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1
00:00:00.000 --> 00:00:11.000
Okay. Well, thank you, everyone, for joining us. This morning's session is on student registration and registering students for the 2026 MCAS test.


2
00:00:11.000 --> 00:00:17.000
We are primarily gearing today's session for folks who are new, who have never done this before.


3
00:00:17.000 --> 00:00:23.000
If this is a refresher for you, welcome back. If this is something new for you.


4
00:00:23.000 --> 00:00:28.000
Welcome, really appreciate your taking the time to be with us this morning.


5
00:00:28.000 --> 00:00:35.000
Next slide, please. And my name is Jodie Zalk, I'm the Manager of Test Administration and Publications at DESE.


6
00:00:35.000 --> 00:00:41.000
I'm joined by a number of my colleagues from DESE, as well as our testing contractors.


7
00:00:41.000 --> 00:00:46.000
And you may hear them present this morning, you may also see folks.


8
00:00:46.000 --> 00:00:50.000
Who are here be able to answer questions that you may have.


9
00:00:50.000 --> 00:00:56.000
So you'll hear this morning, as well from Julia English, who's on our team at DESE.


10
00:00:56.000 --> 00:01:04.000
As part of the data and reporting team. As well as Shannon Cullen, who is our MCAS test administration coordinator.


11
00:01:04.000 --> 00:01:13.000
And then we have Abbie Currier from eMetric, which is our online testing subcontractor, and she'll be doing demonstrations for you this morning.


12
00:01:13.000 --> 00:01:20.000
Next slide, please. And before we jump into the content, we want to make sure you know how to get.


13
00:01:20.000 --> 00:01:25.000
your questions answered today, and we'll take a couple of minutes on logistics.


14
00:01:25.000 --> 00:01:30.000
So if you do have questions, you can ask them in the Q&A feature.


15
00:01:30.000 --> 00:01:35.000
If you have the same question as somebody else, you can use the thumbs up icon.



16
00:01:35.000 --> 00:01:38.000
to, upvote that, and then we know that that.


17
00:01:38.000 --> 00:01:48.000
is important to multiple people, if you do have a question that starts out, I have a student who, or very specific question.


18
00:01:48.000 --> 00:01:53.000
We'll ask that you email us instead of asking that here in the Q&A.


19
00:01:53.000 --> 00:01:57.000
We'll be taking some breaks to answer some questions out loud.


20
00:01:57.000 --> 00:02:02.000
And then we'll be emailing all of the questions and answers afterwards.


21
00:02:02.000 --> 00:02:05.000
If there's something coming up that we'll be covering.


22
00:02:05.000 --> 00:02:15.000
That is being asked, we may not answer the question in real time, but we will make sure that everybody gets answers to all the questions that you came with today.


23
00:02:15.000 --> 00:02:22.000
And then a couple of notes on accessibility for folks who need or want it, there is closed captioning available.


24
00:02:22.000 --> 00:02:28.000
And this session is being interpreted into ASL, and you'll see our interpreting team on screen.


25
00:02:28.000 --> 00:02:38.000
Along with the presenters. Also, a note about AI transcription. DESE does not authorize AI transcription tools.


26
00:02:38.000 --> 00:02:47.000
Next slide, please. Uh, before the session, you should have received the slides from MCAS events at Cognea.org.


27
00:02:47.000 --> 00:02:51.000
If you didn't get the slides, we're posting them in the chat now.


28
00:02:51.000 --> 00:02:58.000
And if you still are not able to access them, please ask us in the Q&A. We'll make sure that you have them.


29
00:02:58.000 --> 00:03:03.000
And then after the session, we also want to make sure that you have the slides easily available.


30
00:03:03.000 --> 00:03:12.000
We'll send them again by email. And then we'll also post them in the MCAS Resource Center, and we'll post that along with the recording.


31
00:03:12.000 --> 00:03:21.000
That should take about a week to post. And, usually it takes a little bit sooner for us to just email that out to folks.


32
00:03:21.000 --> 00:03:28.000
So with that brief intro, I want to turn this over now to Shannon, who will walk through the agenda.


33
00:03:28.000 --> 00:03:34.000
Thank you, Jodie, and good morning, everyone. So, this is what we will be covering during today's presentation.


34
00:03:34.000 --> 00:03:37.000
We're going to start with an overview of the student registration process.


35
00:03:37.000 --> 00:03:45.000
talk through how to prepare your student registration file, how to import it, what to do after you import it into the MCAS Portal.


36
00:03:45.000 --> 00:03:48.000
We will finish up with some resources, support, and next steps.


37
00:03:48.000 --> 00:03:58.000
And then, if we have time, we like to finish with what we call sandbox time, and this is an opportunity for folks to ask to see demonstrations done again.


38
00:03:58.000 --> 00:04:05.000
and also an additional opportunity for questions. I want to note that, sorry, before we move on to this poll.


39
00:04:05.000 --> 00:04:13.000
Uh, I want to note that. This training is going to focus on student registration and not other MCAS Portal tasks.


40
00:04:13.000 --> 00:04:19.000
So you may have questions about future MCAS Portal tasks, including things like enrollment transfers or creating classes.


41
00:04:19.000 --> 00:04:25.000
That's not going to be covered in the bulk of today's session, but we do have upcoming trainings for that.


42
00:04:25.000 --> 00:04:32.000
I also want to note, uh, that we will talk through the student registration windows in some upcoming slides.


43
00:04:32.000 --> 00:04:39.000
But want to recognize that these windows have not yet opened, and so you haven't yet seen your student registration files.


44
00:04:39.000 --> 00:04:47.000
This training is meant to be an overview of the process. We do demonstrations and post the recording so that you can refer back to it.


45
00:04:47.000 --> 00:04:50.000
Once you have your own files and you're working with them.


46
00:04:50.000 --> 00:04:55.000
We do, however, also have an upcoming office hours session at the end of this month.


47
00:04:55.000 --> 00:05:05.000
So, when you start this process, if you're going through it and you find that you have questions, I'd encourage you to sign up for that office hours session to come ask those questions.


48
00:05:05.000 --> 00:05:12.000
Once you get your hands on your actual student registration file and start doing the work.


49
00:05:12.000 --> 00:05:19.000
If we go to the next slide, to start us off, we have just a couple of quick poll questions to see who is with us here this morning.


50
00:05:19.000 --> 00:05:23.000
So first, if you could take a moment to enter in what your role is.


51
00:05:23.000 --> 00:05:32.000
Are you a district test coordinator, school test coordinator, principal, school counselor? Are you technology staff, other district staff, or other school staff?


52
00:05:32.000 --> 00:05:42.000
And I'll pause for just a moment for folks to enter in their answers.


53
00:05:42.000 --> 00:05:46.000
And let's close the poll.


54
00:05:46.000 --> 00:05:56.000
All right, majority of folks here, 52%, are school test coordinators. Next, at 27%, we have principals at 19%, we have district test coordinators.


55
00:05:56.000 --> 00:05:59.000
Uh, and then the rest of these are between 1% and 10%.


56
00:05:59.000 --> 00:06:07.000
that's helpful for us to know. And then one other poll question on the next slide.


57
00:06:07.000 --> 00:06:13.000
about your experience level. So, how many years have you coordinated MCAS test administration? Is this your first year?


58
00:06:13.000 --> 00:06:19.000
Have you done this for one year, 2 to 3 years, 4 to 5 years, or 6 or more years? And again, I'll.


59
00:06:19.000 --> 00:06:27.000
Wait just a moment for folks to enter in their answers.


60
00:06:27.000 --> 00:06:33.000
And let's close the poll.


61
00:06:33.000 --> 00:06:37.000
Okay, we have… An interesting split here, 37% have been.


62
00:06:37.000 --> 00:06:40.000
Uh, coordinating test administration for 6 or more years.


