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Dashboard Feature Test Attribute Download Feature

Preparing for TestingPreparing for Testing

Dashboard Filter

Customize by
Unchecking the 

“Select All” Checkbox
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Reporting vs Non-Reporting
Don’t Forget:

Add new users/delete old users
Upload and update student
information 
Turn on and update student
attributes
Roster if needed by reporting or
non-reporting
Set preferences for score reporting
and label requests
Sign oaths - view other forms 



R
esources 

C
ontact 
Info

H
ow

-To
G

uides
Things to

R
em

em
ber

A
fter

 Testing
A

dm
inistering
TestsPlan and Manage Testing:

Administering TestsAdministering Tests

Advanced Search - Groups or Individual Students 

Test Progress Summary
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https://youtu.be/0aGTzyyHOiE?feature=shared
https://youtu.be/wKhLccMn72Y?feature=shared


Administering TestsAdministering Tests
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Print Test Tickets: Print from Roster List

Don’t Forget:

Check district/campus test
completion rate
Match count on roster/student list to
count completed

View Submitted Request/View Submitted Request Status
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Don’t Forget:
Family Portal Access can be
accessed via your district’s SIS
if portal access codes or test
results are uploaded from TIDE
to the SIS. 

After TestingAfter Testing

Data Cleanup

https://youtu.be/swmFWW4e378?feature=shared
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Submit and View Forms as needed

Provide Training and Collect Oaths

Upload Student Information 
maintain TDE registrations (ongoing)

Submit STAAR Paper by Request if applicable 
Submit Special Administration if applicable

Check Eligibility Settings/Flags (Interims for EOC/Off
Grade Level On)  
Turn on and update Student Attributes
Mark non-embeded Supports 

Create Session IDs and Print Test Tickets/Student
Settings and Tools

Rosters (Reporting/Non-Reporting)

Ensure all test materials are prepped, ready, and
organized in testing bins, i.e., test tickets, session IDs,
devices, headsets, dictionaries, calculators, seating
charts, attendance sheets, accommodations roster,
consolidation plan, other materials, as applicable per
administration

Things to RememberThings to Remember During Testing: 
Utilize Materials Control Forms to maintain the chain of
custody of secure materials

 

Ensure completion of Seating Charts and Testing
Rosters

Develop makeup testing rosters and plans based on
absence/illness lists 

Incident Reporting 

Monitor online testing via TIDE - Check/Compare
Status and Completed Counts - confirm tests left in
paused status 

Submit score code appeals as needed in TIDE -
ensure that all score code appeals have a status of
“Processed”

Score reporting and Label Requests 

   Please note that this list is NOT comprehensive, but it provides guidance on deadlines and reminders.
Before

After Testing:
Data Clean Up if Needed

Ensure test tickets, Session IDs, scratch paper,
reference materials, etc. are shredded

 

Retention of required TEA documentation
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Pre-Administration Events
How to Create User Accounts Individually
How to Create User Accounts Via Upload
How to Manually Add Students to TIDE
How to Add & Edit Student STAAR Test
Attributes/Accommodations (via Upload & Manually)
How to Submit Paper by Request
How to Indicate STAAR Alternate 2 and/or TELPAS
Alternate Participation
How to Find Students Eligible for TELPAS Alternate
How to Set EOC Eligibility in TIDE
How to Find Students Eligible for TELPAS
How to Submit Additional Order of Paper Test Materials
How to Submit an Accommodation Request Form for
TEA Approval
How to Complete DTC/Superintendent Oaths

How-To GuidesHow-To Guides Administration Events
How to Enter Score Codes in TIDE
How to Upload Student TELPAS Ratings in TIDE
How to Update TELPAS Rater Information With a File
Upload
How to Update TELPAS Rater Information Manually
How to Mark Students New to Texas
How to Individually Add & Verify Non-Embedded
Supports
How to Add & Edit Student Test Attributes for
TELPAS (via Upload & Manually)
How to Add & Verify Student Accommodations for
STAAR Alternate 2
How to Opt In to receive Printed Report Cards and
Labels

