

Upload Requesis

Print Test Tickets (V)

Click on Re-Score a Test.

*Request Type: ) Do Mot Report 0
() Grace Period Extension 9
® Re-Score a Test @
O set Score Code (7]

) Change Score Code (7]

Search Student By: TSDS ID.
Select your Testing Window.

Click Search.

“Search Student By [ TSDS 1D »
<Tsps 10: [ |

*Test Type: ® Texas Provided Tests () TFAR Teacher Authored Test

Test Window: | TELPAS Spring 2024 v
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Check the box for the test you want to rescore. e
. MNumber of records found: 2
'lype Last Name First Name
] R_“S‘”’“ 188001133 45130095 1 scored

?;s':w" 188501133 assescer 1 scorad g
Select a reason from the rescore request. s aeasn om v st [Edocator Romuest ¥

Agditional Comments
In the comment box, type your rationale for the I Forin, e e eemreniay Lo Tr nhe WISty W eceiuad £ on 411 other domsins. The craus
request and enter your PO# so they can process your o+ I
request.
Click Submit.

A box should pop up with a confirmation of your
submission.

Once action is taken on your request, you will get an
email telling you to check the status in the View Create Request

Requests area of TIDE.
Your request has been created.

Continue




Cambium Click Sheet TSNAP

of Aasessment Professianils

How to File a Testing Irregularity

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and Eﬁ:ﬂfg.'ﬁé}'m Distibution
Scroll down the page and click the tile titled Test i 0 Enaine (T
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable):

Administration Task|| Select a Test Administratii v ||

For User Role select DTC.

Under Preparing for Testing, select Submit a Form

Preparing for Testing

o
Siudent Information o
Test Attributes °

Rosters

Score Reporting and Label Requests

Administration and Security Forms

Submit a Form

View Forms

Select the irregularity type: *Select a Form: | Accommodation Requeast w

Accommodation Request

Security Oath for Superintendent
Security Oath Part | for District Coordinator
Or Security Oath Part |l for District Coordinator

_ Procedural Testing Irregularity
Serious Testing Viclation

Procedural Testing Irregularity

Serious Testing Violation
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For Procedural Testing Irregularities:
Select the campus
Next, complete all sections of the form:

Section 1: Region/District/Campus
Section 2: Incident Type

Section 3: Incident Information
Section 4: TEA Contact if applicable
Section 5: District Attestation

®
8
o
-
&
S
1
2
3
4
5

Submit a Form

o Use this page to submit accommodation requests, testing irregularity reports, and Oaths of Secul

= Type of Form to Submit

Procedural Testing Irregularity

@ Use this form to report procedural testing irregularities for the Texas Assessment Program

== Region/Districi/Campus
*Enrolled Region: | REG 20 EDUCATION SE v

*Enrolied District: | COMAL ISD - 046902 «

*Enrolled Campus: | None selected v

= Incident Type

more info

Click more info next to each type of procedural iregularity to see examples. Select the type of pro

Submit

You will receive an email after successful submission with
your reference ID number to save with your 5 year
documentation.

Submit

For Serious Testing Violations:
Select the campus
Next, complete all sections of the form:

Section 1: Region/District/Campus
Section 2: Incident Type

Section 3: Incident Information

Section 4: Individual(s) Involved

Section 5: Supporting Documents (see #8)
Section 6: TEA Contact Required

) S ® D @ Lojpes oo

Serious Testing Violation

@ Use this form to report conduct that violates the security and confidentiality of a test and is «

= Region/Distric/Campus
“Enrolled Region: | REG 20 EDUCATION SE v

“Enrolled District: | COMAL ISD - 046902 v

*Enrolled Campus: | None selected

Region/DistrictCampus

= Incident Type

more info v

Click more info next to each type of serious violation to see examples. Select the type of ser

Section 5: Supporting Documents (gather documentation to upload)

= Supporting Documents

more info v

To fulfill the state’s requirements for reporting a serious testing violation, the district must submit:

« adetermination of who was responsible for the violation

= arecord of any disciplinary action that was taken locally against each accused educator.

- arecord of the district's decision to score or invalidate students’ tests; if the testing violation compromised the validity of the students’ assessments, the students’ tests should be invalidated

« atyped, signed, and dated statement from each individual involved (students and adults)
= acopy of a signed Oath of Test Security and Confidentiality from each accused educator.
« contact information for each accused educator

« the last four digits of the social security number for each accused educator.

For assistance and tampering violations, districts also need to submit:

« class rosters with Texas Student Data System (TSDS) identification numbers,

« required seating charts, and

= Materials Control Forms, if applicable

Please read the following instructions regarding file attachments:

« Remove special characters from filenames (commas, apostrophes, quotes, spaces)

» Click Add Attachment button after choosing the file.