63
00:06:40.000 --> 00:06:46.000
And 31% are brand new, first year. Uh, and then the rest are somewhere in between.


64
00:06:46.000 --> 00:06:54.000
Um, so like Judy said, this,  training is geared towards new folks. It's a nice refresher for folks who are returning.


65
00:06:54.000 --> 00:07:01.000
but as we move on to the next section, which is, overview of the student registration process.


66
00:07:01.000 --> 00:07:09.000
And the next slide. Uh, this is primarily for folks who are returning. So, what is new for 2026? Well.


67
00:07:09.000 --> 00:07:19.000
If you did student registration last year, uh, the good news is, pretty much nothing has changed. Uh, the process is going to remain the same as it was in Spring 25.


68
00:07:19.000 --> 00:07:28.000
We do have a new feature that we'll demonstrate today, which is an accommodations export, which is a new way for schools to verify that accommodations have been assigned correctly.


69
00:07:28.000 --> 00:07:34.000
Uh, there are some other new updates in the portal and kiosk that don't pertain to student registration.


70
00:07:34.000 --> 00:07:39.000
And you can find a description of those at the link on this slide.


71
00:07:39.000 --> 00:07:47.000
Next slide. So, here's an overview of the tasks, the timeline, so to speak, that, uh, test.


72
00:07:47.000 --> 00:07:52.000
administration, excuse me, test coordinators will be completing in the MCAS Portal for test administration.


73
00:07:52.000 --> 00:08:00.000
And you can see here, we're at one of the very first tasks that you'll be completing. Uh, student registration, like I said, is what you'll be covering today.


74
00:08:00.000 --> 00:08:05.000
There are other tasks, uh, that you will be completing as time moves on, and we approach administration.


75
00:08:05.000 --> 00:08:09.000
For example, creating classes at 2 weeks and scheduling classes at one week.


76
00:08:09.000 --> 00:08:13.000
this is just a reference sign for you to refer back to.


77
00:08:13.000 --> 00:08:20.000
Next slide. Alright, so for new folks in particular, what is student registration?


78
00:08:20.000 --> 00:08:28.000
It is a collection of student-level data. It includes student demographic information, including student names, state of birth, SASIDs.


79
00:08:28.000 --> 00:08:34.000
And information on accommodations that a student will be using during testing.


80
00:08:34.000 --> 00:08:41.000
The student registration process is used to determine what the initial shipments of materials will be.


81
00:08:41.000 --> 00:08:49.000
And those initial shipments of materials include test administration manuals for both computer-based and paper-based testing.


82
00:08:49.000 --> 00:09:00.000
For paper-based testing, it also determines the student ID labels that will be shipped, as well as the paper-based test and answer booklets.


83
00:09:00.000 --> 00:09:07.000
Uh, a note at the bottom here that both school and district test coordinators have the ability to complete student registration.


84
00:09:07.000 --> 00:09:10.000
as well as technology coordinators in the MCAS Portal.


85
00:09:10.000 --> 00:09:22.000
Next slide. We have a number of resources to help you complete student registration in addition to this training today, which Jodie said will be posted to the MCAS Resource Center.


86
00:09:22.000 --> 00:09:29.000
We recently reorganized our MCAS Portal guides based on feedback from schools and districts.


87
00:09:29.000 --> 00:09:36.000
Uh, and put them all into one overarching guide to the MCAS Portal, which is now located on the MCAS Resource Center.


88
00:09:36.000 --> 00:09:41.000
Within that overarching guide to the MCAS Portal, we have also posted excerpts.


89
00:09:41.000 --> 00:09:45.000
Uh, based on different tasks that you'll need to complete in the portal.


90
00:09:45.000 --> 00:09:49.000
And so, on the MCAS Resource Center, at this link.


91
00:09:49.000 --> 00:09:55.000
Uh, you will want to navigate to Part 3 of that guide, which is Student Registration.


92
00:09:55.000 --> 00:10:00.000
And this is essentially the same guide that we used to call the MCAS Student Registration Guide.


93
00:10:00.000 --> 00:10:05.000
That guide includes step-by-step instructions for completing this process, including screenshots.


94
00:10:05.000 --> 00:10:13.000
It also includes instructions if you need to update student information after the initial student registration.


95
00:10:13.000 --> 00:10:16.000
And we called out a couple of sections here in particular.


96
00:10:16.000 --> 00:10:25.000
Section D of that guide, you will definitely want to have next to you. Uh, it describes how to fill out each column of the student registration file.


97
00:10:25.000 --> 00:10:33.000
And then Section E also, we're going to touch on form-dependent accommodations a bit in this presentation a bit later on.


98
00:10:33.000 --> 00:10:37.000
Uh, but information on those accommodations is also available in the guide.


99
00:10:37.000 --> 00:10:49.000
There are a couple of other resources that are linked here for you as well, including a template to use if you are… if you will not be using the file that Jesse gives to you, if you're starting from a blank template.


100
00:10:49.000 --> 00:10:52.000
And all of these are available on the Resource Center.


101
00:10:52.000 --> 00:11:01.000
Next slide. Here's just a screenshot, of what the guide looks like. I was just talking about the student.


102
00:11:01.000 --> 00:11:06.000
Part D, excuse me, of the student registration. The guide to the MCAS Portal.


103
00:11:06.000 --> 00:11:15.000
And this is just what it looks like, so it just shows you, uh, for each column, how you're filling in that column, what the expected values are, and a description of it.


104
00:11:15.000 --> 00:11:23.000
Next slide. Alright, so we've talked about what student registration is, and what its purpose is. So here are the steps.


105
00:11:23.000 --> 00:11:30.000
An overview of the steps, a high-level view of what you will be doing to complete student registration.


106
00:11:30.000 --> 00:11:34.000
And these we're going to get into in detail, uh, today.


107
00:11:34.000 --> 00:11:39.000
So, step one is to download the file prepared by DESE from Dropbox Central.


108
00:11:39.000 --> 00:11:48.000
Step 2 is to edit that file by deleting students who won't be participating in testing, and adding students who were not in the file and will be testing.


109
00:11:48.000 --> 00:11:56.000
Step 3 is also editing the file by updating accessibility features and accommodations as needed.


110
00:11:56.000 --> 00:12:00.000
Step 4 is saving that file and importing it into the MCAS Portal.


111
00:12:00.000 --> 00:12:05.000
Step 5, we will resolve any errors that might happen when you import the file.


112
00:12:05.000 --> 00:12:10.000
And that's step 6 is, if needed, uh, you can update student information afterwards.


113
00:12:10.000 --> 00:12:18.000
So again, these are the overarching steps. We are going to get into them in detail, uh, in the later parts of today's presentation.


114
00:12:18.000 --> 00:12:26.000
Next slide. Alright, a little more about the purpose and the timeline for student registration.


115
00:12:26.000 --> 00:12:32.000
Uh, so this slide answers the question, why and when should we update student registration?


116
00:12:32.000 --> 00:12:38.000
During the initial student registration window, which are upcoming, you can add students, uh, like I just said.


117
00:12:38.000 --> 00:12:52.000
remove students, edit accommodations, and edit demographic information. After the student, excuse me, initial student registration window, uh, you'll see on our statewide testing schedule that there's an extended window for computer-based testing.


118
00:12:52.000 --> 00:13:01.000
Uh, so, folks who are doing only computer-based testing can continue to add students, remove students, edit accommodations, and edit demographic information.


119
00:13:01.000 --> 00:13:05.000
For paper-based students, these changes can also be made.


120
00:13:05.000 --> 00:13:14.000
However, you may need to order additional paper-based tests. If you are registering students or changing paper-based registrations.


121
00:13:14.000 --> 00:13:18.000
because we use the initial student registration file, we take.


122
00:13:18.000 --> 00:13:24.000
Uh, the information that has been completed by the registration deadline to determine the shipment.


