
STAAR Score Code Completion Reports
Northside ISD



Northside ISD
● Approximately 100,000 students
● 132 Schools / 13,000 Employees
● 1 Director of Testing / 4 District Testing Coordinators
● 1 Senior Systems Analyst 
● 1 Testing Specialist / 2 Warehouse Specialists
● 1 Administrative Assistant

Susan Barthelme
District Testing 

Coordinator

Lisa Guzman
District Testing 

Coordinator

Richard Martinez
District Testing 

Coordinator

Brittany Pettis
District Testing 

Coordinator

Carin Adermann
Director of 

Testing



Let’s Move!

What is the greatest challenge for you as a DTC or 
CTC at the close of each testing window?

http://www.youtube.com/watch?v=pHPRF9iN83I
http://www.youtube.com/watch?v=pHPRF9iN83I


Agenda

● Overview

● How To

● Next Steps



Objectives
● Learn how to create a completion report to better monitor and communicate if 

eligible testers have not yet received a score code prior to the close of the STAAR 
administration window. 

● Help avoid accounting irregularities since all eligible testers must be accounted for 
with the appropriate score code. 

● Attendees will be able to use a provided click sheet and template to create their 
own STAAR score code completion report.



Accounting for Eligible Testers
● District testing personnel are required to provide testing opportunities to all 

students who are in attendance during the administration of an assessment.

● This means all eligible testers need to have a submitted test or a manually 
entered Score Code.

● It is a Procedural Irregularity (Eligibility Error) reportable to TEA to not properly 
account for all eligible testers.

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2793212808/Testing+Incidents


What is a Completion Report?
One master report combined from two different TIDE reports to show which eligible 
testers have tested, have a score code entered, or are missing a score code.

Note: To avoid FERPA violation, all names and IDs throughout this presentation were created through a generator and are not real.  



Why are Completion Reports Important?

● All eligible students must be accounted for in Cambium

● Helps prevent irregularities

● Communicates progress to Campus Testing Coordinators

● Helps prevent inaccurate student test history

● Currently, a report does not exist in Cambium that combines the Score Code Report 
with the Test Status Code Report.



Prior Information to Know

● We used formulas including VLOOKUP to create a Completion Report template you 
can use.

● This process only works if you have the correct flags on in TIDE (ex: EOC eligibility, 
STAAR Alt 2 eligibility).

● This process is for STAAR 3-8 and STAAR EOC. 

● There are different reports and steps for STAAR Alt 2 and TELPAS. 

https://www.youtube.com/watch?v=u2Ra-CSkaSM&t=11s


Agenda

● Overview

● How To

● Next Steps



Completion Report



Test Status Code Report
This report shows the eligible testers who have completed testing, are in pause status, or 
have not yet tested.



Appeal/Score Code Reports
This report shows Absence, Score, and Other codes that have been entered.



Log into TIDE to Run your Reports



STAAR Completion Report Directions
This click sheet provides step-by-step directions of how to complete the report. 

24-25 STAAR Completion Report Click SheetCompletion Report Template

https://docs.google.com/document/d/1SXbqizmMb2jIzSoXasUqILSB1NcKNB8NFQyTDQpHDNY/edit?usp=drive_link
https://docs.google.com/spreadsheets/d/1Qinr2XDfXiWR5wpQE08T8A0nKZvxjnP5/edit?usp=drive_link&ouid=111213593403463024604&rtpof=true&sd=true


Look Fors

● Blank score code and test status 

● Students that have a test reported but also have an absent code submitted

● Students left in pause that need a score code entered



Agenda

● Overview

● How To

● Next Steps



Calendar Dates

● Review your district testing dates and 
TEA Calendar of Events.

● Determine when you will run the 
completion report for each assessment 
and when you will send to campuses.

● We typically run a Score Code 
Completion Report two days before the 
close of window and again each day until 
score codes are due.



Communicate with Campuses
● We send campus Completion Reports through the TIDE Secure File Center.
● It is important that online testing coordinators know what to do with the information 

on the report they receive. We utilize email communication.

*Note: All blue underlined writing in the email are links to resources. 



Tips and Reminders

● Plan early, discuss when you will prepare the reports and who will be responsible for 
for preparing and communicating. 

● Save a copy of the original template to always have, if needed. This will help if you 
make an error or accidentally erase a formula.

● Remember, this will only account for the STAAR EOC eligibility flags that are turned on 
in TIDE.

● CAUTION: The only thing you can do during the data correction window with score 
codes is submit a score code change. You can’t enter a score code, enter student 
responses in DEI, or add a student. 



What’s Next?

What is your takeaway from what we’ve just shared?

○ Something you learned

○ A new question raised

○ An action step you’re going to take

http://www.youtube.com/watch?v=pHPRF9iN83I
http://www.youtube.com/watch?v=pHPRF9iN83I


Questions?



Northside DTCs are proud members of TSNAP!