Submit

You will receive an email after successful submission with
your reference ID number to save with your 5 year
documentation.

Submit




Cambium Click Sheet TSNAP

of Aasessment Professianils

How to File a Testing Irregularity

Go to https://texasassessment.gov and click on Testing

SYSTEM

Personnel. Testing Personnel By
Resources and information = o
. . . ded to prepare for and Eﬁ:ﬂfg.'ﬁé}'m Distibution
Scroll down the page and click the tile titled Test i 0 Enaine (T
. . . . R administer the Texas Manage students and users for
Information Distribution Engine (TIDE). A= rnent Program testing and reporting, order test
. materials, and track student
participation.
Sign in with your individual username and password.
For Administration Task select TX SY [current school Administration Tasks

year] Student Test Information Management.

Select the Administration Task, User Role, Region, District, and Campus (as applicable):

Administration Task|| Select a Test Administratii v ||

For User Role select DTC.

Under Preparing for Testing, select Submit a Form

Preparing for Testing

o
Siudent Information o
Test Attributes °

Rosters

Score Reporting and Label Requests

Administration and Security Forms

Submit a Form

View Forms

Select the irregularity type: *Select a Form: | Accommodation Requeast w

Accommodation Request

Security Oath for Superintendent
Security Oath Part | for District Coordinator
Or Security Oath Part |l for District Coordinator

_ Procedural Testing Irregularity
Serious Testing Viclation

Procedural Testing Irregularity

Serious Testing Violation



https://texasassessment.gov

For Procedural Testing Irregularities:
Select the campus
Next, complete all sections of the form:

Section 1: Region/District/Campus
Section 2: Incident Type

Section 3: Incident Information
Section 4: TEA Contact if applicable
Section 5: District Attestation

®
8
o
-
&
S
1
2
3
4
5

Submit a Form

o Use this page to submit accommodation requests, testing irregularity reports, and Oaths of Secul

= Type of Form to Submit

Procedural Testing Irregularity

@ Use this form to report procedural testing irregularities for the Texas Assessment Program

== Region/Districi/Campus
*Enrolled Region: | REG 20 EDUCATION SE v

*Enrolied District: | COMAL ISD - 046902 «

*Enrolled Campus: | None selected v

= Incident Type

more info

Click more info next to each type of procedural iregularity to see examples. Select the type of pro

Submit

You will receive an email after successful submission with
your reference ID number to save with your 5 year
documentation.

Submit

For Serious Testing Violations:
Select the campus
Next, complete all sections of the form:

Section 1: Region/District/Campus
Section 2: Incident Type

Section 3: Incident Information

Section 4: Individual(s) Involved

Section 5: Supporting Documents (see #8)
Section 6: TEA Contact Required

) S ® D @ Lojpes oo

Serious Testing Violation

@ Use this form to report conduct that violates the security and confidentiality of a test and is «

= Region/Distric/Campus
“Enrolled Region: | REG 20 EDUCATION SE v

“Enrolled District: | COMAL ISD - 046902 v

*Enrolled Campus: | None selected

Region/DistrictCampus

= Incident Type

more info v

Click more info next to each type of serious violation to see examples. Select the type of ser

Section 5: Supporting Documents (gather documentation to upload)

= Supporting Documents

more info v

To fulfill the state’s requirements for reporting a serious testing violation, the district must submit:

« adetermination of who was responsible for the violation

= arecord of any disciplinary action that was taken locally against each accused educator.

- arecord of the district's decision to score or invalidate students’ tests; if the testing violation compromised the validity of the students’ assessments, the students’ tests should be invalidated

« atyped, signed, and dated statement from each individual involved (students and adults)
= acopy of a signed Oath of Test Security and Confidentiality from each accused educator.
« contact information for each accused educator

« the last four digits of the social security number for each accused educator.

For assistance and tampering violations, districts also need to submit:

« class rosters with Texas Student Data System (TSDS) identification numbers,

« required seating charts, and

= Materials Control Forms, if applicable

Please read the following instructions regarding file attachments:

« Remove special characters from filenames (commas, apostrophes, quotes, spaces)

» Click Add Attachment button after choosing the file.




Submit

You will receive an email after successful submission with
your reference ID number to save with your 5 year
documentation.

Submit




Cambium Click Sheet TSNAP

How to File an LDDA Report (Student Cheating)

of Assessment Professianals

Go to:
https:

texasassessment.qualtrics.com/jfe/form/SV_eL

ottxatOjmvj38

This link is found in the DCCR under Test Security,
Security Forms

Locally Determined Disciplinary Action Form

As part of the Texas Assessment Program, districts are required
to report any disciplinary action taken against a student for
cheating on a state assessment. This information must be
reported to TEA.

