Rhode Island
®
Digital SAT with Essay
Digital PSAT™ 10
Part 2
Spring 2021
Implementation

Session Goals

•

Our goal today is to thoroughly explore the features needed for a
successful digital SAT with Essay & PSAT 10 administration.

•

We will review the Cambium Assessment, Inc.™ (CAI) - formerly AIR test delivery system and supporting tools.

•

Test coordinators will gain hands-on experience, with a series of
exercises throughout the presentation, using the test delivery system
and tools.
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Digital Testing Overview

Digital Testing Portal

•

Refer to the College Board Digital Testing Portal for information regarding
sign-in links, how to download the secure browser, technical requirements,
and other helpful resources.

digitaltesting.collegeboard.org

Note: For the most up-to-date information specific to RIDE assessments, please visit: http://www.ride.ri.gov/SAT
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CAI’s Test Delivery Systems and
Tools Overview

CAI Systems

•

College Board delivers the digital SAT and PSAT10 using the Cambium
Assessment, Inc. (CAI) test delivery system and supporting tools.

Test Delivery System Overview

Test Information Distribution
Engine (TIDE)

Test Coordinator

Test Administrator (TA) Interface

Proctor

Secure Browser

Student
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Test Information Distribution Engine
(TIDE)

Login to TIDE

Access to TIDE

•

SAT and PSAT 10 test coordinators received access to TIDE the week of
March 4, 2021.

•
•

•

Email notification from DoNotReply@cambiumassessment.com
Note - Login information for College Board’s TIDE, will be different than
login information for other Rhode Island assessments that use CAI.

Once you get access to TIDE, you can start assigning other users to the
College Board version of TIDE.
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CAI Systems

Test coordinators use TIDE to manage data and configure test settings ahead
of test day.

Test Information Distribution Engine
(TIDE)

Test coordinator functions include:
• Creating staff accounts
• Managing rosters
• Monitoring digital test sessions
• Modifying test settings for
students with accommodations
• Printing student test tickets
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Exercise 1: Log into TIDE

TIDE Landing Page

1. Navigate to: https://digitaltesting.collegeboard.org
2. Click

3. Login using your information for College Board’s TIDE;
email address and password
4. If you don’t know your password, click: “Forgot Your
Password?”. A new activation email will be sent to you.
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4 Weeks Before Test Day
•
•
•
•

Recruit and prepare staff members to assist with test day
Create user accounts in TIDE
Plan your space
Prepare for Digital Testing

Prepare Your Staff

Determine Staffing
Needs
Proctors and Monitors

Once you determine
the rooms you’re using
for testing and the
number of students in
each room, you can
determine how many
staff you need.

Digital Testing Rooms – Proctors and Room Monitors Needed for
Standard and Accommodated Rooms

Students

Proctors

Room Monitors

1-25

1

0-1 (It is recommended to have one but not required)

26-50

1

1

51-75

1

2

76-100

1

3

Digital Testing Rooms – Hall Monitors Needed

Rooms

Hall Monitors

1-5

1

6-10

2

11-15

3

16-20

4

More than 20

5+ (1 hall monitor for each additional 5 rooms)
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Creating User Accounts

Using TIDE

Create User
Accounts

•
•

•

For staff who will be acting as proctors, user accounts for College
Board’s TIDE will need to be created.
These user accounts will use different login information than for other
Rhode Island assessments using TIDE.

The Coordinator Manual will have instructions on how to create user
accounts.
• Digital PSAT 10 Coordinator Manual
• Digital SAT School Day Coordinator Manual
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TIDE

1. Log into TIDE

Creating User Accounts

2. To create individual proctor accounts:
• Navigate to Users > Add Users
3. To view your list of proctors:
• Navigate to Users > View/Edit/Export Users
4. Create proctor accounts using the “User Template File”
• Navigate to Users > Upload Users
• Download the User Template
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Exercise 2: Create Proctor
Accounts
To create proctor accounts:
1.
2.
3.
4.