123
00:13:24.000 --> 00:13:32.000
So, if you make any updates to PBT after that deadline, you may need to order additional paper-based tests.


124
00:13:32.000 --> 00:13:38.000
During the test administration window, uh, again, you can continue to update information and student registration.


125
00:13:38.000 --> 00:13:43.000
But there may be additional steps for some accommodations, which we'll get to.


126
00:13:43.000 --> 00:13:49.000
And then there's a deadline that you see on the statewide testing schedule for updating student registration information.


127
00:13:49.000 --> 00:13:59.000
and so after testing, if you need to edit accommodations that weren't used, or if there's additional demographic information that needs to be edited, you can do that.


128
00:13:59.000 --> 00:14:09.000
Next. So here we have the deadlines. These were taken directly from the statewide testing schedule, which is linked here for you.


129
00:14:09.000 --> 00:14:17.000
the statewide testing schedule also includes those extended windows, the deadlines for CBT, and the final deadline for updating information.


130
00:14:17.000 --> 00:14:21.000
Uh, so I won't talk through each of these, but this is here as a reference.


131
00:14:21.000 --> 00:14:29.000
and as you can see, our spring administrations have the registration windows coming up in the next couple of weeks.


132
00:14:29.000 --> 00:14:38.000
Next slide. I want to just briefly talk through, some accessibility and accommodations information.


133
00:14:38.000 --> 00:14:45.000
Because you will be filling in, uh, accessibility and accommodations information in the student registration file.


134
00:14:45.000 --> 00:14:55.000
So the accessibility and Accommodations Manual for 25-26 was recently posted to the DESE website, and you can access it at this link here.


135
00:14:55.000 --> 00:15:01.000
The accessibility and accommodations manual includes all accommodations that students can use.


136
00:15:01.000 --> 00:15:06.000
However, not all accommodations need to be entered in the student registration file.


137
00:15:06.000 --> 00:15:14.000
You'll find that there's this SR designation, the red SR that you see here stands for Student Registration.


138
00:15:14.000 --> 00:15:21.000
in the Accessibility and accommodations manual, and that. indicates which accommodations have to be entered.


139
00:15:21.000 --> 00:15:27.000
in the student registration file. There's a subset of those that you'll see with this.


140
00:15:27.000 --> 00:15:32.000
second notation here, the FD in orange, which stands for Form Dependent.


141
00:15:32.000 --> 00:15:37.000
that are particularly important to assign correctly before testing.


142
00:15:37.000 --> 00:15:39.000
 and we'll get to that on the next slide.


143
00:15:39.000 --> 00:15:45.000
And then just to note that Appendix A in this manual does provide a crosswalk of the accessibility features.


144
00:15:45.000 --> 00:15:55.000
and the columns that each of those accessibility features and accommodations, uh, correspond to in the student registration file.


145
00:15:55.000 --> 00:16:00.000
So, what are form-dependent accommodations? I'm not going to get super into this, but.


146
00:16:00.000 --> 00:16:06.000
uh, want to stress that form-dependent accommodations. are really important.


147
00:16:06.000 --> 00:16:16.000
for test coordinators to assign correctly before testing. They're a small subset of accommodations, and they're listed out here, so they include things like Spanish/English.


148
00:16:16.000 --> 00:16:23.000
or ASL video, but if they're not assigned correctly, and a student logs into the test.


149
00:16:23.000 --> 00:16:35.000
The student test would need to be stopped. voided, and then a new test needs to be started for the student, because there's no way to edit that test to add these accommodations.


150
00:16:35.000 --> 00:16:40.000
So, uh, if you've been in MCAS administration before, and you've had this happen.


151
00:16:40.000 --> 00:16:54.000
You know that this can be a huge headache, it's frustrating for the teacher, for the student, for the test coordinator, because you're scrambling day of to assign the student a new test, and now the student may need to retake a part of that test.


152
00:16:54.000 --> 00:17:01.000
 so just really important to make sure these are assigned correctly before a student starts testing.


153
00:17:01.000 --> 00:17:11.000
Next slide. On these next few slides, I'm not going to walk through each of these, but each of these accommodations.


154
00:17:11.000 --> 00:17:17.000
are the ones that are required to be entered into the student registration file.


155
00:17:17.000 --> 00:17:24.000
So if we just flip through here, you can see that some of these are marked as form-dependent.


156
00:17:24.000 --> 00:17:37.000
If we go on to the next slide, These are just accommodations continued. So these are just here for your reference, if you want a list of all the accommodations that need to be entered into the student registration file.


157
00:17:37.000 --> 00:17:43.000
Next slide. And we can go to the next slide.


158
00:17:43.000 --> 00:17:51.000
Alright, so, little check for understanding poll, see if you're listening, and also if I explained it well enough.


159
00:17:51.000 --> 00:17:57.000
So, what will happen if form-dependent accommodations are not assigned correctly.


160
00:17:57.000 --> 00:18:02.000
Prior to testing. A, the student will not be able to complete testing.


161
00:18:02.000 --> 00:18:09.000
B, the MCAS Student Kiosk will shut down. see, the student will receive the wrong grade level test.


162
00:18:09.000 --> 00:18:13.000
Or D, the student test will need to be stopped.


163
00:18:13.000 --> 00:18:18.000
a new test setup, and the student may need to retake a portion of the test.


164
00:18:18.000 --> 00:18:30.000
So I'll pause for just a moment for folks to enter in their answers.


165
00:18:30.000 --> 00:18:39.000
And let's close the poll. Okay, yay! Excellent check for understanding. 97% got this right.


166
00:18:39.000 --> 00:18:46.000
The answer is D. Form-dependent accommodations, if not assigned correctly, the student test needs to be stopped.


167
00:18:46.000 --> 00:18:56.000
A new test will need to be set up, and the student may need to retake a portion of the test. A big headache that we definitely want to avoid, if possible.


168
00:18:56.000 --> 00:19:04.000
All right, and that brings us to our first Q&A, so I'll pause here and ask Jodie if there are any questions that you want to call out.


169
00:19:04.000 --> 00:19:11.000
Great, thank you, Shannon. we'll let you take a breath for now. There are a few questions here.


170
00:19:11.000 --> 00:19:16.000
, we'll go through the questions that were asked, we'll see if we have time for any additional ones.


171
00:19:16.000 --> 00:19:22.000
Um, and I will call them out loud. I think they're primarily.


172
00:19:22.000 --> 00:19:29.000
Uh, for Abbie to help answer, but we'll see, Who was able to answer them, or if we need to take them back.


173
00:19:29.000 --> 00:19:33.000
and get some answers by the time we send out the Q&A.


174
00:19:33.000 --> 00:19:39.000
So the first question is. asking about the file that DESE provides.


175
00:19:39.000 --> 00:19:55.000
Uh, with data from last year, or if. Uh, folks want to load student registration now, can they do so with their own file?


176
00:19:55.000 --> 00:20:16.000
From a technical perspective, yes, if you want to build your own file and upload that into the MCAS Portal, you are at liberty to do that, but, DESE, do you… How many, concerns you want to bring up about that?


177
00:20:16.000 --> 00:20:26.000
Shannon or Julia, do you have any thoughts on that to share right now?


178
00:20:26.000 --> 00:20:32.000
I think I would say, just in terms of SIMS data.


179
00:20:32.000 --> 00:20:38.000
That or demographic data. that if it's wrong.


180
00:20:38.000 --> 00:20:44.000
if the SIMS data is wrong, then you might run into some trouble if you just.


181
00:20:44.000 --> 00:20:51.000
input your own. So it might be beneficial just to look over our file?


182
00:20:51.000 --> 00:20:53.000
That would be the only input.


183
00:20:53.000 --> 00:21:01.000
That's a great note. Yeah, thank you, Julia. So, we'll get to this, when we talk about the files.


184
00:21:01.000 --> 00:21:07.000
If the data is wrong in the files that we have, you'll want to make sure to update.


