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Introduction  
 
The purpose of this document is to provide district test coordinators with information on resolving discrepant records from the 2016-2017 hƘƛƻΩǎ {ǘŀǘŜ ¢Ŝǎǘǎ and 
Ohio English Language Proficiency Assessment administrations.  
 
In order for a studentΩǎ ǘŜǎǘ results to appear in the Online Reporting System, the student must have only one recorŘ ǇŜǊ ǘŜǎǘ ŀƴŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ tǊŜ-ID record 
must be in TIDE and must match with a score record. 
 
District test coordinators use the Discrepancy Resolution Task in TIDE to identify and resolve: 

¶ Duplicate records for students who have multiple opportunities in the same mode; or 

¶ RŜŎƻǊŘǎ ŦƻǊ ǿƘƛŎƘ ŀ ƳŀǘŎƘƛƴƎ ǎǘǳŘŜƴǘ Ŏŀƴƴƻǘ ōŜ ŦƻǳƴŘ ǿƛǘƘƛƴ ¢L59Ωǎ {ǘǳŘŜƴǘ LƴŦƻǊƳŀǘƛƻƴ (Pre-ID) 
Task during the test window; or 

¶ Records for which the school information on the paper document does not match the school 
information associated with the student record in TIDE. 

It is suggested that districts maintain a record of the test opportunities that are resolved in the Discrepancy 
Resolution task. This will help test coordinators identify changes in test scores or new scores reported to the 
Online Reporting System. 

Upon resolution of discrepant records, student test data will flow into the Online Reporting System, unless the resolution creates additional discrepancies. 

Important: Review all information closely before taking action to resolve the record. Be sure that each score record is associated with the correct student. Once a 
ǊŜŎƻǊŘ ƛǎ ǊŜǎƻƭǾŜŘ ŀƴŘ Ŧƭƻǿǎ ƛƴǘƻ ǘƘŜ hƴƭƛƴŜ wŜǇƻǊǘƛƴƎ {ȅǎǘŜƳΣ ƴƻ ŦǳǊǘƘŜǊ ŎƘŀƴƎŜ Ŏŀƴ ōŜ ƳŀŘŜ ƛƴ !LwΩǎ ǎȅǎǘŜƳΦ LŦ ŀ ǊŜŎƻǊŘ ƛǎ incorrectly associated, the district will 
need to correct the student data in EMIS when submitting the results to the state. 

The Discrepancy Resolution Task is available under the άOhio State Tests 2016-2017έ administration in TIDE. From the Data Cleanup task menu on the dashboard, 
select Discrepancy Resolution. ¦ƴŘŜǊ ǘƘŜ {ŜŀǊŎƘ ŦƻǊ 5ƛǎŎǊŜǇŀƴŎƛŜǎ ǘƻ 9Řƛǘ ǘŀǎƪ ōŀǊΣ ǎŜƭŜŎǘ ǘƘŜ ŘƛǎǘǊƛŎǘ ŀƴŘ ǎŎƘƻƻƭ όƻǊ ά!ƭƭ {ŎƘƻƻƭǎέύ ŀƴŘ ŎƭƛŎƪ {ŜŀǊŎƘΦ Within the 
task, district test coordinators will see the following columns: 
 

Column 
Headings 

About This Column 

Resolve Use the Resolve icon  to resolve the record. Steps are included in the tables that follow. 

Status ACTIVE ς ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǊŜǉǳƛǊŜǎ ǊŜǎƻƭǳǘƛƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ōŜ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ hƴƭƛƴŜ wŜǇƻǊǘƛƴƎ {ȅǎǘŜƳΦ 

Type 
Three types of records may be listed: 

Duplicate τ If the student has two records in the same mode ŦƻǊ ǘƘŜ ǎŀƳŜ ǘŜǎǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘǎ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ ŀ 5¦t[L/!¢9 ǎǘŀǘǳǎΦ 
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Column 
Headings 

About This Column 

Student Not Found τ If a student has a paper test record but no corresponding Pre-ID ǊŜŎƻǊŘ ƛƴ ¢L59Σ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ 
a StudentNotFound status. This type of discrepancy can occur if: 

¶ A Pre-ID label was not applied; or 

¶ The SSID, name and date of birth were ōǳōōƭŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƻǊŀōƭŜ ŘƻŎǳƳŜƴǘΣ ōǳǘ ǘƘŜy do not match a student Pre-ID record in 
TIDE (fall 2016 tests only). 

