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Introduction to the User Guide 
This user guide gives instructions on using the Centralized Reporting System for the following: 

¶ Accessing interim assessment data. 

¶ Accessing Checkpoint assessment data, including all educator-authored tests. 

¶ Scoring interim and Checkpoint assessments. 

It includes the following sections: 

¶ How to Navigate Reports 

¶ How to Set Up Reports to Suit Your Needs 

¶ How to Export and Print Data 

¶ How to Score Items 

There is also an appendix with additional information and instructions. 

Note: The features and functions described in this user guide are applicable for standard 
interim assessments, including Smarter Balanced Interim Comprehensive Assessments (ICAs), 
Smarter Balanced Interim Assessment Blocks (IABs), NGSS Interim Assessments, and HSA-Alt 
Classroom Embedded Assessments (CEAs); and all Checkpoint assessments, including all 
educator-authored tests. For more details on reporting of educator-authored tests in CRS, 
visit the alohahsap.org portal to view the How Educator-Authored Tests Are Reported in the 
Centralized Reporting System Checkpoint Training Module. 

Login Process 
This section describes how to log in to the Centralized Reporting System. 

Do not share your login information with anyone. All HSAP systems provide access to student 
information, which must be protected in accordance with federal privacy laws. 

How to Log In to the Centralized Reporting System  

1. Navigate to the HSAP portal at alohahsap.org and select your assessment program. 

2. Select your user role from the cards displayed (see Figure 1). 

https://alohahsap.org/
https://alohahsap.org/
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Figure 1. User Role Cards 

 

3. Under the After Testing section, click the Centralized Reporting System card (see Figure 2). The 
login page appears. 

Figure 2. Centralized Reporting System Card 

  

4. On the login page (see Figure 3), enter the email address and password you use to access all CAI 
systems. 

Figure 3. Login Page 
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 Click Secure Login. 

 If the Enter Code page appears (see Figure 4), an authentication code is automatically sent 
to your email address. You must enter this code in the Enter Emailed Code field and click 
Submit within 15 minutes. 

- If the authentication code has expired, click Resend Code to request a new code. 

Figure 4. Enter Code Page 

 

 If your account is associated with multiple institutions, you are prompted to select a role, as 
in Figure 5. From the Role drop-down list, select the role and institution combination you 
wish to use. You can also change your institution after logging in. 

Figure 5. Select Role Window 

 

The dashboard for your user role appears. 

How to Set or Reset Your Password  

Your username is the email address associated with your account in Test Information Distribution Engine 
(TIDE). If you are a user who was recently added to TIDE, you should receive an email from 
DoNotReply@cambiumast.com that contains a link to the Reset Your Password page (see Figure 6). To 
activate your account, you must set your password within 15 minutes. 

mailto:DoNotReply@cambiumast.com


Centralized Reporting User Guide for Interim and Checkpoint Assessments 

4 

L
o
g

in
 P

ro
c
e

s
s

 

All users are required to do a one-time password reset at the beginning of every school year, for security 
purposes. 

¶ If your first temporary link expired: 

In the activation email you received, click the second link provided and request a new temporary 
link. 

¶ If you forgot your password: 

On the Login page, click Forgot Your Password? and enter your email address in the E-mail Address 
field. Click Submit. You will receive an email with a new temporary link to reset your password.  

Figure 6. Reset Your Password Page 

 

¶ If you did not receive an email containing a temporary link or authentication code: 

Check your spam folder to make sure your email program did not categorize it as junk mail. If you 
still do not see an email, contact your School Test Coordinator to make sure you are listed in TIDE. 

¶ Additional help: 

If you are unable to log in, contact the HSAP Help Desk for assistance. You must provide your name 
and email address. Contact information is available in the User Support section of this user guide. 



Centralized Reporting User Guide for Interim and Checkpoint Assessments 

5 

H
o
w

 to
 N

a
v
ig

a
te

 R
e

p
o
rts

 

How to Navigate Reports 
This section explains how to navigate your reports. 