Navigate to Users > Add Users
Enter the proctor’s Email Address*
Click ‘+Add User’
Fill in the User’s and select ‘Proctor (PR)’ First and
Last Name as the Role
5. Click SAVE

To view your list of proctors:
1. Navigate to Users > View/Edit/Export Users
2. Select a Role: Proctor (PR) > Click Search
3. Click on View Results or Export to Inbox to see list
of users

*NOTE: Email address will serve as the proctor’s username to login into the
TA Interface
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How to Create Proctor
Accounts via Upload
• To create proctor accounts via upload:
1. Navigate to Users > Upload Users
2. Download the Template
3. Enter the following information in the
template:
a. Email Address
b. First Name
c. Last Name
d. Role – ‘PR’
e. State – ‘RI’
f. District and School Org ID*
g. Action – ‘ADD’
a. Upload the file

*NOTE: You can find your District and School Org ID in the Student Data View
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Plan Your Space

Plan Your Space

The number of students testing and the size of rooms used for testing will
determine number of rooms needed.

Planning for Testing Rooms

Options for rooms include:

• Larger spaces, such as auditoriums and gymnasiums
• Smaller spaces, such as classrooms
Consider the following when choosing testing rooms:

• Rooms are separated from other classes/tests on different schedules
or students taking different assessments

• Rooms where noise and other disruptions can be minimized when
classes or other assessments break

• Rooms where noise and distractions from outside the building are
minimized.

• Rooms are close to restrooms
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Prepare Your School

School schedules may require some adjustments
• Lunch Periods

•
•
•

Testing cannot be interrupted for lunch
Lunches must take place after testing is complete

Students may eat snacks during breaks

• Bell Schedules
• Bells must be silenced during test administration
• Public Address System Announcements
• There should be no PA announcements during test administration
On test day(s), ensure rooms are prepared for testing:

• Instructional materials are covered in each testing room
• Seating and furniture requirements are met
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Plan Your Space

Guidelines for digital room configurations include:

• using chairs with backs;
Seating and Furniture Requirements

• configurations that prevent testers from easily viewing the
screens of nearby testers;

• enough space for testing devices and the use of scratchpaper and/or calculators.

• Note that lapboards are not permitted.
Each room must have a:

• dedicated computer for the proctor.
• dedicated test-taking device for each student testing.
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Seating and
Security for Digital
Testing

*Use local social distancing guidelines and requirements seating students.
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Seating and
Security for Digital
Testing

Back-to-back seating with partitions

Back-to-back seating without partitions

Seating and Spacing
Requirements

Distances are measured from the center of one computer to
the center of the next computer.
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Seating and
Security for Digital
Testing
Front-to-back seating with partitions

Front-to-back seating without partitions

Seating and Spacing
Requirements

Distances are measured from the center of one computer to
the center of the next computer.
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Seating and
Security for Digital
Testing

U-shape seating configurations are allowed. Students must face
outwards toward the wall and must not be seated next to each other in
the connecting corners.

Seating and Spacing
Requirements
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2 Weeks Before Test Day
•
•
•
•
•
•

Train all staff supporting test day
Review Student Data in TIDE
Configure Student Test Settings in TIDE
Create a Master Student List and room rosters
Print Test Tickets
Conduct a preadministration session

Train all staff supporting test day

Using TIDE

Training

•

Collegeboard.org/ptat

•

Test coordinators are required to train proctors (test
administrators). There are two components to completing proctor
training:
•The College Board online training module for proctors is available at
www.collegeboard.org/ptat titled “Digital SAT School Day/PSAT Proctor
Training”
• The RIDE Test Administrator Core Presentation, which covers state
policies and requirements that affect all state assessments.
Hall and room monitors can be provided the training deck to review
available at www.ride.ri.gov/assessment-manuals
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Review Student Data

Using TIDE

TIDE
1. Log into TIDE
Review Student Data in TIDE

2. To view available student data:
• Navigate to Students > View/Edit/Export Students
• Click Search
• Click on View Results
• You should see a list of all students registered at your school.
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Exercise 3: Review
Student Data
To view student data in TIDE:
1. Navigate to Students > View/Edit/Export
Students
2. Click Search
3. A pop-up window will appear. Choose from the
options: View Results or Export to Inbox (to
view data in Excel, if preferred)
4. You should see a list of all students registered
at your school.
5. Scroll left and right and up and down to see all
data elements.
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Accommodations and English
Learner Supports

Test Settings and
Tools

•

The digital SAT and PSAT 10 is accessible to students with disabilities.
Some of the accessibility features are universal and available to all
students, while other features require approval or set up by the test
coordinator in TIDE before test day.