Non-matching School ς If ǘƘŜ ǎŎƘƻƻƭ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ŀ ǇŀǇŜǊ ŘƻŎǳƳŜƴǘ ŘƻŜǎ ƴƻǘ ƳŀǘŎƘ ǘƘŜ ǎŎƘƻƻƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘΩǎ 
ǊŜŎƻǊŘ ƛƴ ¢L59Σ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ ŀ NonMatchingSchool status. 

SSID Student ID (or Nonpublic Student ID) bubbled on the document 

{ǘǳŘŜƴǘΩǎ First 
Name 

{ǘǳŘŜƴǘΩǎ CƛǊǎǘ bŀƳŜ bubbled on the document (fall 2016 tests only) 

{ǘǳŘŜƴǘΩǎ Last 
Name 

{ǘǳŘŜƴǘΩǎ [ŀǎǘ bŀƳŜ bubbled on the document (fall 2016 tests only) 

Grade 
{ǘǳŘŜƴǘΩǎ 9ƴǊƻƭƭŜŘ DǊŀŘŜ bubbled on the document. Note that grade level tests do not include an enrolled grade field and this will be blank. 
(fall 2016 tests only) 

Test Test Name 

Opportunity ID Test opportunity ID number; a unique record identifier  

School ID School IRN 

District ID District IRN 

View If the student tested on paper, the View icon  ƛǎ ŀǾŀƛƭŀōƭŜΦ /ƭƛŎƪ ǘƘŜ ƛŎƻƴ ǘƻ ǎŜŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ǇŀƎŜǎΦ ¢Ƙƛǎ ƛƳŀƎŜ 

may be helpful in determining which student is associated with the discrepant record. 

 
  

http://www.ohiostatetests.org/
mailto:OHHelpDesk@air.org


www.ohiostatetests.org              Ohio Help Desk  1-877-231-7809   OHHelpDesk@air.org               Page 4     Rev. 06/08/17 

 

Resolving STUDENT NOT FOUND Records 

Why is this record discrepant?  

Here are common examples of STUDENT NOT FOUND discrepancies:   

¶ ! ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ has a pre-ID label appliedΣ ōǳǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿŀǎ ƴƻǘ ŀŘŘŜŘ ǘƻ ¢L59 ōŜŦƻǊŜ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǘŜǎǘ ǿƛƴŘƻǿΦ 

¶ ! ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ ŘƛŘ ƴƻǘ ƛƴŎƭǳŘŜ one or more of the three key fields (SSID, name, date of birth). For example, a record will be 
ŘƛǎŎǊŜǇŀƴǘ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ ƛƴŎƭǳŘŜǎ {{L5Σ ŦƛǊǎǘ ƴŀƳŜΣ ŀƴŘ ƭŀǎǘ ƴŀƳŜ ōǳǘ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŀǘŜ of birth. (fall 2016 tests 
only) 

¶ ! ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ ƛƴŎƭǳŘŜǎ a pre-ID label, ōǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŘƻŜǎ ƴƻǘ ƳŀǘŎƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ¢L59Φ CƻǊ ŜȄŀƳǇƭŜΣ ŀ 
ǊŜŎƻǊŘ ǿƛƭƭ ōŜ ŘƛǎŎǊŜǇŀƴǘ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ ƛƴŎƭǳŘŜǎ {{L5Σ but the first name, last name or date of birth does not match what was 
entered into TIDE.  

Associate the Student:  

1. Clicking the Resolve icon  for STUDENT NOT FOUND 
records brings up a pop-up window. Select the Associate 

icon  ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ tǊŜ-ID record.  

2. Select the district and school from the dropdowns.   

¶ The SSID and Name fields may pre-populate with 
ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ōǳōōƭŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
demographic page. If the information is incorrect, 
remove the incorrect information and enter the 
correct search criteria. 