How to Understand Which Students Appear in Your Reports 

¶ Teachers can view data for all students in their classes (rosters) who have completed assessments. 
They can also view data for students to whom they have administered assessments in the current 
school year. 

¶ School-level users can view data for all students in their schools who have completed assessments. 

¶ District-level users can view data for all students in their district who have completed assessments. 

NoteΥ CƻǊ IŀǿŀƛƛΣ άŘƛǎǘǊƛŎǘ-ƭŜǾŜƭ ǳǎŜǊǎέ ǊŜŦŜǊ ǘƻ IL5h9 ǳǎŜǊǎ ǿƘƻ ŀǊŜ ƛƴ ǘƘŜ ¢L59 ǎȅǎǘŜƳ ǿƛǘƘ 
the Complex user role. Please see the TIDE User Guide on the alohahsap.org portal page for 
additional information about user roles. 

How to Start Viewing Reports 

When you log in to the Centralized Reporting System, the first thing you see is the dashboard where you 
can view overall test results for some or all of your test groups. From there, you can navigate to a report 
listing individual tests. 

How to Use the Dashboard Generator Page 

When you log in to the Centralized Reporting System, the Dashboard Generator page appears (Figure 7). 
The controls on the left let you select from the groups of tests that have been processed for the school 
year. Typically, you may choose test types, subjects within the test types, and grades within the subjects. 

Figure 7. Dashboard Generator Page 

  

https://alohahsap.org/
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To the right of the dashboard generation controls are some other useful features. The Looking for a 
specific student? section allows you to use student ID to ǾƛŜǿ ŀƭƭ ǘƘŀǘ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǊŜǎǳƭǘǎ. The Features 
& Tools menu  appears on the right side of this page and in reports and offers multiple features that 
are described elsewhere in this guide. 

If the Dashboard Generator shows a message saying there are no data, that means no test opportunities 
are available for this school year. 

1. Optional: To change the test groups listed in the Dashboard Generator, change the reporting time 
period. 

2. Select the tests you want to view, expanding the test groups as needed. 

3. Optional: To save your selections, mark the checkbox Make these my default selections. These 
selections will be set in the Dashboard Generator whenever you log in. You can change the defaults 
at any time. 

4. Click Go to Dashboard. The dashboard appears, displaying any data available for your selections. 

How to Use the Dashboard to View Aggregate Test Results 

All users can view the standard dashboard. It displays aggregation cards representing each test group. A 
typical test group comprises a single test type, a single subject, and all grades (for example, the first card 
shown in Figure 8 is for the Smarter Balanced Mathematics IABs). 

Each aggregation card displays the test group name, a list of grades, the number of students who took 
tests in the group, the date of the test last taken, and a performance distribution bar displaying both 
percentages and student counts below it. You may sƻƳŜǘƛƳŜǎ ǎŜŜ ǘƘŜ ƳŜǎǎŀƎŜ ά5ŀǘŀ Ŏŀƴƴƻǘ ōŜ 
ŀƎƎǊŜƎŀǘŜŘ ǘƻƎŜǘƘŜǊ ŦƻǊ ǘƘƛǎ ƎǊƻǳǇ ƻŦ ǘŜǎǘǎέ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ŘƛǎǘǊƛōǳǘƛƻƴ ōŀǊ for tests that do 
not report performance distribution, or that use different sets of performance levels. Test group cards 
are sorted by date last taken. When applicable, a Field Authored card will display on the dashboard 
listing any educator-authored tests that were administered via Checkpoint, including the grades tested, 
number of tests taken, and the date a test was last taken. In the Centralized Reporting System, all 
Checkpoint assessments, including those published with Smarter Balanced interim items, NGSS interim 
items, and teacher authored items, are grouped under the Field Authored card and will only display a 
raw score and percentage correct. The Formative section of the dashboard consists of the CAI-created 
ELA and Math Checkpoint assessments that are available in the Checkpoint System.  