185
00:21:07.000 --> 00:21:18.000
your data with your district SIMS coordinator. And I guess that's a great point. If you do it on your own, make sure to look over our data, and if you find any problems.


186
00:21:18.000 --> 00:21:25.000
Again, contact your SIMS coordinator. Shannon, I saw you come off mute. Was there anything you want to add to that?


187
00:21:25.000 --> 00:21:36.000
I was just going to say, typically, in about a week before the registration window opens, we include information about the upcoming registration window in the Student Assessment Update.


188
00:21:36.000 --> 00:21:39.000
So if there are any, uh, if there's any.


189
00:21:39.000 --> 00:21:45.000
news or anything about participation requirements, or any additional guidance, that would be coming out.


190
00:21:45.000 --> 00:21:51.000
right before the window, so it may make sense to wait just in case there is any information that you want to.


191
00:21:51.000 --> 00:21:55.000
Uh, be sure to consider when submitting the file.


192
00:21:55.000 --> 00:22:00.000
Great. Thank you, Shannon. I think that answers another question that's asked.


193
00:22:00.000 --> 00:22:10.000
When are you posting the files to Dropbox? And that is, I think, Shannon, you just said, just before registration, is that right?


194
00:22:10.000 --> 00:22:21.000
The files are typically posted on or about the first day of the window. So if the window opens on January 20th, you should expect to see the file by the morning of January 20th.


195
00:22:21.000 --> 00:22:30.000
Awesome, thank you. Okay, this next question, I think, Abbie, is for you, uh, to start again.


196
00:22:30.000 --> 00:22:35.000
Can the accommodation export be completed at the district level for all schools?


197
00:22:35.000 --> 00:22:42.000
Or is this a school-level feature that district coordinators will run school by school?


198
00:22:42.000 --> 00:22:45.000
It's available at the district level as well.


199
00:22:45.000 --> 00:22:54.000
Awesome, thank you. Uh, the next question folks are really getting, uh, in the details very quickly.


200
00:22:54.000 --> 00:23:01.000
Can we upload students multiple times. as long as the class name stays blank.


201
00:23:01.000 --> 00:23:04.000
And we'll get to the class name and all the details coming up.


202
00:23:04.000 --> 00:23:08.000
The question is, will this create multiple records?


203
00:23:08.000 --> 00:23:14.000
Or will doing this only update the existing records?


204
00:23:14.000 --> 00:23:21.000
It will update the existing records. you can't add the student to the portal more than once.


205
00:23:21.000 --> 00:23:28.000
Awesome. Thanks, Abbie. There is a question about the formatting of columns.


206
00:23:28.000 --> 00:23:40.000
And, there were some formatting issues that. They were calling out, I'm not sure if…, this will be covered coming up.


207
00:23:40.000 --> 00:23:48.000
So, stay tuned and if we don't get at exactly what you need about formatting, please ask us.


208
00:23:48.000 --> 00:23:57.000
in a different way, and I think the last question for now is, 


209
00:23:57.000 --> 00:24:03.000
How do we make sure that all students are getting the correct accommodations? And this really ties to the.


210
00:24:03.000 --> 00:24:09.000
last, uh, few slides that Shannon was asking. I think this is a great question.


211
00:24:09.000 --> 00:24:17.000
If folks want to put in the chat, or rather in the Q&A, what you do in your district or in your school.


212
00:24:17.000 --> 00:24:26.000
How you make sure to connect the dots with students' accommodations, whether that's, asking your special education directors.


213
00:24:26.000 --> 00:24:34.000
Whether that's referring to your student's IEPs, there is a question here, how to get the correct accommodations.


214
00:24:34.000 --> 00:24:42.000
on test day. So, with that, we'll turn this back over to the presentation, and.


215
00:24:42.000 --> 00:24:51.000
We'll have additional Q&A breaks later on in today's session.


216
00:24:51.000 --> 00:25:00.000
Great, all right, so, Our next section of the presentation is going to be on preparing the initial file for import, which some of you have already.


217
00:25:00.000 --> 00:25:19.000
Submitted great questions about. So, if we go on to the next slide… We're going to be focusing on these first four steps that I gave an overview of earlier, so this was your overview of the steps to complete student registration, and in this section, we're focusing on these first four.


218
00:25:19.000 --> 00:25:28.000
Next slide. So, these are the two websites that you will use for the student registration process.


219
00:25:28.000 --> 00:25:33.000
The DESE Security Portal is where DESE will put the student registration files.


220
00:25:33.000 --> 00:25:40.000
that you'll use as the basis for your student registration file that you are importing into the portal.


221
00:25:40.000 --> 00:25:49.000
Uh, the DESE Security Portal is linked here. And if you're not able to access the security portal, you will want to contact your directory administrator.


222
00:25:49.000 --> 00:25:59.000
Uh, they're the ones who control the permissions for the security portal, and you can find a link of, uh, excuse me, a list of all directory administrators at this link.


223
00:25:59.000 --> 00:26:03.000
The second website that you'll be using is the MCAS Portal.


224
00:26:03.000 --> 00:26:11.000
Uh, this is where you are importing the file, so you're getting it from the Jesse Security Portal, you're making edits to it, and then you're importing it into the MCAS Portal.


225
00:26:11.000 --> 00:26:25.000
Uh, the MCAS Portal is linked here, and we just want to make sure you are double checking that you are importing your file into the MCAS Portal, and not the MCAS Training Site. The training site is used as a practice site.


226
00:26:25.000 --> 00:26:30.000
not for live testing, so you'll just want to double check that you're in the correct site.


227
00:26:30.000 --> 00:26:41.000
Next slide. a few FAQs about this, these topics. Uh, so, question one, what if you're not able to log into the MCAS Portal?


228
00:26:41.000 --> 00:26:47.000
If you've logged in before, if you know your username and not your password, there is a forgot password link.


229
00:26:47.000 --> 00:26:54.000
If it's not that issue, maybe you don't have an account, maybe you're not sure if you have an account.


230
00:26:54.000 --> 00:26:59.000
There is a table here on this slide that tells you who to go to for support.


231
00:26:59.000 --> 00:27:05.000
So if you're a test administrator or school-level tech coordinator, you'll go to your principal or school test coordinator.


232
00:27:05.000 --> 00:27:09.000
Uh, if you're at the school level as a principal or test coordinator.


233
00:27:09.000 --> 00:27:12.000
You will go to your district test coordinator.


234
00:27:12.000 --> 00:27:19.000
And if you are a district test coordinator, and you're having issues with your account, you can contact the MCAS Service Center.


235
00:27:19.000 --> 00:27:28.000
There is a part in the user guide for MCAS Portal user management, so question two, what if you need to create more users for the MCAS Portal?


236
00:27:28.000 --> 00:27:32.000
There are step-by-step instructions in this part of the guide.


237
00:27:32.000 --> 00:27:36.000
Uh, and it is linked on the MCAS Resource Center.


238
00:27:36.000 --> 00:27:44.000
And then, what if you're not able to log into the DESE security portal, or what if you can't find Dropbox, which is where the file is posted.


239
00:27:44.000 --> 00:27:50.000
in the DESE security portal. Again, those questions would go back to your district directory administrator.


240
00:27:50.000 --> 00:27:59.000
Uh, that list is linked here as well. Those are the folks who are able to control the permissions for the security portal and the Dropbox.


241
00:27:59.000 --> 00:28:03.000
To give you access, so you can go in and grab your files.


242
00:28:03.000 --> 00:28:11.000
And with that, I'm going to pass this over to Julia to talk a little more about the security portal.


243
00:28:11.000 --> 00:28:16.000
Uh, great. So, I'm going to take you through how to find your registration file.


244
00:28:16.000 --> 00:28:24.000
The first step will be to log into the security portal, and the link is there as well, one more time, so you can find it.