¶ Be sure that there are no unnecessary spaces or 
characters in the search fields.  

¶ It is suggested that districts try searching only the 
SSID or name.  

¶ Enter search criteria and click [Search] to check 
whether the studenǘΩǎ tǊŜ-ID record is available.  

 

 

 

Step 1 

 

Step 2 
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Resolving STUDENT NOT FOUND Records 
 

 

 

3. LŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ tǊŜ-ID record is available, select the 

Associate icon . On the confirmation dialog box, select 
Continue ǘƻ ƳŀǘŎƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƻǊŜ ǊŜŎƻǊŘ ǿƛǘƘ ƘƛǎκƘŜǊ 
Pre-ID record. 

¶ LŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ tǊŜ-ID record is not available, follow 
the steps in the next section for adding the student.  

4. After the district test coordinator associates the test record 
ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛƭƭ Ŧƭƻǿ ƛƴǘƻ ǘƘŜ 
Online Reporting System if the resolution did not create a 
new discrepancy. Check the Online Reporting System for the 
ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 

¶ It is suggested that districts maintain a record of the 
test opportunities that are resolved in the 
Discrepancy Resolution task. This will help test 
coordinators identify changes in test scores or new 
scores reported to the Online Reporting System. 

¶ It is possible that when a STUDENT NOT FOUND 
discrepancy is resolved, it will result in the creation 
of a DUPLICATE discrepancy or a NON-MATCHING 
SCHOOL discrepancy. If this occurs, follow the 
directions in the subsequent sections for resolving 
the new discrepancy. 

 

 

Step 3 
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Resolving STUDENT NOT FOUND Records 

Add the Student:  

If the student was not pre-identified during the test window, the 
district test coordinator must enter required attributes under 
Add Student in order to associate the test record with a student. 

1. Clicking the Resolve icon  for STUDENT NOT FOUND 
records brings up a pop-up window. Select the Add student 

icon . The Student Enrollment History page will open.  

2. You will be prompted to search for the student. Enter the 
studentΩs SSID and click search.  

3. Select the Add New Student button. You will be prompted 
to provide key demographic information for the student. 
Click Save after all fields have been completed.  

4. You will be directed back to the Student Enrollment History 
page. Enter ǘƘŜ ǎǘǳŘŜƴǘΩǎ {{L5 ŀƴŘ ŎƭƛŎƪ {ŜŀǊŎƘΦ 

5. From the search results, click on the Select button next to 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ. You will have the option to adjust the 
student enrollment history. If the correct student 
enrollment history dates are listed, select Save. 

6. On the confirmation dialog box, select Continue. The 
ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛƭƭ Ŧƭƻǿ ƛƴǘƻ ǘƘŜ hƴƭƛƴŜ wŜǇƻǊǘƛƴƎ {ȅǎǘŜƳΦ 
/ƘŜŎƪ ǘƘŜ ǎȅǎǘŜƳ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 

 

Step 3 

 

Step 4 

 

Step 5 
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Resolving STUDENT NOT FOUND Records 

Troubleshooting  

¶ L Ŏŀƴƴƻǘ ǎǳŎŎŜǎǎŦǳƭƭȅ ŀŘŘ ƻǊ ŀǎǎƻŎƛŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ ²Ƙŀǘ ǎƘƻǳƭŘ L ŘƻΚ  
ü This occurs because the student was pre-identified to a different school in TIDE during the administration window. 

I. Use the Data Cleanup task (described below) to view the studeƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅΦ 
II. !ŘƧǳǎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ŎƻǊǊŜŎǘ ǎŎƘƻƻƭ ŘǳǊƛƴƎ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ǿƛƴŘƻǿ 
III. Return to the Discrepancy Resolution task to associate the test record with the studentΩǎ record. 

¶ I cannot view the demographic page. What should I do? 
ü Contact the Ohio Help Desk and provide the following information for each record: SSID and opportunity ID.  

