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1. Using Chrome Browser, go to wa.portal.cambiumast.com or
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select WCAP in the Managed Bookmarks bar.
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3. Scroll down and under the All Systems Used in Summative
Testing area, select Test Information Distribution Engine

(TIDE)

SYSTEM
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Manage® ————— 0,
materials, rosters, and data

4. Login. If you have not yet logged in this year, you will need to
request a new one for the school year. (See red link below log in

area)

5. Select “Upload Roster” from the drop down
menu of Rosters from “Preparing for Testing”

y[  Test Settings and Tools

Add Rosters

View/Fdit Rnsters

( Upload Rosters
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Preparing for Testing

I

Login

E youremail@everettsd....

---------

Forgot Your Password?

First Time Login This School
Year?

The password you used during the previous
school year has expired

Request a new one for this school year.
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6. Download Template (excel) from top right of FAISTAToN: A TS e THoes
screen to input your information in the correct | B Revrsy @Fp & Nmagehcourty 5 Log ot
way TIDE allows for uploading. File will Find Student by 1D a
download to bottom of your screen. e

Download Templates

csv

EXCEL

7. Once you have the excel file filled out completely with the following information: District ID
(31002), your 4-digit school code, user email address, roster name (no more than 20
characters), student SSID, and action (Add) you can upload the file.

District ID School ID User Email ID Roster Name SSID ACTION
1231002 HAKK xxx@everettsd.org ELPAZL KRXHAXHHXK Add

8. Select Upload Roster from the home screen under Rosters and choose the Browse button to
select the upload file from your computer. Once chosen, push the Next button.
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Q e Preparing for Testing @ Administering Tests @ After Testing
Students v  Test Settings and Tools v  Rosters v ~ Orders w  Test Windows v

Upload Roster >

1. Upload 2. Preview 3. Validate 4. Confirmation

@ Use this page to upload a file of rosters you want to add or modify. mere info -
Step 1: Upload File

Choose File

Upload History

9. The file will validate at this time, and any errors will appear on the next screen. For example;
user email is not set up in TIDE (you will then need to set up a new user for that person),
SSID is not matching or is no longer available in the school the roster is being set up in (may
have transferred).

10. Once you have validated your file, select Continue to Upload File button and you are
finished!