245
00:28:24.000 --> 00:28:27.000
The front page will look something like this.


246
00:28:27.000 --> 00:28:33.000
We can move over to the next slide, please.


247
00:28:33.000 --> 00:28:41.000
You when accessing your Dropbox, you'll enter. Enter your username and password.


248
00:28:41.000 --> 00:28:44.000
You'll see the Dropbox listed on the application list.


249
00:28:44.000 --> 00:28:52.000
You’ll select Dropbox Central. You want to select the 2026 data for MCAS.


250
00:28:52.000 --> 00:28:59.000
and then here's the, sort of, the big aspect, a lot of the calls that I get about, I can't find my file.


251
00:28:59.000 --> 00:29:07.000
If you really want to, make sure that you're clicking the outbox, not the inbox, to find your file.


252
00:29:07.000 --> 00:29:18.000
Next slide, please. Um, one more item of note, there are some schools that have quite a few amount of files.


253
00:29:18.000 --> 00:29:27.000
They are, there are multiple pages for Dropbox, so if you don't find it on page 1.


254
00:29:27.000 --> 00:29:33.000
You can find it on page 2. Also, the, um, gray band at the top.


255
00:29:33.000 --> 00:29:39.000
you can kind of search for, if you want to look for the most recently.


256
00:29:39.000 --> 00:29:44.000
place file in the outbox, you can click that modified.


257
00:29:44.000 --> 00:29:51.000
filter, and it should filter by, Instead of, name a file, it should filter by.


258
00:29:51.000 --> 00:29:58.000
The date that the file was imported into the outbox.


259
00:29:58.000 --> 00:30:17.000
Uh, next slide, please. for the .CSV file, It will, again, it will be available on the first day of the student registration window. You want to save it to your computer. The only big note that I would save.



260
00:30:17.000 --> 00:30:26.000
Say about this, which Jodie mentioned before. is, there are columns that are padded out with zeros.


261
00:30:26.000 --> 00:30:32.000
So usually, if you open it up in Excel, it'll ask you if you want to convert.


262
00:30:32.000 --> 00:30:41.000
Numbers, into numbers, you want to say no, and that will keep those padded zeros for particular columns.


263
00:30:41.000 --> 00:30:52.000
Um, if you don't. You want, you probably want to re-download that file, because, sometimes, Excel will automatically save those files.


264
00:30:52.000 --> 00:31:00.000
And so it keeps it, in terms of numbers instead of the text, columns that we want those to be.


265
00:31:00.000 --> 00:31:08.000
the .CSV files are going to reflect enrollment about 2 or 3 weeks before.


266
00:31:08.000 --> 00:31:15.000
the opening of the window. the first year EL status, which is based off of SIMS.


267
00:31:15.000 --> 00:31:20.000
is populated in column P, just for your reference, though.


268
00:31:20.000 --> 00:31:27.000
We, on the data team, populate your,.CSV files.


269
00:31:27.000 --> 00:31:33.000
They're based off of, past administrations, so for the most part.


270
00:31:33.000 --> 00:31:42.000
It's based off of last year's test, except for, grade 10 that will be based off of the spring 2024 tests.


271
00:31:42.000 --> 00:31:53.000
next slide, please. A big question is usually what happens if I have a student and they don't have a SASID.


272
00:31:53.000 --> 00:31:55.000
There are a couple things that you can do.


273
00:31:55.000 --> 00:32:01.000
the first place that I would check is the Edwin PR600 report.


274
00:32:01.000 --> 00:32:04.000
And see if that student actually already has assessed.


275
00:32:04.000 --> 00:32:11.000
if you can't find that student in that report, you would contact your district SIMS.


276
00:32:11.000 --> 00:32:18.000
and see if that student has a prior SASID from a prior school.


277
00:32:18.000 --> 00:32:29.000
Or they would, uh, create a new SASID. If they, if you don't have the student's SASID by the time of, the file port.


278
00:32:29.000 --> 00:32:40.000
import deadline. Um, you can create a fake SASID. We just want to make sure that it doesn't get mixed up with a real asset, so we want that SASID to be 10 digits.


279
00:32:40.000 --> 00:32:47.000
But it'll start with an 8 instead of, um, the normal SASIDs are start off with 10.


280
00:32:47.000 --> 00:32:55.000
Next slide. And I'm going to hand it off to Abbie.


281
00:32:55.000 --> 00:33:09.000
Great. Thank you, Julia. So, uh, we are going to go over a number of demonstrations right now, and these are all tasks that you'll need to complete before you begin importing the file into the MCAS Portal.


282
00:33:09.000 --> 00:33:17.000
So, number one is going to be locating part 3 of the guide to the MCAS Portal on student registration.


283
00:33:17.000 --> 00:33:23.000
Then we're going to talk about opening that  .CSV file that you downloaded from Dropbox Central.


284
00:33:23.000 --> 00:33:28.000
We'll talk about how to retain leading zeros, which Julia already alluded to.


285
00:33:28.000 --> 00:33:35.000
We'll also go over how to add or remove rows for students who will or will not participate.


286
00:33:35.000 --> 00:33:46.000
Um, we'll talk about how to utilize that column P information to remove, um, any first-year ELs who will not participate in the ELA tests.


287
00:33:46.000 --> 00:33:52.000
We'll also talk about for your high school science students, how to add test codes.


288
00:33:52.000 --> 00:33:56.000
How to update a student's accommodation in the file.


289
00:33:56.000 --> 00:34:12.000
how to ensure the formatting of the cells are correct, and in particular, retaining those leading zeros for the district and school codes, um, and the grades, and making sure that the date of birth is in the proper format.


290
00:34:12.000 --> 00:34:24.000
And then, of course, we'll also cover how to make sure that this file is saved in a  .CSV format and not Excel or Google Sheets or a pipe delimited, or something like that.


291
00:34:24.000 --> 00:34:42.000
So, for now, I'm going to log into the portal, because I want to show you how to get to the MCAS Resource Center.


292
00:34:42.000 --> 00:34:51.000
If you don't already have the Resource Center. Uh, bookmarked in your browser, I would highly recommend doing that.


293
00:34:51.000 --> 00:35:02.000
It just makes it easier to find it and locate it when you need it, as opposed to logging into the portal each time. Um, but the first place I'm going to go is here to the MCAS Portal.


294
00:35:02.000 --> 00:35:11.000
And then we have a variety of guides for student registration. We have just the data definitions file.


295
00:35:11.000 --> 00:35:26.000
Um, this tells you exactly what information goes into each column of the student registration data, what the… Um, formats are… that are allowed, um, the expected values.


296
00:35:26.000 --> 00:35:41.000
etc. We also have a blank. file templates, if you are starting from scratch instead of starting with the .CSV that you downloaded from the DESE security portal.


297
00:35:41.000 --> 00:35:49.000
Um, but the… Part 3 of the Guide to the MCAS Portal is right here with student registration.


298
00:35:49.000 --> 00:35:54.000
You just click on that, and the PDF excerpt is right there.


299
00:35:54.000 --> 00:36:00.000
Um, so I would highly recommend that you have this help guide open, the data definitions open.


300
00:36:00.000 --> 00:36:09.000
Um, while you're trying to edit your file. So now we're going to jump over to the  .CSV file.


301
00:36:09.000 --> 00:36:21.000
Um, I've created a demo file here, just like, um, what might be there for, uh… For those of you in the field, downloading those from the DESE security portal.


302
00:36:21.000 --> 00:36:43.000
And there's a couple of things that I want to talk about first. So, number one is making sure that for the district and school code, and let me expand my… columns here. The district and school code, if there's any leading zeros, you need to make sure that those are included. Um, and you can just highlight those columns.


303
00:36:43.000 --> 00:36:48.000
Select Format Cells. Click on Custom.