¶ ¢ƘŜ ǎǘǳŘŜƴǘΩǎ {{L5 ƛǎ ƛƴŎƻǊǊŜŎǘ ƛƴ 5w{Φ ²Ƙŀǘ ǎƘƻǳƭŘ L ŘƻΚ 
ü The SSID field is populated based on what was bubbled on the answer document. If this is incorrect, enter the correct SSID when searching for 

the student.  
ü If the student is not present in TIDE under the correct SSID, use the add student feature in DRS with the correct SSID. 

¶ I associated the score record with the wrong student. What should I do?  
ü The district will need to correct the student data in EMIS when submitting the results to the state. ¢ƘŜ ǊŜŎƻǊŘ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ƛƴ !LwΩǎ 

systems after the discrepancy is resolved. 
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Resolving DUPLICATE Records 

Why is this record discrepant?  

Here are common examples of DUPLICATE discrepancies: 

¶ A student took a test twice; one is valid and one is invalid.  

¶ The school misapplied a pre-L5 ƭŀōŜƭ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘΣ ƻǊ the school incorrectly bubbled student information on the answer 
document (fall 2016 tests only), resulting in two records for the same student. In this instance, each record may belong to a different student. 

¶ A test coordinator assigned a STUDENT NOT FOUND record to a student with an existing test record. The student now has two records for the same 
test.   

There are two ways to resolve duplicate records. Instructions are provided in the sections that follow.  

¶ Resolving records for duplicate tests for the same student 

¶ Resolving records for duplicate tests for different students 

Important: Do not invalidate a record that should be associated with a different student. It is important to carefully review both PDF documents before 
taking any action. 

Resolving records for duplicate tests for the same student:  

Carefully review both PDF documents before taking any further 
action. 

Clicking the Resolve icon  for DUPLICATE records brings up 
a pop-up window. 

Click the Invalidate icon  to invalidate the test. This test will 
not be scored or reported.   

TIDE will automatically mark the other test as VALID. 

Upon selection of the inǾŀƭƛŘ ǘŜǎǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ valid record will 
flow into the Online Reporting System. Check the system for 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ results. 
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Resolving records for duplicate tests for different students:  

These steps address resolving records for duplicate records that belong to two different 
students. Do not invalidate a record that should belong to a different student. It is 
important to carefully review both PDF documents before taking any action. 

To reassign a duplicate test to another student, do the following: 

1. Identify the record that does not belong to the student listed. Click the Resolve 

icon  next to the record. 

2. Select the Reassign icon next to the same record.  

3. TIDE displays a list of search fields to retrieve the other studentΩǎ ƛƴŦƻǊƳŀǘƛƻƴ.  

¶ {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴΦ  

¶ Enter search criteria to retrieve an existing student. At a minimum, 
specify one demographic field. Search by SSID alone is recommended.  

¶ Click Search.  

¶ From the list of found students, click the Select Student  icon for the 
student to whom you want to reassign the test. 

¶ If the student record cannot be found, refer to the section below on 
Student Enrollment History. Use that task to add the student or adjust 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ŎƻǊǊŜŎǘ 
school during the administration window. Once this is complete return to 
the Discrepancy Resolution task and complete the reassignment. 

4. In the confirmation dialog box, click Continue. 

5. The remaining duplicate record will automatically be assigned and reported to 
the student information listed for that record.  

Important: 

There is one scenario that currently cannot be resolved.  

¶ If none of the demographic pages are associated with the student information 
listed in the Discrepancy Resolution task, do not attempt to resolve the duplicate 
records.  

Contact the Ohio Help Desk, and provide the following information:  

¶ Description of the issue (neither record of the duplicate discrepancy is associated 
with the student listed in the task.)  

¶ The Ohio Help Desk will then work with you to collect the correct student 
information. 

Step 2 

 

Step 3 

 

Step 4 
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Resolving NON-MATCHING SCHOOL Records 

Why is this record discrepant?  

Here are common examples of NON-MATCHING SCHOOL discrepancies:   

¶ ! ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊ ŀƴǎǿŜǊ ŘƻŎǳƳŜƴǘ has a pre-ID label applied but was pre-identified to a different school before the start of the administration 
window. 

¶ A student is pre-identified to the middle school, but takes an algebra test at the high school. The high school bubbles the high school IRN on the 
document. 

