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Understandin g This User Guide 
This user guide is designed to familiarize educators with SAGE Formative. This guide also includes information 
on using this site from the student perspective.  

Icon Description 

 

Warning: This symbol accompanies important information regarding actions that may cause errors. 

 

Alert: This symbol accompanies important information regarding a task.  

 

Note: This symbol accompanies helpful information or reminders.  

 

Administrative Educators: This symbol accompanies sections that apply only to Administrative Educators. 

 
New: This symbol accompanies sections that describe newly added features. 

[Text] Text in brackets is used to indicate a clickable link or button.  

Text Bold text in blue font is used to identify links to key words in the glossary.  

 describes the icons used throughout this user guide.  
 

Section I. Logging in to SAGE Formative: Educators provides instructions on how educators access and log 
in to SAGE Formative. 

Section II. SAGE Formative: Educator Site provides an in-depth overview of the features and functions 
available for educators in SAGE Formative, including how to manage assignments and view reports. 

Section III. Logging in to SAGE Formative: Student Site provides instructions on how students access and 
log in to SAGE Formative. 

Section IV. SAGE Formative: Student Site provides an in-depth overview of the features and functions 
available for students in SAGE Formative, including how to access assignments and browse resources.  

The Appendices provide additional information, including basic systems requirements, a glossary of the 
key words used in the guide, and checklists for creating Match activities and backing up original content. 

 

Icon Description 

 

Warning: This symbol accompanies important information regarding actions that may cause errors. 

 

Alert: This symbol accompanies important information regarding a task.  

 

Note: This symbol accompanies helpful information or reminders.  

 

Administrative Educators: This symbol accompanies sections that apply only to Administrative Educators. 
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Icon Description 

 
New: This symbol accompanies sections that describe newly added features. 

[Text] Text in brackets is used to indicate a clickable link or button.  

Text Bold text in blue font is used to identify links to key words in the glossary.  

Additional Resources  

This user guide does not provide information about other SAGE systems. You can find user guides and manuals 
for other systems on the SAGE portal (http:// sageportal.org) in the Resources section. 

Computer and System Requirements 

Appendix A provides an overview of the basic requirements for SAGE Formative. Appendix A also contains 
information about downloadable file formats and approved media players for listening to audio files in SAGE 
Formative.  

The System Requirements document available on the SAGE portal (http://sageportal.org) provides complete 
requirements for all SAGE applications. 

Introduction to SAGE Formative 
SAGE Formative is an educational system that allows educators to create  assignments and assign them to 
students in rosters. Assignments consist of one or more resources. A resource is a collection of associated 
activities and stimuli. Educators may create activities and resources or use existing activities and resources 
available on the Browse Resources screen. Students can use SAGE Formative to complete the assignments 
that educators give to themΦ !ŦǘŜǊ ŀ ǎǘǳŘŜƴǘ ŎƻƳǇƭŜǘŜǎ ŀƴ ŀǎǎƛƎƴƳŜƴǘΣ ŜŘǳŎŀǘƻǊǎ Ŏŀƴ ǾƛŜǿ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
scores. Educators can also view reports that provide information about how students performed on 
assignments. 

 

 

Note: In SAGE Formative, school-level and Local Educational Agency (LEA)-level users are referred to as 
ñeducators.ò There are two types of educators who can use SAGE Formative. 

¶ School Educators are school-level personnel, such as teachers, who are associated with class rosters 
and can assign assignments directly to their students. School Educators can share resources with a group 
of other educators, who can then assign those resources to their own students. 

¶ Administrative Educators are administrative personnel at the school, LEA, or state level. Administrative 

Educators can create common assignments that School Educators can then assign to their students.  
 

For more information, refer to the section Understanding the Educator-Student Relationship in SAGE Formative. 
 

  

http://sageportal.org/
http://sageportal.org/
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Section I. Logging in to  SAGE Formative: Educators  
School Educators and Administrative Educators both log in to the Educator site of SAGE Formative. To log in to 
SAGE Formative as an educator, you must have an authorized username and password. If you have not yet 
received your login information, contact your LEA Administrator. If you are an LEA Administrator and do not 
have your login information, contact the SAGE Help Desk.  
 