Reporting Events
How to Create Labels for your Secure File Center
How to Submit a Rescore Request
How to File a Testing Irregularity

https://tsnap.org/resource/collection/6FB55887-394F-41AC-9AEA-93CDAFA6BDB5/NDTCA_2024_Cookbook.pdf
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Holly Hawkins, Region 9
holly.hawkins@esc9.net

Rachel Haller, Region 4 
Rachel.Haller@esc4.net

Dana Ladd, Region 8
dladd@reg8.net

Regional Testing
Coordinators (RTCs)

Contact InfoContact Info

mailto:holly.hawkins@esc9.net
mailto:Rachel.Haller@esc4.net
mailto:dladd@reg8.net
https://docs.google.com/spreadsheets/d/1JrzPYPelFctKW8IuDP5wrEmjLtsrliOYNetKifiIqwk/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1JrzPYPelFctKW8IuDP5wrEmjLtsrliOYNetKifiIqwk/edit?usp=sharing
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ResourcesResources  

Student Assessment Resources:

DCCR

2024-2025 Updates

TEA State Assessment YouTube Playlist

State and Federal Required Assessments Fact
Sheet

FAQ About Test Administrations 

TEC and TAC References

A–Z Directory

Test Administration Resources

TEA Webpages:

STAAR

STAAR Alternate 2

TELPAS

TELPAS Alternate

Educator Guides:

STAAR Accessibility Educator Guide

STAAR Alternate 2 Educator Guide

TELPAS Educator Guide

TELPAS Alternate Educator Guide

LPAC Decisions Educator Guide

STAAR Interim Assessments Educator Guide

TFAR Educator Guide

Additional Resources: 

Cambium Correspondence with Districts
TSNAP Shares

Fields in TIDE that cannot be overwritten with
“blank” data (R13)

TASI Webinars - Training Activities section of
the DCCR and the recording in the LMS.
DCCR Checklists
RTC Checklists 

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/overview
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/3018031109/Updates+for+the+2024+2025+School+Year
https://www.youtube.com/playlist?list=PLYCCyVaf2g1u-_p_IvfJ5jDaF8v5rhUtT
https://tea.texas.gov/student-assessment/student-assessment-overview/state-and-federal-required-tests-march-2022.pdf
https://tea.texas.gov/student-assessment/student-assessment-overview/state-and-federal-required-tests-march-2022.pdf
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793218274/Frequently+Asked+Questions+About+Test+Administrations
https://tea.texas.gov/student-assessment/tec-and-tac-references-for-the-texas-assessment-program
https://tea.texas.gov/student-assessment/student-assessment-directory
https://tea.texas.gov/student-assessment/test-administration-resources
https://tea.texas.gov/student-assessment/staar
https://tea.texas.gov/student-assessment/staar-alternate-2
https://tea.texas.gov/student-assessment/telpas
https://tea.texas.gov/student-assessment/telpas-alternate
https://tea.texas.gov/student-assessment/test-administration/staar-accessibility-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/staar-alt2-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/telpas-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/telpas-alt-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/lpac-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/staar-interim-educator-guide.pdf
https://tea.texas.gov/student-assessment/test-administration/tfar-educator-guide.pdf
https://www.texasassessment.gov/resource-list/en/cambium-correspondence-with-districts
https://tsnap.org/default.aspx
https://docs.google.com/document/d/1-bRezJM2pB65rERb8XEwNo3f0Bv54sfc/edit?usp=sharing&ouid=109228588707751552491&rtpof=true&sd=true
https://docs.google.com/document/d/1-bRezJM2pB65rERb8XEwNo3f0Bv54sfc/edit?usp=sharing&ouid=109228588707751552491&rtpof=true&sd=true
https://docs.google.com/document/d/1-bRezJM2pB65rERb8XEwNo3f0Bv54sfc/edit?usp=sharing&ouid=109228588707751552491&rtpof=true&sd=true
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212369/Training+Activities
https://learningmanager.adobe.com/pearson-lms-tx/login
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