A complete list of
accommodations is available at
www.ride.ri.gov/accommodations.
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Digital Alternatives

•
•

•
•

Students approved for accommodations in SSD Online will need to use
alternative accommodations in the digital platform.
For example, students needing assessments read aloud will be approved
for pre-recorded audio (MP3) or human reader in SSD Online.
However, they will use the text-to-speech functionality in the digital
platform
Use the Appendix in the Coordinator's Manual to determine the
appropriate alternatives to set in the TIDE platform.
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English Learner
Supports
Scores will be college and scholarship
reportable

Students can use translated test directions and/or approved word-for-word
bilingual dictionaries.

•

•
•

Translated test directions for designated languages are in PDF format and
must be printed by the school ahead of test day.
• Albanian, Arabic, Bengali, Chinese (Mandarin), French, Gujarati, Haitian
Creole, Hindi, Polish, Portuguese, Russian, Spanish, Urdu, Vietnamese
Translated test directions can be provided orally by an approved translator to
the student in languages not available in PDF format.
List of approved word-for-word bilingual dictionaries is available at
http://www.ride.ri.gov/accommodations
• Note: If an EL student will only be using the translated test directions
and/or the word-to-word bilingual dictionaries, they do not require any test
setting configurations in TIDE
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English Learner
Settings in TIDE

•
•

English learners can be provided with time and one-half (+50%) for
the digital SAT with Essay and PSAT 10
• Students need to be identified in TIDE ahead of test day
EL - Time and one-half (+50%)
• EL students can use time and one-half (+50%) on each test
section and can test in the same room(s) with other students
with the same time accommodation.
• Configure test settings in TIDE, by selecting “YES” for EL
Supports and selecting the Time and One-Half (+50%) option
for all applicable test sections.
• Students will be automatically approved, and no
documentation will be required.
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Configuring Student Test Settings

Using TIDE

Setting
Accommodations in
TIDE
Test Settings and Tools

•
•
•

Test tools and accommodations must be turned on for each test section to
which the accommodation applies.
Student test settings must be updated ahead of test day.
Modifications to student test settings can be managed in two ways:
1. Manually modify individual student’s settings by;
• Navigating to Test Settings and Tools
2. Uploading a file of several students and tests by;
• Navigating to Upload Test Setting and Tools
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Exercise 4:
Setting Accommodations
• To edit student test settings in TIDE:
1. Navigate to Test Setting and Tools
2. Click Search to view entire list of students
and look a specific student
3. Click the ‘pencil’ icon:
4. Edit each test section as needed.
5. Click SAVE

NOTE: Click on the question marks to reveal tool tips
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How to Set
Accommodations via
Upload
• To add student test settings using the
Upload file:
1. Navigate to Test Settings and Tools>
Upload Test Setting and Tools
2. Click Download Templates
3. Create a new row for each
accommodation and the test section the
accommodation applies to.
4. Include the student’s registration number
as it appears in TIDE, including any
leading zeroes
5. Save the file.
6. Upload the file into TIDE.

NOTE: Before you can successfully upload your file, you’ll need to make a few manual selections in
each student’s record. Visit: https://digitaltesting.collegeboard.org/accommodations/tide-at-settings
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Create a Master Student List

Build Your Lists

•

The entire cohort of students that will be testing can be documented in
the Master Student List.

•
Tasks for the Coordinator

•

•

The Master Student List can then be separated into individual room
rosters so that proctors know which students are expected to test in
their room.

Coordinators can identify who RIDE has submitted in the registration files
in TIDE.
Coordinators will work with the SSD coordinator to understand how many
students will be testing with accommodations.
• The Nonstandard Administration Report (NAR), which is printed
from SSD Online by the SSD Coordinator, will be the list of all
students testing with accommodations and is available
approximately 4 weeks prior to test day.
• Available for both PSAT 10 and SAT
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Creating Rosters in TIDE

Using TIDE

TIDE
Creating Rosters

•
•
•

Rosters in TIDE are helpful to print Student Test Tickets by room/proctor
for easier organization
• Roster creation is not required to administer the digital SAT or PSAT10
To create rosters ahead of test day;
• Navigate to Rosters > Add Rosters
To view lists of existing Rosters;
• Navigate to Rosters > View/Edit/Export Rosters
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Exercise 5: Creating
Rosters
• To create a Roster in TIDE:
1. Navigate to Rosters > Add Roster
2. Click Search to view the list your students
at your school
3. Under “Add Students to the Roster”, type
unique Roster Name

