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Test Information Distribution Engine -TIDE
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TIDE Overview
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TIDE Navigation 
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User and Student Management

• TIDE organizes Institutions, Users and Students
o Institutions via state file

• Users added by users higher in the hierarchy
o Can be viewed and edited in TIDE

• Students added multiple ways:
o State-provided file
o Manual add/upload

• Student settings and eligibility
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User  Management – Add Users

• Users may be uploaded manually (one at a time) by 
selecting the Manage Users – Add Users tab. 
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User  Management – Upload Users 

• Users may also be added all at once by downloading the 
template appearing in the Upload User tab.  
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User  Management – Uploading the User 
File 

Uploading the User File
• Select the file to upload

o Click Browse and navigate to the file saved 
on your computer. Click OK.

• Click Upload File to begin the process
• Preview the File

o Preview the first few records from the file to 
ensure that you selected the correct file and 
that the information is in the appropriate 
columns. Click Next. 

• File Validation
o TIDE validates the file to ensure there are no 

data or layout errors.
o If no errors exist, click Commit File to add the 

new users. 

• Confirmation Message
• User will receive confirmation message 

indicates that TIDE successfully uploaded the 
file.
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Show Guidelines – Valid Values
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Troubleshooting Tips for Uploading Files

• Ensure all leading zeros are maintained in the files. Note: If 
the original document is a CSV file, opening the document in 
Excel will cause the leading zeros to be wiped out. To retain 
them, continue to open the file using CSV format.

• Ensure the dates are formatted properly using MMDDYYY and 
there are no spaces or dashed included

• Ensure all values contain only acceptable values for the field 
you are trying to enter. For additional reference, select the 
Show Guidelines drop-down on the Upload pages in TIDE.

• If further issue persists when trying to upload a user file into 
TIDE, please contact the ISAT Help Desk via telephone        
(1-844-560-7365) or via email (IDHelpDesk@air.org). 
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What’s New? Student Management 
• View/Edit Students – Additional Search Criteria
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Student Management – Add Students
• Users may add students manually (one at a time) by selecting the Student 

Information – Add Student tab, entering the student information, and 
selecting Save.



SHERRI YBARRA, SUPERINTENDENT OF PUBLIC INSTRUCTION 

SUPPORTING SCHOOLS AND STUDENTS TO ACHIEVE

Student Management – Upload Students 

• Users may also add students at once by downloading the 
template appearing in the Upload Student File tab. 
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What is New in TIDE? 
• Moving Students between 

Schools and/or Districts
• To move Students: 

o Retrieve the student records 
from the students you want to 
move.
 Mark the checkboxes for the 

students you want to move.
o Select Move Students
o From the District drop-down 

list select the district to which 
you want to move the student.

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

o Select Move Student(s).



SHERRI YBARRA, SUPERINTENDENT OF PUBLIC INSTRUCTION 

SUPPORTING SCHOOLS AND STUDENTS TO ACHIEVE

Student Management – Uploading the 
Student File
Uploading the Student File
• Select the file to upload

o Click Browse and navigate the file that is 
saved on your computer. Click OK.

o Click Upload File to begin the process.

• Preview the file
o Preview the first few records from the file to 

ensure that you selected. Click Next.

• File Validation
o TIDE will validate the file to ensure there are 

no data or layout errors.
o If no error exist, click Commit File to add the 

new students. 

• Confirmation Message
o A confirmation message indicated that TIDE 

has successfully uploaded the file. 
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Show Guidelines – Valid Values
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Student Management – Upload Students 
Settings 

• If you have many students for whom you need to apply test settings, 
it may be easier to perform those transactions through file uploads by 
selecting the Upload Student Settings tab. 
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Student Management – Uploading the 
Student Settings File
Uploading the Student File
• Select the file to upload

o Click Browse and navigate the file that is 
saved on your computer. Click OK.

o Click Upload File to begin the process.

• Preview the file
o Preview the first few records from the file to 

ensure that you selected. Click Next.

• File Validation
o TIDE will validate the file to ensure there are 

no data or layout errors.
o If no error exist, click Commit File to add the 

new students. 

• Confirmation Message
o A confirmation message indicated that TIDE 

has successfully uploaded the file. 
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Show Guidelines – Valid Values
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Roster Management – Viewing Rosters

• Users may view rosters associated with their district or 
school. To view a roster:

o Select the Roster - Manage Rosters tab. 
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Roster Management – Viewing Rosters

• To view a roster:
o From the District and School

drop-down lists select the 
district and school associated 
with the roster you want to 
view.

o From the Roster drop-down 
list, select the roster you want 
to view.

o Select Next. The Manage 
Rosters page will appear, 
showing a list of students in 
the selected roster and the 
associated teacher.
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Roster Management – Adding a New 
Roster
• To add a roster:

o Select the Rosters – Manage 
Rosters tab.

o Select the District and School.
o From the Roster drop-down select 

Add New Roster.
o Select Next.
o In the Roster Name field, enter a 

name for the roster. 
o From the Teacher Name drop-down 

list, select the roster’s teacher.
o Mark the checkboxes for all the 

grades from which you wish to build 
the roster. 

o Select each student you want to add 
to the roster, then click Move In >>.

o Select Save.
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Roster Management – Modifying an 
Existing Roster
• To modify a roster:

o Select the Rosters – Manage 
Rosters tab.

o Select the District and School and 
Rosters you want to modify.

o Select Next.
o Change the Roster Name field and 

associated Teacher Name as 
required.  

o Select the corresponding grade 
level.

o From the Available Students list, 
select the students you want to 
remove from the roster, then click << 
Move Out.

o Select Save.
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Roster Management – Deleting Roster

• To modify/delete a roster:
o Select the Rosters –

Manage Rosters tab.
o Select the District and 

School and Rosters you 
want to modify.

o Select Next.
o Click Delete and the roster 

will be removed. 
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Creating Rosters Through File Uploads

• You may create several rosters by entering the information through a 
file upload.
o Understanding the Roster Upload File Format

 The upload file is presented in Excel or CSV format with a heading row and 
data rows. 