304
00:36:48.000 --> 00:36:57.000
And, um, I believe that those are all 8-digit numbers, so if you type in eight zeros, 1, 2, 3, 4, 5, 6, 7, 8.


305
00:36:57.000 --> 00:37:02.000
it will automatically make sure that all of the data in those two columns.


306
00:37:02.000 --> 00:37:11.000
contains 8, uh, characters. For my demo purposes, my org codes are a little bit different than yours, so I don't want to.


307
00:37:11.000 --> 00:37:24.000
save that change right now. Uh, the next one is going to be the student grade and making sure that that is always two digits. You can see it's 03 instead of just 3.


308
00:37:24.000 --> 00:37:35.000
Again, we'll click on Format Cells. And this will be 2 digits, just 0, 0.


309
00:37:35.000 --> 00:37:43.000
Um, and then last is the date of birth column, and again, we're going to format cells.


310
00:37:43.000 --> 00:37:46.000
And then we want to make sure that under date.


311
00:37:46.000 --> 00:38:02.000
We are putting… month, month… Hold on, sorry, under column… Under custom, month, day, day, year, year.


312
00:38:02.000 --> 00:38:11.000
And that'll make sure that if there are any leading zeros in the day or the… month that that is maintained correctly.


313
00:38:11.000 --> 00:38:25.000
Now, the next thing that you'll need to be, um… Concerned about is going through and making sure that you have all of the appropriate students in your files. So, maybe there is a student that has left.


314
00:38:25.000 --> 00:38:34.000
your school and no longer needs to be registered, you would need to locate that student and remove them from the.


315
00:38:34.000 --> 00:38:43.000
file. You can just highlight it and click delete, um, or you can delete the content in that row.


316
00:38:43.000 --> 00:38:51.000
Uh, you can also… any… add any new students who have entered into your school or district.


317
00:38:51.000 --> 00:39:01.000
Um, you would just copy in the district and school code, type in their SASID and their student grade, and fill in all of their demographic information.


318
00:39:01.000 --> 00:39:11.000
Um, I do want to point out a couple of things. This registration is per test code, so you'll see here that I have.


319
00:39:11.000 --> 00:39:20.000
This 3rd grade student registered for ELA03. And then I also have them registered for Math 03.


320
00:39:20.000 --> 00:39:26.000
And that's to make sure that they are registered for both of those.


321
00:39:26.000 --> 00:39:34.000
tests. Um, so it's… every student is going to have multiple rows of data, so you'll want to make sure that you are editing the correct row.


322
00:39:34.000 --> 00:39:54.000
This is particularly important when we're talking about accommodations. There are some accommodations that are just for ELA, and some accommodations that are for the other subjects. So make sure that when you are filling in an accommodation, that you are filling it in for the correct test code as well.


323
00:39:54.000 --> 00:40:00.000
So, for example, if this student has an accommodation for their math test.


324
00:40:00.000 --> 00:40:09.000
Um, maybe they get a graphic organizer. reference sheet, um, I would put a Y in the accommodation column.


325
00:40:09.000 --> 00:40:18.000
for that specific test. If they get that accommodation for both tests, I would also add a Y up here.


326
00:40:18.000 --> 00:40:29.000
For your high school students. You'll notice that the test code is going to be blank, and that is for you to fill in. So I have a 9th grade student here.


327
00:40:29.000 --> 00:40:36.000
And, uh, they are going to be taking the biology test, so I would put in bio SPR.


328
00:40:36.000 --> 00:40:43.000
And that indicates to the system that the student is going to be taking the biology test in June. If.


329
00:40:43.000 --> 00:40:52.000
I have that information already, great. If I have to wait until later in the spring to add it, I can do that as well.


330
00:40:52.000 --> 00:41:06.000
Additionally. Um, you'll want to make sure that, uh, you are removing any students who are not going to be taking their ELA test. If they are an EL first year student.


331
00:41:06.000 --> 00:41:17.000
So you would, again, just highlight that student. And you can actually, uh, if you have a longer list of students than I have here, you can actually sort on this column.


332
00:41:17.000 --> 00:41:22.000
and bring up all of the students who have a Y here in column P.


333
00:41:22.000 --> 00:41:32.000
And for their ELA record, just go through and remove all of those if they're not going to be taking the ELA test.


334
00:41:32.000 --> 00:41:43.000
Uh, and from here, I want to go ahead, I just want to check on this particular test code. I think I had that incorrect.


335
00:41:43.000 --> 00:41:55.000
And I'm going to click save. Uh, this is already saving in my computer as a  .CSV. If I wanted to double check that, I would click on Save As.


336
00:41:55.000 --> 00:42:00.000
And you want to make sure that you are saving it as a  .CSV.


337
00:42:00.000 --> 00:42:08.000
file. It should say . .CSV at the end of the file name, um, so that you make sure that you are.


338
00:42:08.000 --> 00:42:21.000
saving it correctly. You don't want to save it as an Excel file, or a PDF, or Pipe Delimited, or text, or anything else. It's gotta be saved as a .CSV.


339
00:42:21.000 --> 00:42:30.000
Let me make sure that's on my desktop. Okay. Uh, and with that, we're going to go back to the slide deck.


340
00:42:30.000 --> 00:42:46.000
Uh, for a quick recap slide. Um, this is essentially everything that we just went over. Um, so again, most of you will be logging into the security portal to find the  .CSV file that was provided to you in Dropbox Central.


341
00:42:46.000 --> 00:42:56.000
Uh, you will want to delete any rows of students who are not going to be participating and adding rows of students for new students who will participate.


342
00:42:56.000 --> 00:43:01.000
Make sure that you are adding a row for each student's test.


343
00:43:01.000 --> 00:43:11.000
Um, optionally, you can also utilize column P to remove any first-year EL students who are not going to be participating in the EL test.


344
00:43:11.000 --> 00:43:19.000
Um, and then you'll want to make sure that you're updating accommodations for each test and each student as necessary.


345
00:43:19.000 --> 00:43:27.000
for your high school science students, make sure that you're adding the appropriate test codes for the high school science tests.


346
00:43:27.000 --> 00:43:35.000
And then make sure that you are saving that updated file as a .CSV file.


347
00:43:35.000 --> 00:43:39.000
Shannon?


348
00:43:39.000 --> 00:43:43.000
Thanks, Abbie. We've got another check for understanding poll question here.


349
00:43:43.000 --> 00:43:50.000
Uh, so this goes back a few slides, but… Which two sites will you be using to complete student registration?


350
00:43:50.000 --> 00:43:53.000
Is it the MCAS Portal and  MCAS Training Site?


351
00:43:53.000 --> 00:43:56.000
the  MCAS Training Site and the MCAS Student Kiosk.


352
00:43:56.000 --> 00:44:04.000
the DESE security portal and the MCAS Portal. or the DESE Security Portal and the MCAS Student Kiosk.


353
00:44:04.000 --> 00:44:12.000
So again, I'll give folks just a moment to enter in their answers.


354
00:44:12.000 --> 00:44:17.000
And let's close the poll.


355
00:44:17.000 --> 00:44:26.000
All right, once again, we've got a great group of listeners here. The answer is C, the DESE Security Portal and the MCAS Portal are the two sites that you'll be using.


356
00:44:26.000 --> 00:44:36.000
to complete student registration. Alright, if we go on to the next slide… We've got another Q&A break here, so I'm going to look at the open questions.


357
00:44:36.000 --> 00:44:41.000
I see a couple of questions about the student registration file headers.


358
00:44:41.000 --> 00:44:45.000
Uh, the first one is asking if they have… if any of them have been changed.


359
00:44:45.000 --> 00:44:56.000
since last year, and I believe the answer is no, but Abbie, do you know off the top of your head, or is this something we should go back and double check?


360
00:44:56.000 --> 00:45:10.000
The column headers did not change. Um, we did change some of the allowed values, such as for grade, um, the grade SP is no longer available.