Any action taken against educators is to be reported via
documentation submitted following an incident report. Do not use
this form if you are trying to submit an incident report. Incident
report forms are located in the Test Information Distribution
E_ngin_e(ﬁ)_ under Administration and Security Forms.

Complete your personal contact info.
Confirm whether you are the DTC.

Select the range including your district name.
Advance to the next page.

Submitter (your name)

First Name ‘ =2 ‘

Last Name ‘ ‘

Title ‘ ‘

Phone |:|

Email ‘ ‘

Are you the District Testing Coordinator?

O No
O Yes

Select your district and campus.
Advance to the next page.

Select your district and campus

District v

Campus v

Enter information surrounding the incident, including:

Year & Month

Program & Assessment Grade Level
# of Students Involved

Actions taken against the student
Description of Disciplinary Action

Advance to the next page.

Description of Disciplinary Action(s)
Ensure that you provide a clear description of the action(s) taken. DO NOT include any personally identifiable

information about the student. We suggest you replace student names with "the student”

Max. 3000 characters



https://texasassessment.qualtrics.com/jfe/form/SV_eLottxatOjmvj38
https://texasassessment.qualtrics.com/jfe/form/SV_eLottxatOjmvj38

The final page will ask you to confirm that you have After clicking the "SEND" button, a receipt of the submission
not included any confidential information, such as page will be emailed to you and the District Testing

student name or ID. Coordinator email provided.
Select the radio button, then click Send to submit. A

copy of your responses will be emailed to you. Do not include personal student information such as

student name, PEIMS ID, or social security number on this
form or in any attachment. Do not use student names in
filenames when attaching files to the request. We will
delete any form with identifying information and have you
resubmit.

[D I affirm that | have not included confidential student information on this form




Cambium Click Sheet
How to Submit a TEA Help Desk Ticket

Texas Statesne Networ
of Assessmem Professiansls

Go to https://helpdesk.tea.texas.gov and click on an
icon to submit your question to TEA staff.

Typically, questions will be submitted to the Student
Assessment Help Desk.

Student Assessment

7}

STAAR, STAAR Alternate 2,
TELPAS, TELPAS Alternate, &
Interims.

Browse through the Frequently Asked Questions by
reviewing the different categories or click Submit a
Request to submit your question.

Be sure to scroll down the page to view all options.

STAAR General Questions STAAR Testing Requirements

FAQ:

Submit a Request s

STAAR Graduation Requirements

FAQs

Submit a Request

Submit a Request

STAAR Test Administration

Submit a Request

Submit a Request by completing the entire form.
For best results, complete as much information as
possible noting the mandatory fields.

Submit a Request

*<For best results with the TEA Help Desk, please use Google Chrome or Mozilla

Firefox. Be su:

re you are running the most up to date version of Chrome or Firefox, and

it s recommended that you clear the cache. Users are advised not to use Microsoft
Edge or Internet Explorer as the TEA Help Desk application does not support full

functionality and users may experience issues.

Please complete as much information as possible noting the mandatory fields.

Please do not include any student personally identifiable information. One of

our team members will respond to you promptly.

Your email address *

example@tsnap.org

As you type the title, the form will provide suggested
articles to assist answering the question.
Continue to Description — be specific.

Continue to complete the form.

Do not include any personally identifiable student
information.

Your email address *

Ticket Subject/Title *

Suggested articles

administrator instead of using TTS?

What is the spelling assistance tool?

What are accessibility features?

video monitoring?

Can a student take STAAR online but have an oral administration by the test

Can a person who is not employed by the district but is required by the
student’s individualized education program (IEP) be present during testing?
Can STAAR Alternate 2 be administered in a loc

ation where there is active

How are the STAAR Interim assessments administered?

Description *

Provide as much detail as possible.

Topic (Check all that apply) *

Once complete, click SUBMIT. Red boxes indicate
areas left blank and require completion.

NOTE: Every time you submit, the Subject will revert to
blank. You will need to complete the Subject section
again. Hint: Copy the Subject and re-paste.

Submit

Subject*

‘ Provide a brief description.

Description *

© Description: cannot be blank



https://helpdesk.tea.texas.gov

Once you Submit the tiCket, an email is sent to the From: TEA-Student Assessment <support@teastudentassessments.zendesk.com=
. . . Sent: Monday, July 1, 2024, |12:4D PM

email account provided in the Help Desk form. Tor

A TEA team member will respond to the posed Subject: Ticket #67763 Submitted Successfully!

question.



Additional resources are available on TSNAP Shares.

Special thanks to the 2024 TSNAP Officers and Board of Directors for contributing to this work.
Your commitment to grow, learn and support TSNAP members is deeply appreciated!


https://tsnap.org/page/shares
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