Clicking the  button beside the performance distribution bar displays a legend with more information 
about performance levels. 

Note: many images in this user guide that show examples of the Centralized Reporting will 
include numbered red boxes that focus on a particular part of the image. A key explaining the 
numbering shown in an image is included in the table directly below that image. 

For example, the table directly below Figure 8 explains that the portion of the image labeled 
ŀǎ άмέ ǎƘƻǿǎ ǘƘŜ ǘŜǎǘ ƎǊƻǳǇ ŀƎƎǊŜƎŀǘƛƻƴ ŎŀǊŘΦ 

The table will be present for any figures that include numbered sections. 
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Figure 8. Dashboard 

 

Table 1. Dashboard Elements 

# Element 

1 Test group aggregation card 

 

LŦ ŀ ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎ ǎŀȅƛƴƎ άThere are no assessments to displayέΣ ǘƘŜǊŜ Ƴŀȅ ōŜ ƴƻ ŀǎǎŜǎǎƳŜƴǘǎ ǘŀƪŜƴ 
in your current reporting time period, or you may have filtered out all data. 

How to View More Detailed Data on a Particular Test Group 

To view more detailed data for a particular test group, click the name of the group (or  beside it). 

The Performance on Tests report appears. It is filtered to display only the test group you selected. 

In the Performance on Tests report, teachers see two tables, as in Figure 9: 

¶ The My Assessments table, listing all the assessments in the filtered test group or groups. 

¶ The My Students table, listing all your students who took the assessments. 

Figure 9. Teacher View: Performance on Tests Report 

  

1 
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District- and school-level users see just one table, as in Figure 10. Like the first table on the teacher 
Performance on Tests report, this table lists all the assessments in the test group. 

Figure 10. School-Level User View: Performance on Tests Report 

 

For each test, the assessments table (see Figure 11) shows the test group, grade, test reason (a category 
assigned to an assessment), number of students who took the test, average score, performance 
distribution, and date the test was last taken. 

Figure 11. Teacher View: Performance on Tests Report 

 

Table 2. Teacher View: Performance on Test Report Elements 

# Element 

1 Test reasons (either test windows or categories) 

2 Number of students who took each test for each test reason 

3 Date of most recent opportunity for each test for each test reason 

You can use the filters to view a different set of assessments. For more information on filtering, see How 
to Set Up Reports . 

LŦ ŀ ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎ ǎŀȅƛƴƎ άThere are no assessments to displayέ ƻǊ ά¢ƘŜǊŜ ŀǊŜ ƴƻ ǎǘǳŘŜƴǘǎ ǘƻ ŘƛǎǇƭŀȅέΣ 
you may have filtered out all data. 

1 
2 

3 
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For Teachers and School-Level Users: How to View Student-Level Data for 
All Your Students 

The Performance by Student tab displays test results for each of your students across classes (rosters). 
In order to see the results for all your students, follow the instructions below. 

1. Generate a dashboard and click a test group name (or  beside it), as shown in Figure 8. 

2. Click a test name (or  beside it) in the assessments table at the top of the page, as shown in 

Figure 11. 

3. In the report that appears, select the Performance by Student tab, as in Figure 12. You will see 
results listing all your students. The first few rows also show aggregate performance data for your 
state, complex area, complex, school, and/or total students. 

Figure 12. School Performance on Test Report: Performance by Student Tab 

 

Table 3. School Performance on Test Report: Performance by Student Tab Elements 

# Element 

1 Performance Distribution column 

2 Aggregate performance data rows 

3 Individual student results 

To see which students performed best, click the score or Performance columns to sort them. 

¸ƻǳ Ŏŀƴ ǾƛŜǿ ȅƻǳǊ ǎǘǳŘŜƴǘǎΩ ǇŜǊŦƻǊƳŀƴŎŜ ƛƴ ŜŀŎƘ ŀǊŜŀ ƻŦ ǘƘŜ ǘŜǎǘ ōȅ clicking the reporting category 
section bars to expand them, as shown in Figure 13. 