4. Select a Proctor to assign to the roster.
This list is dependent on User Account
creation.
5. Add available Students to the roster

6. Click SAVE

Recommendation: Roster names should indicate the proctors’ name and room location.
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Printing Test Tickets

Printing Test Tickets

•
•
•
•

All students must have a test ticket.
Once student test settings are configured in TIDE, the test coordinator can
begin printing student test tickets. Be sure to print the test tickets ahead of
test day, or preadministration.

To sign into the secure browser, students must enter their first name and
registration number exactly as it appears on the ticket.
Students will also need the ticket to access the optional questionnaire and
for testing in the secure browser on test day.

NOTE: If a preadminstration sessions is scheduled
ahead of test day, the same test ticket can be used.
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Printing Test Tickets

In TIDE, the Administration filter will help you manage student
records and print the correct test tickets for the selected test
administration.

•To print test tickets:
1.Navigate to Students>View/Edit/Export
Students
2.The Administration filter will help
you manage students record.
•Select PSAT 10 April 2021 or the
appropriate SAT School Day window
3.Click Search.
4.Click View Results.
5.You can verify student test settings and
begin printing student test tickets
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Conduct a Preadministration Session

Plan a
Preadministration
Session

If you are unable to
schedule a preadministration
session, students may
complete the Questionnaire
on test day.

It is recommended to conduct a preadministration prior to test day to
give students the practice of using the secure browser and proctors
the practice of using the TA Interface. It will also save time on test
day and help to anticipate and manage any technical issues that may
arise.
Purpose: To provide time prior to test day for students to complete
the optional questionnaire, opt into Student Search Service®, and
identify where to send scores.
• Schedule a preadministration time prior to test day.
• Print test tickets from TIDE for the preadministration session.
• Students can use copies of the Student Questionnaire
Instructions during the session.
• Estimated time: 45 minutes
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Preadministration
Session

Prior to the preadministration session, coordinators should:

•

•
•

Review the “Prepare Your Preadministration Session” section of the
Coordinator Manual.

Assign user accounts in TIDE for staff that will be administering the
preadministration session.
Assemble a list of students who will participate in the preadministration
session.
• Students do not have to be assigned to a roster in TIDE or the TA
Interface; however, it may be helpful to create rosters in TIDE to make
the printing and sorting of testing tickets easier.
• The TIDE “Roster” can be used to group students together based
upon the room they will be assigned.
• It is recommended that the students that are grouped together for
testing will also be grouped together for the preadministration session
to make organizing and distributing test tickets easier.

NOTE: Students must complete the Student Questionnaire
for each SAT Administration (primary or make-up).
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Days Before Test Day
• Encourage proctors to practice giving the test
• Print room rosters and test tickets if you haven’t already
• Organize all testing materials by room

TA Interface Practice Site

CAI Systems

Proctors use the TA Interface to administer the digital SAT and PSAT 10.

Test Administrator (TA) Interface
Proctor functions in the TA Interface:
• Conducting proadministration sessions
• Cresting test sessions
• Approving students into the test
sessions
• Monitoring and managing test timing*
• Monitoring student test status
• Identifying students who may need
assistance

*The College Board's versions of the TA Interface and secure browser have timing
functionality built in to ensure that all students receive their fully allotted testing time.
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TA Interface
Practice Site
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Train your Staff

•

School staff can use CAI’s practice site to simulate test day and
get hands-on experience administering the digital tests in the SAT Suite of
Assessments.

•
Test Administration Practice Site

•
•

View the interactive proctor simulation to learn how to administer the
test with the TA Interface.

Use the TA Interface Practice Site with the Student Digital
Test Preview for a more hands-on, realistic experience starting a test
session and monitoring student testing.
Detailed instructions on when and how to practice a test
administration, including a resource guide, are available on the digital
testing portal.
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Student Digital Test
Preview
Student Preparation

• Students (and test day staff) should review the Student Digital
Test Preview (https://cbpt.tds.cambiumast.com/student) to
become familiar with the digital test delivery system and its
available features.