 

Alert: Do NOT share your login information with anyone not authorized to access SAGE systems. 

 

1. Open your web browser and navigate to the SAGE 
portal (http:// sageportal.org/).  
 

2. Click either [School/District Testing Coordinators] 
or [Teachers/Test Administrators].  

 

Figure 1. Portal Buttons 

 

3. Click the [SAGE Formative] button. You will be 
directed to the Open AM Login screen.  
 
Open AM allows users to log in to the online systems 
that the American Institutes for Research (AIR) 
provides. After users log in, they can switch between 
systems without having to log in to and out of each 
system. 
 
 

Figure 2. SAGE Formative Button 

 

4. In the Username and Password fields, enter your 
information and click [Enter].  
 

After you log in, the system automatically directs 
you to the SAGE Formative home screen for 
educators. 

 

Figure 3. Open AM Screen 

 

 

 
Note: Because your email address is used as your username, if it needs to be changed, your LEA administrator 
will need to contact the SAGE Help Desk who can make the change manually.   

 

http://sageportal.org/
http://sageportal.org/
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Switching Between SAGE Systems (Open AM) 

Open AM eases the login process and simplifies navigation between SAGE systems. Open AM integrates the 
following:  

¶ SAGE Testing System (TA Interface)  

¶ Test Information Distribution Engine (TIDE) 

¶ Online Reporting System (ORS)  

¶ SAGE Formative   

¶ Test Administrator (TA) Training Site  

Reminder: Access to these systems and their features depends on your user role. 
 
The top left corner of your browser displays a drop-down list containing the above applications. From the 
drop-down list, select the application you want to switch to. You will be directed to the main screen for that 
application and will not have to log in again. 
 

Figure 4. Open AM: Drop-down List 

 
 
 
 

  



 

11 
 

Section II. SAGE Formative: Educator Site 

Navigating SAGE Formative 

The landing screen for Educators provides access to the six major features of the site: Browse Resources, 
Assignments, Activity Builder, Classes & Students, Group Membership, and Reports. You can also access these 
features from any screen in SAGE Formative by clicking the tabs at the top of the screen. Table 1 briefly 
explains these features, and this section of the guide provides more detailed information.   
 

Figure 5. Educator Site Landing Screen 

 

¶ To create assignments and view resources, click [Browse Resources].  

¶ To access active or completed assignments, click [Assignments].  

¶ To create resource activities and stimuli, click [Activity Builder]. 

¶ To view class (roster) information, click [Classes & Students]. 

¶ To view and manage your educator groups, click [Group Membership]. 

¶ To view reports for classes or individual students, click [Reports]. 
 

Table 1 provides an overview of the features available to educators who use SAGE Formative. 
 

Table 1. SAGE Formative Features for Educators 

Feature  Description 

Browse Resources 
 

¶ Search for resources, create assignments, and create resources 

¶ Copy available resources to the Activity Builder 

Assignments ¶ View active, recently completed, and archived assignments 

¶ Edit, copy, delete, and manually score existing assignments 

¶ Access reports for completed assignments 

o School Educators can access reports for their rosters and students 

o Administrative Educators can access reports for common assignments 

Activity Builder (New) ¶ Create, edit, and publish activities for resources 

¶ Create and edit stimuli that can be attached to activities 

Classes & Students ¶ View and manage your associated classes (rosters)  

¶ View assignments for each student in your classes 

Group Membership ¶ Create and join educator groups and manage group membership  

Reports ¶ View assignment summary, benchmark proficiency, and item analysis reports 
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Understanding the Educator -Student Relationship in SAGE Formative   

Assignments in SAGE Formative depend on the educator-student relationships managed via class rosters. Each 
roster must be associated with a School Educator. School Educators can manage their rosters and create 
educator assignments for their students. 
 
Administrative Educators in SAGE Formative can browse resources and create common assignments, which 
School Educators can then assign to students. Administrative Educators can also view reports for common 
assignments.    
 

About Rosters 

USOE uploads roster information on a nightly basis. School Educators may also manage their own rosters via 
the Manage Your Rosters feature on the Classes & Students screen. Educators can create assignments for the 
students in their rosters. School Educators cannot create assignments for students who do not belong to their 
roster(s).   
 