Column Name Description Valid Values
District ID* District associated with the 

roster. 
District ID (only) that exists in TIDE. 

School ID School associated with the 
roster.

School ID (only) that exists in TIDE. 
Must be associated with the district ID.

Can be blank when adding district-level 
rosters.

Email Address* Email address of the teacher 
associated with the roster. 

Email address of a teacher existing in 
ORS. 

Roster Name* Name of the roster. Up to 50 characters.
EDUID* Education Unique 

Identification. Student’s 
statewide unique identifier.

Up to 9 alphanumeric characters.

*Required field.
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Creating Rosters Through File Uploads

• To submit a roster upload file:
o Select the Rosters – Upload Rosters 

tab.
o Download an Excel Template or CSV 

Template.
o Open the file in a spreadsheet 

application or text editor, and add a row 
for each student-roster pair you want to 
add and save the file on your computer.

o Select Browse and navigate to your 
saved file. 

o Select Upload File.
o Select Next. TIDE will validate the file 

and display any error messages.
o Select Commit. TIDE will commit those 

records that do not have errors, and will 
send a confirmation email.
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Downloading the Voice Pack 
• Users may also download the Julie Voice Pack from 

TIDE. 
o To download, select the Voice Pack tab and click on the 

Download button.
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What is New in TIDE? Test Improprieties 
• Updated Appeals to be Test Improprieties.

o Types of Test Improprieties:

Type Description 

Invalidate a test  Marks the test as invalid. The opportunity is counted as a taken opportunity; i.e.,         
that opportunity cannot be retaken. The student will not be able to start a new test.  

Reset a test Allows the student to restart a test opportunity from the beginning of the test 
(removing all previous responses on the test). The reset test is regenerated and 
treated as if the original test opportunity did not exist. 

Restore a test 
that was reset 

Reverses a reset, restoring the student’s responses on the test when the reset was 
processed. This type of test impropriety must be considered carefully with existing 
opportunities if a test allows more than one opportunity, such as an Interim 
assessment.  

Re-open a test Re-opens a test that was completed or expired. The last segment will be the only 
section that is re-opened.   

Re-open a test 
segment 

Re-opens a test segment. This appeal is useful when a student inadvertently or 
accidently leaves a test segment incomplete and starts a new test segment. 

Grace Period 
Extension 
(GPE) 

Allows the student to review all previously answered questions upon resuming a 
test after expiration of the pause timer. For example, a student pauses a test, and a 
20-minute pause timer starts running.  
 If the student resumes the test within 20 minutes, student can review 

previously answered questions in current segment.  
 If the student resumes the test after 20 minutes, student cannot review 

previously answered questions without a GPE to do so—student can only 
work on unanswered questions. 

 Upon receiving a GPE, the student can review previously answered 
questions the next time student resumes the test. The normal pause rules 
apply to this opportunity. 
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Status of Test Improprieties
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Creating a Test Impropriety 
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Creating a Test Impropriety via a File 
Upload 
• Columns in the Test Improprieties 

Upload File
o Type of Test Impropriety: 

Invalidate a test, Reset a test, Re-
open a test, Re-open a test 
segment, Restore a test that was 
reset, and Grace Period Extension.

o Search Type: EDUID , Result ID, 
and Session ID.

o Search Value: Up to 1,000 
alphanumeric characters. The value 
must exist in TDS or TIDE. For 
example, specifying a result ID of 
123456 requires that this result ID 
exist in TDS.

o Reason for creating a Test 
Impropriety: Up to 1,000 
alphanumeric characters.
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What is New in TIDE? Special Codes 
• There are circumstances in which a student did not 

participate in an expected test or participated in a test but in a 
non standard way. 
o Examples include a student inadvertently taking an incorrect test, a 

parent opt-out, or the student not receiving appropriate instruction prior 
to the test. In such instances, you need to assign a special code to the 
student’s test so that the Online Reporting System can accurately 
explain the non-participation. 

o Special Codes and their Description:
 No Special Code
 Absent – Unexcused
 Absent – Excused
 New Non-English Proficient
 Refusal – Student
 Refusal – Parent
 Alternate Assessment
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View/Edit Special Codes 
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Further Information
• If you have general questions or need further 

information visit the ISAT portal or consult the ISAT 
Help Desk for assistance. 

• Nancy Thomas Price nthomasprice@sde.idaho.gov
Comprehensive Assessment System Coordinator

• ISAT Portal: http://idaho.portal.airast.org/
• ISAT Help Desk Contact Information: 

o Customer Support Email: IDHelpDesk@air.org
o Customer Support Phone: 1-844-560-7365
o Hours of Operation: Monday – Friday 8:00 am to 8:00 pm MT 