• Navigation Buttons:
move between questions.
• Student Clock: displays
time remaining in test
section.
• Test Tools: appear in the
menu at the top of the test
page.
• Context Menu Tools:
available from the context
menu for each question.
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Exercise 6: TA
Interface Student
1. Navigate to:
https://digitaltesting.collegeboard.org
2. Click on Preview the Student Digital Test
Experience
3. Toggle the Off button of the Guest Session

4. Enter (DEMO) Session ID
5. Click Sign In
6. Select Grade - 10

7. Click Start Student Digital Test Preview
8. Wait for Approval
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Exercise 6: TA Interface
Proctor
1. As a proctor, navigate to the TA Interface Practice
Site:
• https://digitaltesting.collegeboard.org
• Click on “Practice Giving a Test Using the
TA Interface” and click on the “TA Interface
Practice Site”
• Proctor logs in to the TA Interface Practice Site
with their TIDE username and password
2. Click the checkbox for “Student Digital Test
Preview”.
3. Click ”Start Session”
4. Select Test Time = Standard Time. Click OK.
5. Share the Session ID with the “Students”, to sign
into the Student Digital Test Preview with the Demo
Session ID
6. Click Approvals and Admit Students
7. Confirm that all expected students are waiting for
approval and click Yes
60

On Test Day
• Oversee the test administration
• Students use the secure browser to test
• Run TIDE reports as needed
• Plan and Manage Testing
• Live Session Monitoring
• Report irregularities if needed

Secure Browser

Secure Browser

Students use the secure browser to access and take the test. Schools are
required to download and install the secure browser on all student testtaking devices.

The secure browser secures the desktop by
restricting access to prohibited applications
and collects student response.
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CAI Systems

•

Utilize the Return to Secure Browser Launchpad to change the
Organization and Assessment settings in CAI Secure Browser
before students can test.
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TIDE Reports

Live Session Monitoring

Administering Tests
Live Session Monitoring

• To use TIDE Reports to see testing progress:
1. Navigate to Monitoring Test Progress
2. Click Live Session Monitoring
3. Click Generate Report
4. You will see a list and check the testing activities of any
active sessions, or inactive sessions, at your school.

Handout available at:
https://digitaltesting.collegeboard.org/pdf/session-monitoring-digital-testing.pdf
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TIDE Reports
TIDE Live Session Monitoring

Functions include:
• Run reports in TIDE to review
individual room progress

SAMPLE

• Identify rooms that may be
running behind schedule
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TIDE Reports

Plan and Manage Testing Reports

TIDE Reports
Plan and Manage Testing Reports

• Creating TIDE Reports
• Navigate to Monitoring Test Progress > Plan
and Manage Testing
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Exercise 7: TIDE
Reports
• To use TIDE Reports to see testing progress:
1. Navigate to Monitoring Test Progress
2. Click Plan and Manage Testing
3. Choose the Test Administration and Test
Section(s)
4. Select the radio button for the criteria you want to
search for and adjust filters

5. Click Generate Report or Export Report

NOTE: Select the third radio button and status of ‘ANY’ to bring back all students regardless of status
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After Test Day
• Prepare for makeup testing

Prepare for SAT Makeup Testing

SAT with Essay
Makeup Tasks

NOTE: You will not be receiving an additional shipment of
materials for the makeup date. Enough materials were included
in the initial shipment.

•
•

Schools can use both SAT testing windows to schedule and test
students.
However, as test coordinator, you are responsible for the following
tasks when preparing to administer a digital makeup test:
• Compiling a list of students who were absent during the first
testing window, or experienced an irregularity, and are eligible for
a makeup test.
• Students who had an irregularity during testing may be eligible for
makeup.
• Refer to the Irregularity Chart provided in the manual for
details.
• RIDE will register ALL students for the makeup testing window as
they won't know who is eligible to take the makeup and who is
not. Only test students who were absent or experienced an
irregularity and are eligible for the makeup.
• Destroy all test tickets from the primary testing window and print
NEW test tickets for the makeup testing window.
• You must update student test settings for students with
accommodations
• Create updated room rosters
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Makeup Testing for
the SAT with Essay
•

•

In TIDE, the Administration filter will help you manage student records and
print the correct test tickets for the selected test administration.