 
Alert: Only educators associated with rosters can create and view assignments for the students in their 
roster(s). All rosters are associated with a school; therefore, only School Educators can be associated with 
rosters. Educators who are not associated with rosters cannot add students to an assignment.  

Educators cannot view assignments that other School Educators create, even if they share the same students. 
However, educators can view common assignments that other Administrative Educators create. 

    

 

Note: A student can belong to multiple rosters and receive assignments for each roster in which he or she is a 
member. 

 

¶ The classes displayed on the Classes & Students screen are the rosters for which you are the associated 
educator. If you do not see any classes or students, and you are a School Educator, you have not been 
associated with any rosters. Contact your LEA or School Administrator to have rosters created for you. 

¶ To create additional rosters or modify your rosters, use the Manage Your Rosters feature on the 
Classes & Students screen. The next page provides a quick guide for using this feature. 
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Quick Guide for Creating a New Roster 

You can use the Manage Your Rosters feature to create new rosters for yourself as long as you have a direct 
relationship to a school and students. For more information on managing rosters, see the Manage Rosters 
section. 
 

Figure 6. Classes and Students Screen 

 

1. Log in to SAGE Formative and navigate to the Classes & Students screen. 

2. Click [Manage Your Rosters] in the upper right corner of the screen. The Manage Rosters window opens. 

 
Figure 7. Manage Rosters Window 

 
 

3. From the Select Institution drop-down list, select the appropriate school name. This drop-down list only 
displays your associated schools.  

4. From the Select Roster drop-down list, sŜƭŜŎǘ ά!ŘŘ bŜǿ wƻǎǘŜǊ.έ  

 
Figure 8. Create New Roster Window 

 
 

5. In the Roster Name field, enter a name for the roster. 

6. From the Teacher Name drop-down list, select your name.  
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Figure 9. Select Students 

 

7. Mark the checkboxes for all the grades from which you wish to build the roster. The names of the available 
students in the selected grades display in the Available Students box. 

 
Figure 10. Moving Students 

 
 

8. In the Available Students box, select a student, then click [Move In >>] to add that student to the roster. 
¢ƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ŀǇǇŜŀǊs in the Students in This Roster box.  

9. When you are finished, click the [Save] button located in the bottom left corner. 
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Browse Resources (Updated)  

The Browse Resources screen allows educators to search for English Language Arts, Mathematics, and Science 
resources. Resources consist of student activities, lesson plans, or professional development aids. You can 
save resources to your Resource Cart to create assignments or new resources. 

¶ Resources are aligned to ¦ǘŀƘΩǎ standards and benchmarks.  

¶ Resources are also categorized by content area, grade level, library, material type, and learning 
modality. These categories are displayed in filter boxes on the search panel.  

¶ You can add student activity resources to assignments. Lesson plan and professional development aid 
resources cannot be added to assignments. 

 

Figure 11. Browse Resources Search Panel (With Filters Selected) 

 
 

Searching for Materials  

When browsing resources, you can perform a comprehensive or refined search. 

To display all r esources: 

¶ Without selecting any filters, click [Search].  

To search for resources by keyword: 

¶ In the Keyword Search field, enter a ǘŜǊƳΣ ǎǳŎƘ ŀǎ άŀƭƎŜōǊŀΣέ and then click [Search]. Resources that 
include the keyword in the name or description display in the search results. 
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Searching for Specific Resources (Filtered Search) 

The filter boxes on the search panel allow you to refine your search. 
 

Figure 12. Search Filters 

 
 

1. To narrow your search results, use the buttons and drop-down lists in the appropriate filter boxes on the 
Browse Resources search panel.  

¶ To remove all filters, click [Reset]. 

2. When you are finished selecting filters, click [Search]. 

 
Note: You can expand or collapse each filter box by clicking the plus [ ] or minus [ ] button in the upper 
right corner of the box. Selected parameters still apply to the search when the filter box is collapsed.  
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Performing New Searches 

You can perform a new search at any time and return to previous searches. 

Figure 13. Accessing the Search Panel 

 

To perform a new search: 

¶ To conduct a new search, click [+ Hide/Show Search Panel] at the top of the screen. The search panel 
expands. 