3 

2 

1 
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Figure 13. My Studentsô Performance on Test Report: Performance by Student Tab with Expanded 
Reporting Category Section 

 

Table 4. My Studentsô Performance on Test Report: Performance by Student Tab with Expanded 
Reporting Category Section Elements 

# Element 

1 Reporting Category Bar (not expanded) 

2 Reporting Category Section (expanded) 

How to View Test Results for Classes (Rosters) on a Particular Test 

You can view a list of classes (rosters) that took a particular test, and you can also view the test results 
for a particular class. 

How to Access Test Results for All Your Classes (Rosters) 

The Performance by Roster tab (Figure 14) displays test results for each class (roster). To view this tab, 
follow the instructions for your user role below. 

Teachers and school-level users: 

1. Generate a dashboard and click a test group name (or  beside it) as shown in Figure 8. 

2. Click a test name (or  beside it) in the table of assessments. Either the aȅ {ǘǳŘŜƴǘǎΩ 

Performance on Test or the School Performance on Test report appears, depending on your role. It 
is open to the Performance by Roster tab. 

2 
1 
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District-level users can view all classes (rosters) in a school. To do so, follow these instructions: 

1. Generate a dashboard and click a test group name (or  beside it) as shown in Figure 8. 

2. Click a test name (or  beside it) in the table of assessments. A page of district test results 

appears, listing schools within the district. 

3. Click a school name (or  beside it). The School Performance on Test report appears, open to the 

Performance by Roster tab. 

The report shown in Figure 14 ŘƛǎǇƭŀȅǎ ŀ ƭƛǎǘ ƻŦ ȅƻǳǊ ŎƭŀǎǎŜǎ όǊƻǎǘŜǊǎύ ŀƴŘ ŜŀŎƘ ŎƭŀǎǎΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ ¢ƘŜ 
first few rows also show aggregate performance data for your state, complex area, complex, school, and 
total students. 

Figure 14. My Studentsô Performance on Test Report: Performance by Roster Tab 

 

Table 5. School Performance on Test Report: Performance by Student Tab Elements 

# Element 

1 Performance by Roster tab 

2 Class (roster) performance data 

3 Test Completion Rate column (click to sort) 

4 Scale Score column (click to sort) 

5 Performance Distribution column 

1 

2 

3 

4

3 
5

3 
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How to See Which Classes (Rosters) Performed Well on This Assessment 

To see which classes performed best on the test, do either of these things (see Figure 14): 

¶ Click the score column header to sort by score and look for rosters with high average scores. 

¶ Look at the bars in the Performance Distribution column to see where the percentage of 
students at or above proficient is high. 

How to See Which Classes (Rosters) Had the Highest Test Completion Rates 

To see which classes had the highest test completion rate, click the Test Completion Rate column header 
to sort the column (see Figure 14). 

How to See How Well Classes (Rosters) Performed in Each Area on the Test 

For tests with reporting category sections, you can compare the performance of your students in each 
area of the test. Click each vertical section bar to expand or collapse it. In this example (Figure 15), you 
can view average score and a performance distribution bar for each class (roster) under the reporting 
category Problem Solving and Modeling and Data Analysis. 

Figure 15. My Studentsô Performance on Test Report: Performance by Roster Tab with Expanded 
Reporting Category Section 

 

Table 6. My Studentsô Performance on Test Report: Performance by Roster Tab with Expanded 
Reporting Category Section Elements 

# Element 

1 Expanded reporting category section 

2 More reporting category section bars (click to expand) 

Interim comprehensive tests cover multiple reporting categories, while a benchmark test such as a 
Checkpoint assessment or a Smarter IAB, covers only one. 

1 2 
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How to View and Interpret Writing Dimension Measures 

Aggregate test results for some assessments may also include a Writing Dimensions section to the right 
of the expandable sections in the report table. You can expand it by clicking the vertical bar, just as with 
the reporting category sections. This section helps you understand how students performed on different 
aspects of writing. 