To print NEW test tickets for the make-up
1. Navigate to Students>View/Edit/Export
Students
2. The Administration filter will help you manage
students record.
 Select SAT School Day April 27-29 2021

3. Click Search.
4. Click View Results.
5. You can begin updating student test settings

and printing make-up test tickets
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Digital PSAT 10
Extended Testing
Window
•

•

In TIDE, you will see a full list of student records, determine the students
that have yet to test within the testing window and print test tickets.

To print test tickets for the make-up
1. Navigate to Students>View/Edit/Export
Students
2. Use the Administration filter to see the full list of
your students.
 Select PSAT 10 April 2021

3. Click Search.
4. Click View Results.
5. You can begin updating student test settings

and printing test tickets as needed.

75

Thank You!

•
•

Resources

•
•
•

Practice Resources: www.satpractice.org
RIDE PSAT 10 and SAT webpage: http://www.ride.ri.gov/SAT
• RISAP Test Coordinator Handbook
• Links to:
• Training registrations and recorded presentations
• Checklists and other helpful publications
• Information on participation requirements
• Accommodations information
• Medical exemptions

Heather Heineke, RIDE, Office of Curriculum, Instruction, and
Assessment:
• 401-222-8493
• Heather.Heineke@ride.ri.gov
School Day support at 855-373-6387 or email
RISchoolDay@collegeboard.org
• Dedicated email support that will be monitored by the Rhode Island
College Board team
Digital Testing Portal: digitaltesting.collegeboard.org
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Appendix

College Board
Professional Account

A College Board Professional Account is required for access to all
College Board systems. Each user creates their own account at
collegeboard.org and then requests access to the features they need.
Users may request access to the following features:

Creating a Professional Account is the first
step!

College Board Reporting Portal
• The school data access manager is responsible for assigning
access to school and district staff.
• Test Coordinators need detail-level access to view the SAT roster.

If you already have one,
you don’t need to create
another one this year.
Confirm your username
and password works.

SSD (Services for Students with Disabilities) Online System
• School SSD Coordinators needs this to enter accommodation and
test supports for students.
College Board Online Test Day Training
• The Test coordinator will receive access from the College Board
and may grant access to all test day staff.
For additional help setting up an Educator Professional Account, you can
view an eModule at: https://satsuiteofassessments.articulate-online.com
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Review Test
Security with
Staff

•
•

•

Copying and prohibited communication are the most common ways for
students to obtain an unfair advantage.
During testing, staff must:
• Watch for roaming eyes. Some students may try to copy from a
neighbor.
• Carefully observe students using calculators. A smart phone can be
disguised as a calculator through the use of a plastic cover.
• Watch for signals. Students may signal across a testing room by
using their hands, tapping their feet, using different colored pencils,
and so on.
• Always note any such activities on the Irregularity Report (IR).
Immediately report significant problems or events that interfere with
specific testing procedures or that compromise test security.
Encourage students to not bring electronic devices into the testing room.
• Develop a way to collect electronic devices from students who bring
them into the testing room.
• Irregularities related to electronic devices are one of the most
common reasons scores are invalidated.
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Electronic Devices

•

•

•

•

Best Practice: Encourage students
NOT to bring in phones or electronic
devices into the testing room
Students using their device at any time
during testing will result in cancellation
of scores.

If your school already collects phones and electronic devices for testing,
we encourage you to continue using the methods that work for you and
your students.
If you do not currently collect students’ electronic devices, here are some
suggestions:
• Instruct students to disable alarms and power off cell phones when
they enter the testing room.
• Collect students’ prohibited devices (see Coordinator Manual for full
list) in a basket/envelope/bag before testing begins.
• Give students sticky notes and/or smaller envelopes to label their
items with their name.
• Collect labeled items from students once they’re seated.
• If possible, keep student items in the order they were collected in,
for easier return after testing.
• Keep the devices at the front of the room on the proctor’s desk for
the duration of testing.
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Review Final
Preparations

•
•

Review the checklist in the SAT School Day and PSAT 10 Coordinator
Manual to ensure you are prepared for the week of testing.
Actions you may need to take:
• Confirm accommodation and support settings in TIDE
• Print translated test directions for students who may need them
• Collect and review word-for-word bilingual dictionaries for any
unallowable content/markings
• Confirm test tickets are available for each student
• Revise rosters, if necessary
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