There are three ways to resolve NON-MATCHING SCHOOL discrepancies. Instructions are provided in the sections that follow. 

¶ Report the record to the currently enrolled school in TIDE 

¶ Assign the record to a different student 

¶ Edit ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ ǘƻ ƳŀǘŎƘ ǘƘŜ ǎŎƘƻƻƭ ƛƴŘƛŎŀǘŜŘ ƻƴ ǘƘŜ ǇŀǇŜǊ ŘƻŎǳƳŜƴǘ 

Use TIDE Enrollment/Ignore:  

Use this resolution ƳŜǘƘƻŘ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ 
information in TIDE is correct and the result should be 
ǊŜǇƻǊǘŜŘ ǘƻ ǘƘŀǘ ǎŎƘƻƻƭΦ ¢ƻ ǾŜǊƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭΣ ǳǎŜ 
the Student Enrollment History task described in the next 
section. If it is correct, follow these steps. 

1. Click the Resolve icon for a NON-MATCHING SCHOOL 
record and a window pops-up which offers three 
resolution methods.  

2. Click the Ignore icon  to ignore the data bubbled on 
the document and use the TIDE enrollment information.  

3. On the confirmation dialog box, select Continue. 

4. Return to the discrepancy listing and verify the 
discrepancy is no longer listed. 

5. The record should flow to the Online Reporting System. 

Step 1 

 

Step 2 
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Resolving NON-MATCHING SCHOOL Records 

Associate with Another Student:  

Use this resolution method to associate the record with a 
different student than the one listed. After reviewing the 
PDF associated with the record to determine the correct 
student, follow the steps below to reassign the record to 
that student. 

1. Click the Resolve icon  for a NON-MATCHING 
SCHOOL record and a window pops-up which offers 
three resolution methods.  

2. Select the Associate icon . 

3. TIDE displays a list of search fields to retrieve the other 
studentΩǎ ƛƴŦƻǊƳŀǘƛƻƴ.  

a. {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴΦ  

b. Enter search criteria to retrieve an existing 
student. At a minimum, specify one 
demographic field. Searching by SSID alone is 
recommended.  

c. Click Search. TIDE displays up to 5,000 matching 
records. 

d. From the list of found students, click the 

Associate icon  for the student to whom you 
want to associate the test. 

e. If the student record cannot be found refer to 
the section below on Student Enrollment 
History. Use this task to add the student or 
adjust the studenǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ ǎƻ ǘƘŜ 
student is present in the correct school during 
the administration window. Once this is 
complete return to the Discrepancy Resolution 
task and complete the reassignment. 

4. In the confirmation dialog box, click Continue. 

Step 1 

 

 

 

Step 2 

 

 

 

Step 3 
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Resolving NON-MATCHING SCHOOL Records 

Update Student Enrollment 

Use ǘƘƛǎ ǊŜǎƻƭǳǘƛƻƴ ƳŜǘƘƻŘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
enrollment history in TIDE to match the school listed on the 
document. 

1. Click the Resolve icon  for a NON-MATCHING 
SCHOOL record and a window pops-up which offers 
three resolution methods. Select the Update Enrollment 

icon   . 

2. The Student Enrollment History task appears in the pop 
up window below the record. Enter the student 
information in the search fields to the right. Searching 
by SSID alone is recommended. Click Search. 

3. From the list of search results, click the Select button for 
the studentΩs record. This will display the selected 
ǎǘǳŘŜƴǘΩǎ enrollment history for the current school year. 

 

 

Step 1 

 

Step 2 

 

Step 3  
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Resolving NON-MATCHING SCHOOL Records 

4. !ŘƧǳǎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ ǎƻ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ 
present in the correct school during the administration 
window. Click Save. 