¶ You may modify any of the search filters and perform a new search. 

Figure 14. Returning to a Previous Search 

 

To return to a previous search : 

¶ In the upper right corner of the Resources Search Results screen, click the [Previous] button below the 
Resource Cart. The screen displays the results of the last search you performed in the current session.  
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Table 2. Filter Categories and Options (Updated) 

Filter Options Description 

Keyword 
Search 

(User-entered) You can enter any keyword in this field to generate materials that have that word in 
the resource title or description. 

Grade Grade levels Kï12 Resources are associated with grade levels. Clicking grade buttons generates 
materials associated with the selected grades.  

Library All This category includes information from all library types in the generated results. 

My Library  This is the userôs personal library. This library contains user-created resources.  

Entity Libraries 
(Utah/LEA/ 
School) 
 

All users have view access to the Utah library. School and Administrative Educators 
have access to their associated LEA library. School Educators have access to their 
associated school library. School Educators can assign resources in these libraries 
to their students.  

Educator Group 
Libraries (New) 

These libraries contain resources that members of educator groups share with each 
other. 

Instructional 
Support Materials 

This library contains lesson plans for educators and instructional materials for 
students. 

Formative 
Assessment Items 

This library contains individual items that educators can compile into formative 

assignments for students.  

Content English Language 
Arts  

Mathematics 

Science  

When you select a content area, a new drop-down list appears immediately below. 
This list displays available standards for the selected content area.  

¶ Additional drop-down lists appear as you refine your search. You can continue 
selecting categories until you get to specific standards. 

Note: All available resources are aligned to Utahôs standards. 

Material 
Types  
 

  All Types All material types: lesson plans, professional development resources, and student 
activities.  

 Lesson Plan Lesson plans are for educators and cannot be assigned to students.  

 Professional    
Development 

Professional development resources are for educators and cannot be assigned to 
students.  

 Student Activity 
The majority of resources available are student activities, which can be assigned to 
students. Student activity resources can contain stimuli and quiz items.  
 

Note: Assignments that contain quiz items are scored.  

Learning 
Modality 
  

Various Learning modality categories include auditory, creative, haptic/tactile, interpersonal, 
intrapersonal, kinesthetic/proprioceptive, musical, naturalistic, reading, visual, and 
writing.  

 

 

Note: Resources without a specific applied category are included in search results. For example, resources that do 
not have a learning modality attribute are included in search results even when modality filters are applied.  
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About the Library Options (Updated)  

The Library filter on the search panel allows you to search for resources stored within various libraries. 
 

Figure 15. Libraries 

 

My Library  

My Library is a personal library available for all educators and is unique for each one. When School Educators 
create their own resources, these resources are saved to My Library by default. Educators can remove 
resources from this library. Educators can also copy resources from this library to the Activity Builder. 

Entity Libraries  

Entity libraries contain resources that members of the same entity level create and share. An entity level can 
be the state of Utah, an LEA, or a school. Only Administrative Educators who have editing rights for a given 
library can publish resources to that library. All users who are members of an entity may access the resources 
in that library (e.g., all educators within ŀƴ [9! Ƴŀȅ ǾƛŜǿ ǊŜǎƻǳǊŎŜǎ ƛƴ ǘƘŀǘ [9!Ωǎ ƭƛōǊŀǊȅύ. 

Educator Group Library  

If you belong to any educator groups, the Library filter on this screen includes each groupΩǎ ǎƘŀǊŜŘ library. 
Educator groups are customizable groups that allow educators to share resources with each other. For more 
information on educator groups, see the Group Membership section. 
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About the Resources Search Results  

The Resources Search Results displays the resources that meet the selected search parameters. This results 
screen provides you with several options: 

¶ Sorting search results 

¶ Previewing resources (including answer keys) 

¶ Marking resources as favorites 

¶ Providing resource feedback 

¶ Viewing related standards 

¶ Removing resources 

¶ Copying resources to the Activity Builder  

¶ Adding resources to the Resource Cart  

Figure 16. Resources Search Results  

 

Sorting Search Results 

By default, resources are listed alphabetically. You can also sort resources by their rating. 