361
00:45:10.000 --> 00:45:14.000
Um, but the column headers themselves have not changed.


362
00:45:14.000 --> 00:45:21.000
Awesome, thank you. And then I see another question asking, are all available accommodations listed across the top ribbon?


363
00:45:21.000 --> 00:45:28.000
And by top ribbon, I'm assuming that you mean that first row of the student registration file that contains the column headers.


364
00:45:28.000 --> 00:45:36.000
So, I want to clarify that. That, uh, top row does contain all available accommodations that are necessary.


365
00:45:36.000 --> 00:45:41.000
to include in student registration. So you'll see things like.


366
00:45:41.000 --> 00:45:56.000
uh, human reader standard, uh, text-to-speech. word prediction. Um, there are other accommodations that are listed in the Accessibility and accommodations Manual that are not required for you to enter.


367
00:45:56.000 --> 00:46:09.000
or include in student registration. Um, I see a question about the PR600 report. Julia, the question is, where is it found? Is that something you're able to answer?


368
00:46:09.000 --> 00:46:15.000
Yeah, so, um, in the security portal, you will, instead of Dropbox, you'll click Edwin.


369
00:46:15.000 --> 00:46:20.000
reports, um, and then once you're in Editor and Reports, you can actually just.


370
00:46:20.000 --> 00:46:24.000
uh, type in the name of the report, and it should populate.


371
00:46:24.000 --> 00:46:30.000
Also, if you just type in SASID. It, the report should also populate.


372
00:46:30.000 --> 00:46:39.000
Awesome, thank you. see a couple of questions about what to enter in two different columns in the file, so I see a question on what are the.


373
00:46:39.000 --> 00:46:44.000
high school science test codes, and what is the code that you put in for accommodations.


374
00:46:44.000 --> 00:46:52.000
those questions are answered in these, uh, Part 3s of the MCAS Portal guide, student registration.


375
00:46:52.000 --> 00:47:01.000
So, I believe high school science codes for. spring, our B-I-O-S-P-R and P-H-Y-S-P-R.


376
00:47:01.000 --> 00:47:06.000
but those are listed in the, uh, Part D of.


377
00:47:06.000 --> 00:47:10.000
excuse me, Section B of Part 3 of the Guide to the MCAS Portal.


378
00:47:10.000 --> 00:47:19.000
and then same, the code for accommodations is usually a Y, but that does vary, I think, with some accessibility features and accommodations.


379
00:47:19.000 --> 00:47:26.000
So you would want to refer to that guide, because it does outline for each column what are the expected and allowed values.


380
00:47:26.000 --> 00:47:31.000
So you really, like Abbie said, you want to have that next to you, while you are.


381
00:47:31.000 --> 00:47:42.000
going through and filling out this file. I see a couple more questions, but I know we still have a lot to cover, uh, so let's continue on to the.


382
00:47:42.000 --> 00:47:54.000
Next slide. Alright, so, Abbie talked you through how to edit your file and save your file, and now we're going to get into how to import the file once it is ready.


383
00:47:54.000 --> 00:48:11.000
Uh, so now we're focusing on steps 4 and 5 here from this initial overview.


384
00:48:11.000 --> 00:48:24.000
Thanks, Shannon. I did realize that I forgot to add a test format for these students, so the test format indicates whether the students are going to be taking the test online or on paper.


385
00:48:24.000 --> 00:48:33.000
And I do want to make sure that these are all online students, so I'm going to save that real quick before I get into my next demonstration.


386
00:48:33.000 --> 00:48:43.000
So, we're going back to the MCAS Portal. Again, I've logged in as a demo DTC, and I'm going to click on Administration.


387
00:48:43.000 --> 00:48:49.000
In the first place I'm going to go is student registration.


388
00:48:49.000 --> 00:49:00.000
So from here, you'll notice a couple of different things. Number 1, I'm logged in at the district level, which means that I could upload separate files for each of my schools.


389
00:49:00.000 --> 00:49:16.000
Or I can do it all on one go at the district level. I also have yet another link to download the registration data definitions file and the template in case I haven't visited the Resource Center yet.


390
00:49:16.000 --> 00:49:28.000
we are trying to make it as easy and seamless as possible for you to get your data into the system. From here, I'm going to click on Choose File.


391
00:49:28.000 --> 00:49:34.000
And I'm going to locate the file that I just edited.


392
00:49:34.000 --> 00:49:48.000
and click on Upload. Now, the file is going to go through an initial, validation process to make sure that all of the column headers are there, there's no blank records.


393
00:49:48.000 --> 00:49:57.000
that the file is a .CSV file, etc. you saw that I got that success message. That means that it's,


394
00:49:57.000 --> 00:50:02.000
at least in the right, in the expected file format, right?


395
00:50:02.000 --> 00:50:11.000
and now it's going to go through a second round of data validations to make sure that the test codes are correct, that the accommodations are set correctly.


396
00:50:11.000 --> 00:50:21.000 
that, we have a test format for all of our students. It's, it's looking more at the data itself than just the file format.


397
00:50:21.000 --> 00:50:26.000
So, for right now, and you can see that I've got this file that I just uploaded now.


398
00:50:26.000 --> 00:50:35.000
the status right now is pending, because it's going through all of those data validation checks right now.


399
00:50:35.000 --> 00:50:43.000
If I were to, let's reset here. Um, as soon as it's ready.


400
00:50:43.000 --> 00:50:49.000
it's going to tell me that if I have a validation error, or if it was successfully processed.


401
00:50:49.000 --> 00:51:06.000
If it was successfully processed, you'll see zero records with error, and the total number of uploaded records. If you see a validation error, it's going to tell you which records have the validation errors, and how many were actually successfully uploaded.


402
00:51:06.000 --> 00:51:14.000
so what we can do is go ahead and look at this, previous validation error, and I'm going to click on this.


403
00:51:14.000 --> 00:51:27.000
It's going to download the file to my desktop, and essentially what is going to happen is this is going to be the same file that I uploaded.



404
00:51:27.000 --> 00:51:46.000
Except at the end here, we're going to add, a new column called Error Column Name, and this is going to tell me where the error is, so I can see, uh, for the majority of our students, I had previously uploaded a file that did not have a test format in it.


405
00:51:46.000 --> 00:51:59.000
So I need to go back to that file and add the test format. For this particular student, I also need to check on the test code column. Maybe I didn't enter in the right test code for that student.


406
00:51:59.000 --> 00:52:09.000 
and for this particular student, uh, they had a mouse pointer accommodation and a need to go back and take a look at why that might be erroring out.


407
00:52:09.000 --> 00:52:15.000
So, if we come back here to the initial file, I've already added in my test format.


408
00:52:15.000 --> 00:52:23.000
I am going to make sure that I have the correct test codes in here. They should all be a 3-digit.


409
00:52:23.000 --> 00:52:30.000
Uh, letter, and then, uh. a two-digit number or another 3-digit letter.


410
00:52:30.000 --> 00:52:50.000
So those all look good. And then the student with the mouse pointer… I think was because the test format had been wrong. So now that I'm indicating that this student is an online test taker, now the mouse pointer accommodation makes sense and is going to pass the data validation.


411
00:52:50.000 --> 00:52:55.000
So I would just need to save this file.


412
00:52:55.000 --> 00:53:16.000
And then upload it. And you can see that I had already fixed a number of those validations. I did have one more record, that did not get processed, so let me go ahead and take a look at that validation error.


413
00:53:16.000 --> 00:53:20.000
And again, we'll scroll all the way to the end, and it says test code.


414
00:53:20.000 --> 00:53:26.000
Yep, so this says Math, M-A-T-H-06, and it should say MAT.


415
00:53:26.000 --> 00:53:39.000
MAT06. Now, you can upload this error file, essentially, right? Because it's exactly the same, all you would need to do is delete this column.