5. From the confirmation dialog box, select Continue.  

6. You will be directed back to the discrepancy listing page.  

7. The record should flow to the Online Reporting System. 
If the record cannot be found in the Online Reporting 
System, contact the Ohio Help Desk for assistance with 
ŀŘƧǳǎǘƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅΦ 

 

Step 4 

 

Step 5 
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Data Cleanup ɀ Student Enrollment History  

Purpose of the Student Enrollment History Task  
¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ {ǘǳŘŜƴǘ 9ƴǊƻƭƭƳŜƴǘ IƛǎǘƻǊȅ ǘŀǎƪ ƛǎ ǘƻ ŀŘŘ ƻǊ ƳƻŘƛŦȅ ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ŀƴŘ ŘƛǎǘǊƛŎǘ ǊŜƭŀǘƛƻƴǎƘƛǇ ƛƴŦƻǊƳŀǘƛon during a school year (or portion of 
the school year). ! ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƘƛǎǘƻǊȅ should only be modified to reflect where the student tested. This feature can be used to help resolve 
discrepancies.  

¶ Student Not Found 

o This can help resolve Student Not Found discrepancies in situations where you can neither associate to an existing record nor add a new record. 

For example ς  

Á The student moves schools mid-year and is pre-identified by the prior district in TIDE.  

Á ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ƴŜǿ ŘƛǎǘǊƛŎǘ tests the student on paper, but never pre-identifies the student in TIDE.  

Á When the paper record is processed, it could not be matched based on bubbled demographic data ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ record in TIDE (fall 

2016 tests only).  

o By using the Student Enrollment History feature, you Ŏŀƴ ƳƻŘƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭκŘƛǎǘǊƛŎǘ ǊŜlationships so that the student can also be pre-

identified with the testing district ŘǳǊƛƴƎ ǘƘŜ ǘŜǎǘ ǿƛƴŘƻǿΦ ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǘƻ ōŜ ǊŜǎƻƭǾŜŘ ŀƴŘ ǊŜǇƻǊǘŜŘ ǘƻ the testing district.  

¶ Duplicate 

o This can help resolve Duplicate discrepancies in situations where one of the records needs to be assigned to a different student, but you are 

unable to find the student when searching in DRS. For example ς  

Á A student is never pre-identified, but tests on paper. 

Á ¢Ƙƛǎ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ Ƙŀǎ ŀ ǇǊŜ-ID label applied erroneously for a different student. 

Á The second student also tests on paper and has no pre-ID label applied but has demographic information accurately bubbled. 

o By using the Student Enrollment History feature, you can add a student record to TIDE so the student has a relationship to the testing school 

during the administration window. 

¶ Non-Matching School 

o Student Enrollment History will be used as a primary method for resolving Non-Matching School discrepancies. For example ς  

Á The student moves mid-year and is pre-identified by the prior district in TIDE 

Á ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ƴŜǿ ŘƛǎǘǊƛŎǘ ǘŜǎǘǎ ǘƘŜ ǎǘǳŘŜƴǘ ƻƴ ǇŀǇŜǊΣ ōǳǘ ŘƻŜǎ ƴƻǘ ǇǊŜ-identify the student until after the administration window closes. 

Á When the paper record is processed, it is matched to the record in TIDE based on bubbled demographics, but the school bubbled does 

not match the school relationship in TIDE during the administration window (fall 2016 tests only).  

Á Note: The difference between the Student Not Found scenario described above and this scenario is that the demographic information 

bubbled on the answer document was not sufficient to match it to a pre-ID record in the scenario above. In Non-Matching School, the 

demographic information can be matched to a student record in TIDE, but the system recognizes that the student tested at a different 

school.  
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Accessing and Using Student Enrollment History in TIDE  
¶ From the Data Cleanup task menu on the dashboard, select Student Enrollment History. 

¶ There will be a drop down for year selection: 

o 2016-2017 (currently the only year available) 

¶ Test Windows for the 2016-2017 school year  

o There are currently three test windows displayed.  

Á Gen Ed Online Tests 11/7 - 1/31 (Fall Window) 

Á Gen Ed Online Tests 3/13 - 5/26 (Spring Window) 

Á OELPA Tests 2/6 - 3/31 (Spring Window) 

o The test windows are important because they should guide you to determine the date range for the 

relationship to be created or modified. ! ǎǘǳŘŜƴǘΩǎ ǇǊŜ-ID record must be associated with the 

school/district that tested them during the applicable test window.  