¶ To sort resources by rating, ǎŜƭŜŎǘ άwŀǘƛƴƎέ ŦǊƻƳ ǘƘŜ Sort by drop-down list. The highest-rated resources 
are listed first. 

¶ To return to the default sorting, ǎŜƭŜŎǘ άwŜǎƻǳǊŎŜ bŀƳŜέ ŦǊƻƳ ǘƘŜ Sort by drop-down list. 

 

 

Note: When you search for resources, the first 25 results display. If there are more than 25, the results are 
paginated. You can click the screen number buttons above the search results to navigate to more resources. 

 

For more information about ratings, see the Rating and Reviewing Resources section. 
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Previewing Resources  

You can preview resources to see how they will appear to students. When previewing resources, you can mark 
them as favorites, add them to the Resource Cart, and print them. 
 

Figure 17. Previewing a Resource 

 

To preview r esources: 

¶ On the Resources Search Results screen, click [ ] next to the name of the resource. The Resource 
Preview screen opens. 

 
Figure 18. Resource Preview Screen 
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Figure 19. Resource Navigation 

 

To navigate through a resource: 

¶ To navigate through the resource preview, use the [Next] and [Back] buttons in the upper right corner of 
the screen.  

¶ You can also use the navigation pane. The navigation pane appears on the left of the resource preview and 
lists all the steps involved in a resource. You can jump to a particular step by clicking it in the navigation 
pane. To open or close the navigation pane, click [Navigate]. 

 

 
Alert: 

¶ The smaller pair of arrow buttons above the [Next] and [Back] buttons navigate to the other resources.  

¶ Do not use the web browserôs navigation buttons, as this could result in a loss of information or accidental 
sign out.   

Figure 20. Zooming Buttons 

 

To zoom in and out of resource activities : 

¶ The [Zoom In] and [Zoom Out] buttons in the upper left corner allow you to increase and decrease the size 
of the text and images in resource activities.  

 

 

Note: You can click [Zoom In] up to four times to increase the size of text and images.  

To add resources to the resource cart :  

¶ To add a resource to the Resource Cart, click [Add to Cart].  
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To print  resources: 

Figure 21. Printing a Resource 

 
 

1. To print a resource, click [Print] at the top of the 
screen. A preview screen opens, displaying the first 
page of the resource.   

2. Click [ ϐΦ ¸ƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ǇǊƛƴǘŜǊ ǎŜǘǘƛƴƎǎ ǿƛƴŘƻǿ 
opens. Click [OK].  

Figure 22. Print Preview 

 

 

 

 

Note: All activities in the resource will automatically print one at a time. Any activities containing multimedia 
display a box in place of the media. 

To return to the resources search results screen: 

Figure 23. Returning to Search Results 

 
 

¶ Click [Back] next to the resource name. 

To view the answer key for an activity in the resource:  

¶ Click [Item Score] at the top of the screen. ¢ƘŜ ŀŎǘƛǾƛǘȅΩǎ ŀƴǎǿŜǊ 
key displays. Note: This feature is only available for activities that 
were originally configured to include this information. 

 

Figure 24. Item Score Button 
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Favorite  Resources 

You can mark resources as favorites, allowing you to easily find them later. ̧ ƻǳ Ŏŀƴ άŦŀǾƻǊƛǘŜέ ǊŜǎƻǳǊŎŜǎ from 
the Resources Search Results screen or the Resource Preview screen.  

To mark resources as favorites: 

¶ Click [Favorite] in the upper right corner of a resource in the search results.  

o To un-favorite a resource, click [Favorite] again.  

 

Figure 25. Resources Search Results Screen 

 
 

To view a list of your favorite resources:  

¶ To view only your favorite resources in the search results section, click the [Favorites] button next to the 
View by label. If you have not marked any resources as favorites, no resources display.  

¶ To view all the resources in the search results, click the [All] button next to View by. 
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Rating and Reviewing Resources 

You can view ratings and feedback for each resource, as well as provide your own feedback. Each resource 
displays the average star rating that users select for it. Note: When you rate a resource, your rating appears 
instead of the average rating. 

Each resource displays the total number of ratings and comments added. If a resource has no stars and no 
comments, then no one has rated or commented on that resource.  