The Writing Dimensions section (see Figure 16) contains the following under the Essay header: 

¶ Essay type. For example, Informational, Narrative, and Opinion. 

Á Writing dimension within the essay type, as listed in item rubrics. For example, Conventions, 
Evidence/Elaboration, and Organization/Purpose. 

- Point value. A sub-column for each possible item point value for the writing dimension. 
Each point value sub-column displays the percentage of students who earned that number 
of points. 

For each dimension, the lowest  and highest  point values are sometimes highlighted and marked 
with arrow icons in the rows with the highest percentages. This allows you to quickly identify groups of 
students who are performing well and those who may need additional support. 

Note that highlighting and arrow icons do not appear where they are not useful. A report containing 
ƻƴƭȅ ƻƴŜ Ǌƻǿ ƻŦ Řŀǘŀ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǘƘŜƳΣ ŀƴŘ ƴŜƛǘƘŜǊ ŘƻŜǎ ŀ Ǌƻǿ ƛƴ ǿƘƛŎƘ ǘƘŜ ǇŜǊŎŜƴǘŀƎŜǎ ŀǊŜ άƴκŀέ ƻǊ 
are all the same. 
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Figure 16. District Performance on Test Report with Expanded Writing Dimensions Section 

 

Table 7. District Performance on Test Report Elements 

# Element 

1 Essay type header 

2 Writing dimension header 

3 Point value 

4 Cell with the highest percentage earning the highest 
point value for this dimension 

1 

2 

3 

4 
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To learn about the highlighting and arrow icons, click the more information button  in the Essay 

header. A legend expands, as in Figure 17. 

Figure 17. District Performance on Test Report with Expanded Writing Dimensions Section and 
Expanded Legend 

 

How to Access Test Results for an Individual Class (Roster) 

Prior sections explained how to access test results for all your classes (rosters). To view results for one 

specific class, click the name of a class that appears in the first column of the report (or  beside it). 

The class results listed by student appear (see Figure 18). 

Figure 18. School-Level User View: Roster Performance on Test Report 
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How to See How Well Students in Your Class (Roster) Performed in Each Area of the 
Test 

You can compare the performance of your students in each area of the test using the reporting category 
sections, as shown in Figure 19. Click the vertical section bar to expand each section. 

Figure 19. School-Level User View: Roster Performance on Test Report with Expanded Reporting 
Category Section 

 

For School- and District-Level Users: How to View Test Results for a 
School on a Particular Test 

You can view test results for all the students in a school on a particular test. This gives you a high-level 
look at how the school is performing. 

How to Access Test Results for a School 

School-level users: 

1. Generate a dashboard and click a test group name (or  beside it) as shown in Figure 8. 

2. Click a test name (or  beside it) in the table of assessments. The School Performance on Test 

report appears. 

District-level users: 

1. Generate a dashboard and click a test group name (or  beside it) as shown in Figure 8. 

2. Click a test name (or  beside it) in the table of assessments. A table listing test results by school 

appears. 

3. Click the name of the school (or  beside it) for which you would like to see results. The test 

results for the school appear. 
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Note that district-level users can also access the test results from a school directly from the 
Performance on Tests report, by first filtering by school. See the section For District-Level Users: 
How to Filter Schools to Display. 

The Performance by Roster tab is open by default, as in Figure 20. 

Figure 20. School Performance on Test Report: Performance by Roster Tab 

 

How to See Which Classes (Rosters) Performed Well on This Assessment 

In the Performance by Roster tab, look at the Performance Distribution column and click the header of 
the score column to sort by score (see Figure 21). Rosters with a high average scale score, and with a 
high percentage of students performing at or above proficient in the performance distribution bar, 
performed well on the assessment.  

Figure 21. School Performance on Test Report: Performance by Roster Tab with Table Sorted by Score 

 






















































































































































