Á For example, for a student to be reported for the fall 2016 gen ed administration, the student 

must have a relationship in TIDE with the tested school and district between 11/7 and 1/13.
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%ÄÉÔÉÎÇ ÁÎ %ØÉÓÔÉÎÇ 3ÔÕÄÅÎÔȭÓ School Relationships  
1. Search for a student that already exists in TIDE:  

a. Search using name for a student that has an active relationship with your district by providing all four fields: 

i. First name, last name, district and school  

b. Or, search by SSID for any student in the state, regardless of current school/district associations. 

2. Based on the results of the query, the interface will load up for the student. 

 
a. If this is the correct student, click the [Select] button.  

b. If the query was unable to find the correct student, click the [Add New Student] button (see Adding a New Student below for more information).  

c. If needed, click the [Update] button to ǊŜǾƛŜǿ ŀƴŘ ŜŘƛǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 
Note: Updating the student demographics under the Student Enrollment History task will only update the demographics that are reported in ORS. 

The student record in TIDE under the Student Information task will not be updated.  

 

3. After selecting the student, you will be directed ǘƻ ǘƘŜ !ŘŘκ9Řƛǘ {ǘǳŘŜƴǘΩǎ {ŎƘƻƻƭ ǎŎǊŜŜƴΦ  
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a. Under the blue banner on the right hand side, the following information is listed:  

i. {ǘǳŘŜƴǘΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ 

ii. {ǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ŀǎǎƻŎƛŀǘƛƻƴ(s)  

iii. The start date of each school relationship 

iv. The end date of each school relationship  

b. ¦ƴŘŜǊ ǘƘŜ ¢Ŝǎǘ ²ƛƴŘƻǿǎ ǇƻǊǘƛƻƴΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ǊŜƭŀǘƛƻƴǎƘƛǇ ŀǇǇŜŀǊǎ ōŜƭƻǿ ǘƘŜ ǘƛƳŜƭƛƴŜΦ  

i. Note: the end date will never go past the current date  

ii. When there are multiple relationships, each bar has its own color.  

 
c. There are two different things you can do on this page.  

i. aƻŘƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜȄƛǎǘƛƴƎ ǊŜƭŀǘƛƻƴǎƘƛǇǎΦ  

1. To modify the existing relationship, click the calendar icon next to the start and/or end dates. 

Click [Save].  

2. Why might you want to modify an existing relationship?  

¶ If you need to add a different relationship, those relationships cannot overlap. You 

Ƴŀȅ ƴŜŜŘ ǘƻ ŀŘƧǳǎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜȄƛǎǘƛƴƎ ǊŜƭŀǘƛƻƴǎƘƛǇ ŦƛǊǎǘ to create space to add a 

new school.  

ii. Add a new school relationship.  

1. Click [Add New School].  

2. The following fields will appear:  

¶ District dropdown 

¶ School dropdown 

¶ Start Date 
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¶ End Date 

3. Enter the appropriate information to add a new relationship.  

¶ Note: Start/end dates cannot overlap with other existing relationships. Ą  

¶ Adjust existing relationships as needed.  

4. Click [Save].  

d. After clicking [Save], you will be able to confirm the changes and be given the option to either 

continue or cancel.  

   
i. By clicking [Cancel], the changes to the school relationships will NOT be saved.  

ii. By clicking [Continue], the changes to the school relationships will be saved.  

e. After clicking [Save], you ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ōŀŎƪ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ŀƴŘ ǘŜǎǘ ǿƛƴŘƻǿǎΦ  
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Adding a New Student  
1. Go to Data Cleanup tab in TIDE.  

2. Select a year from the dropdown 

3. Search to see if the student already exists in TIDE:  

 
a. If the query was unable to find the correct student, click the [Add New Student] button.  

4. ¸ƻǳ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ŀŘŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƪŜȅ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴΦ  

a. Fill out the information.  

 
b. Then click [Save].  

c. ¸ƻǳ ǿƛƭƭ ƎŜǘ ŀ ŎƻƴŦƛǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭƭȅ ǎŀǾŜŘκŀŘŘŜŘΦ Click continue. 
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