Figure 26. Resource Ratings and Comments 

 

To add a star rating:  

¶ Select a star rating by clicking the appropriate star icon. For example, if you want to give the resource a 
two-star rating, click the second star from the left.  

 
You can also add comments to explain why you gave a certain rating to a resource. 
 

Figure 27. Adding Comments 

 

To add comments about the resource:  

1. To expand the Comments box, click [Comments] below the star rating.  

2. Click [Add]. A comment text box opens.  
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Figure 28. Entering a Comment 

 
 

3. In the comment text box, enter your feedback. 

4. When you are finished, click [Save].   

 
Figure 29. Resource with Comment 

 
 

 

Note: If you return to the comments at a later time, you can modify your comment and rating. Click a different 
star to select a different rating, or click [Edit] in the Comments box to change your comment. Once you have 
added a star rating, you cannot remove it entirely. You can only change it to a different rating. 
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Viewing Related Materials  

You can also view other standards and resources that are related to a specific standard. 
 

Figure 30. Browse Resources: Related Resources 

 
 

1. For any resource in the search results, click [Related Standards]. A list of related standards appears.  

Figure 31. Sample Related Standard 

 

2. Click a standard. The Related Standards screen for the selected standard displays. 

About the Related Standards Screen 

The Related Standards screen shows an interactive web that includes the selected standard, along with its 
related prerequisite and follow-on standards. Figure 32 shows a selected category in the center (5.G.3: Define 
Figures) and its related standards.  
 

Figure 32. Related Standards  

 
 

To view related standard details: 

¶ To view the details for each related standard, hover your mouse over the box for that standard. The 
description appears in a pop-up box. 
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To view related resources: 

1. Click a related standard box. For example, if you click the [RI.7.10] box in the figure below, the selected 
skills category moves to the center.  

 

Figure 33. Related Standards Screen 

 

Figure 34. Prerequisite Skill 

 

2. To view the resources aligned with a selected standard, click [View Resources]. The Resources Search 
Results screen opens, displaying the resources aligned with the selected standard.  
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Copying Resource Activities  to the Activity Builder   

You can copy some resource activities to the Activity Builder. Note: You can only copy activities from resources 
that you or another educator in your state, LEA, school, or educator group created. If this function is not 
available for a resource, the [Copy to Activity Builder] button is grayed out. 

Figure 35. Copying a Resource 

 

1. To copy the activities in a resource, click [Copy to Activity Builder].  The Import Activities screen opens. 

Figure 36. Import Activities 

 
2. On the Import Activities screen, select a group for the activities and click [Import]. For more information 

about managing activities on the Activity Builder, see the Activity Builder section. 

To Remove a Resource from a Library   

You can remove resources from My Library and any entity-level libraries that you have permission to edit. 
 

Figure 37. Removing Resource from Library 

 

1. To remove a resource, click the [Remove from Library] link in the bottom right corner of the resource 
(Note: This link activates only for those resources you may modify). A warning message appears. 

2. Click [OK]. The resource will no longer appear in future 
search results. You can perform a new search in order to 
confirm that the resource was removed. To perform a new 
search, please select the [Reset] button on the search panel. 

Figure 38. Reset Button 
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Note: You can save copies of resources to any library for which you have editing permissions. If you wish to 
remove a resource that has been copied to multiple libraries, you must remove the resource from each 
library. 

Creating New Resources and Assignments 

The Resource Cart allows you to temporarily store resources. Resources in the cart can be combined 
into a new resource or saved as an assignment. Resources remain in the cart until you remove them or 
save them as a resource or assignment. 

 

Figure 39. Add to Resource Cart 

 

1. In the search results, click [Add to Resource Cart] on a resource. The 
resource is added to the cart and the number displayed on the Resource 
Cart icon increases by one. 

Figure 40. Resource Cart Icon 

 

Figure 41. Resource Cart Window 

 

To open the resource cart, click the [Resource Cart] icon. 

¶ To remove a resource from the cart, click [X] next to the resource name. 

¶ To combine resources into a new resource, click [Save as Resource]. The Create New Resource screen 
opens. 

¶ To save resources as an assignment, click [Save as Assignment]. The Add to Assignment screen opens.  


















































































































































































































































































