
RISE System
Adding Users and Building Ad Hoc Rosters

Before you add users, make sure you know the role they need to be assigned, their email
address and their Cactus ID (if they are a teacher).

Go to utahrise.org
Click on TIDE (Students and User Management).
Log in using your secure credentials.

On the left-hand side (orange) of the screen, click the drop-down menu on the Users row.
Select Add Users.

Under the blue header, enter the user’s email address. Then, click on the blue letters Add user
or add roles to user with this email address. See the image below.

Complete the required information fields - First Name, Last Name and CACTUS ID (if the user is
a teacher).

On the Role drop-down menu, identify the role of the user.

Click Save.

https://utahrise.org/


Building Ad Hoc Rosters
(Make sure you have the teacher’s roster readily available.)

Ad hoc rosters can be created to allow teachers who need to have access to student's data who
are not assigned to them in Powerschool. For example, this is a solution for elementary special
education teachers, co-teaching situations, dual language immersion teachers, etc.

These students will not leave their original roster. The selected students will simply appear in
more than one roster.

Go to utahrise.org
Click on TIDE (Students and User Management).
Log in using your secure credentials.

On the left-hand side (orange) of the screen, click the drop-down menu on the Rosters row.
Select Add Rosters.

You may have to select a school, depending on your role and assignments.

https://utahrise.org/


Under Roster Details section
Roster Name - We suggest the teacher’s name and grade level/class period. So, I might use,
“Heiter - 4th Period” or “Heiter - 5th Grade.”
Teacher Name - Select the teacher’s name from the Teacher Name drop-down menu.

Under Find and Select Students you have 2 search options Student Search or Quick Roster
We prefer the Student search option, so I am showing it to you first. If you have built rosters in
the past then it will look very similar.



Option 1
Student Search

Click Student Search

You can search by
1.State number SSID
3.District number LEA ID
4.Students name
5.Grade

(The examples below are from selecting a grade)

Click Search

Click the “+” next to the name of each student you want to add to the new roster. You will
see the name populate in the right-hand side (blue banner) of the screen. Once you’ve added all
the appropriate students, click the Save button at the bottom of the screen.



Option 2
Quick Roster

Quick Roster -Will let you select a grade and it makes a "quick roster" with all of the kids in
that selected grade.

You can search students by
1. District number LEA ID
2. Students name
3. Grade



Click Create Quick Roster

To remove students Click the "x" next to the students name

Click Save

Using Addition Fields

Click Enrolled Grades - select what grades you need
Click + Additional Fields



Double Check

1. Enrolled Grades
2. Additional Fields (If you selected ELL click Yes or No)
3. Check your dates or Yes or No selected
4. Add ( if you do not click Add it will not add your filter)

Click Search

To find Rosters

In order to find the newly-added rosters, go back to the orange Rosters line in TIDE and click
on View/Edit/Export Roster.

In the Roster Type box, you will need to select the box next to Select all. User Defined only
shows the rosters you hand-created, while System Defined only shows the rosters generated
through the MyStudent records.