416
00:53:39.000 --> 00:53:42.000
Fix the issue, and then upload this file again.


417
00:53:42.000 --> 00:53:52.000
I personally like to go back to my original file to fix all of my data issues, it just keeps a clean file on hand for me.


418
00:53:52.000 --> 00:54:12.000
So that if I want to add additional students, or go back in and add the class name or something like that, I've always got my clean file to go back to. If I'm instead editing the validation error file and uploading that, then I don't maintain a clean file. But that's just.


419
00:54:12.000 --> 00:54:27.000
my recommendation to you. And with that, we've gone over how to import it, and how to, uh, take a look at the error file. So let's go back to the slides.


420
00:54:27.000 --> 00:54:41.000
And we'll do a quick recap of all of the steps that we just took. So, again, you're going to be doing this in the MCAS Portal. You'll be uploading your student registration .CSV file.


421
00:54:41.000 --> 00:54:59.000
Once the file has been uploaded, it's going to take about 5 to 10 minutes, depending on the side size, to go through that final data validation check. The initial check, where it's just making sure it's a .CSV file and all the column headings are there, that's going to just take a couple of seconds.


422
00:54:59.000 --> 00:55:03.000 
but the longer processing could take up to 10 minutes or so.


423
00:55:03.000 --> 00:55:12.000
Uh, if you want to stay on that screen, you can refresh the page until you see the updated status file of.


424
00:55:12.000 --> 00:55:16.000
the file. Once the file is processed.


425
00:55:16.000 --> 00:55:28.000
You're going to see one of these statuses. So, the first is processed, which means that there are no errors, and everything is processed, and there's no further steps to take.


426
00:55:28.000 --> 00:55:37.000
The second one is validation errors. This is going to give you an indicator for all of the errors that were found in the file.


427
00:55:37.000 --> 00:55:42.000
 that you'll need to correct. And then a rare.


428
00:55:42.000 --> 00:55:47.000
status message that you may encounter is error contacting metric.


429
00:55:47.000 --> 00:55:53.000
And if you receive this status, you'll want to contact the MCAS Service Center.


430
00:55:53.000 --> 00:55:59.000
and they will help you resolve what those errors are.


431
00:55:59.000 --> 00:56:10.000
So, again, to address those file errors, you'll just click on the link, you'll want to make sure that that guide is handy so that you understand what needs to go in each column.


432
00:56:10.000 --> 00:56:14.000
And then you'll save the file and upload it again.


433
00:56:14.000 --> 00:56:26.000
A couple of important notes to bear in mind. Uh, so number one, schools and districts can upload up to 75,000 student records in one student registration file.


434
00:56:26.000 --> 00:56:39.000 
DESE does recommend that you leave column K, the class name, blank during the initial import.  You can always export the file, and we'll show you how to do that a little bit later.


435
00:56:39.000 --> 00:56:47.000
add the class names, uh, closer to the time when the students are actually going to be testing, and then re-import that file.


436
00:56:47.000 --> 00:56:59.000
Again, about 2 weeks prior to testing is when you'll probably have a better understanding of what students are going to be testing in each group, etc.


437
00:56:59.000 --> 00:57:04.000
We do want to remind you that Part 5 of the Guide to the MCAS Portal.


438
00:57:04.000 --> 00:57:14.000
is available on the MCAS Resource Center. It does give you information about creating and managing classes and the different ways that you can do that.


439
00:57:14.000 --> 00:57:23.000
After student registration and prior to testing, it is recommended that you export all of your student registration information.


440
00:57:23.000 --> 00:57:40.000
Just to verify accuracy, uh, this can always be done using the Export Students button in the student registration page on the MCAS Portal. I will be doing a demo of what that looks like a little bit later, so stay tuned for that.


441
00:57:40.000 --> 00:57:48.000
And then one last important note, test coordinators should confirm that their files have been processed in the portal after uploading.


442
00:57:48.000 --> 00:57:59.000
There are no automated confirmation emails that are sent out, so just be in mind, or keep in mind that you'll want to go back and return to that page and make sure everything is.


443
00:57:59.000 --> 00:58:05.000
successfully processed. Shannon?


444
00:58:05.000 --> 00:58:08.000
I'm going to jump in with another quick poll here. We've been.


445
00:58:08.000 --> 00:58:14.000
sitting, uh, in this training for about an hour now, so just to make sure everybody's still awake and alert.


446
00:58:14.000 --> 00:58:25.000
Uh, why should the initial student registration file import be completed by the initial window deadline? So this was mentioned earlier on in the presentation.


447
00:58:25.000 --> 00:58:30.000
A, students cannot be registered after the initial window deadlines.


448
00:58:30.000 --> 00:58:39.000
B, the import must be done by the initial deadlines for schools to receive an initial order of manuals for PBT and CBT.


449
00:58:39.000 --> 00:58:43.000
As well as paper-based tests and student ID labels.


450
00:58:43.000 --> 00:58:51.000
C for computer-based students, import must be done by the initial deadlines for the schools to receive student ID labels.


451
00:58:51.000 --> 00:58:59.000
Or D for all students, accommodations cannot be entered after the initial student registration deadlines.


452
00:58:59.000 --> 00:59:07.000
So I'll pause for just a moment for folks to enter in their answers.


453
00:59:07.000 --> 00:59:12.000
And let's close the poll.


454
00:59:12.000 --> 00:59:27.000
And, once again, you guys, uh, knocked this one out of the park. 95% got this right. The answer is… B, the initial deadlines are important for manual shipment, as well as the shipment for PBT tests and student ID labels.


455
00:59:27.000 --> 00:59:33.000
 I'm going to pass this back to Abbie for one more slide and reminders.


456
00:59:33.000 --> 00:59:38.000
Great, thank you, Shannon.


457
00:59:38.000 --> 00:59:49.000
So, for operational testing, you'll want to confirm that you're in the MCAS Portal and not in the  MCAS Training Site. The MCAS Portal has a black.


458
00:59:49.000 --> 00:59:57.000
login screen on the left-hand side in the MCAS Training Site has a green login screen on the left-hand side.


459
00:59:57.000 --> 01:00:03.000
Uh, school and district test coordinators and technology coordinators can import a student registration file.


460
01:00:03.000 --> 01:00:10.000
Test administrators do not have permission to upload student registration files.


461
01:00:10.000 --> 01:00:18.000
If columns are hidden or frozen, you'll want to be sure to unhide and unfreeze them prior to import.


462
01:00:18.000 --> 01:00:26.000
You want to make sure that you do not make changes to the format of the file. Make sure that it stays in .CSV format.


463
01:00:26.000 --> 01:00:34.000
And do not add a title to the file using row 1 of the spreadsheet, as that'll cause an error during upload.


464
01:00:34.000 --> 01:00:45.000
Schools can edit the file in Google Sheets, but the file needs to be imported as a .CSV file, so just remember that you've got to make sure that it is being saved as a .CSV.


465
01:00:45.000 --> 01:00:59.000
And that you are making sure the leading zeros are kept in place for the district and school codes, the grade level, that the date of birth is in the proper format, etc, etc.


466
01:00:59.000 --> 01:01:02.000
Uh, Shannon?


467
01:01:02.000 --> 01:01:07.000
Thanks, Abbie. Alright, we'll take a couple minutes here to call out a couple of questions.


468
01:01:07.000 --> 01:01:12.000
I saw a few questions here about Google Sheets, which Abbie just addressed.


469
01:01:12.000 --> 01:01:25.000
So, Google Sheets can be used to. edit the file. However, the file must be imported as a .CSV file into the portal.


470
01:01:25.000 --> 01:01:33.000
Uh, I see a question here about what the deadline is for updating accommodations after the initial registration.


471
01:01:33.000 --> 01:01:39.000
so, you do want to make sure that all accommodations are entered correctly.


472
01:01:39.000 --> 01:01:51.000
prior to students logging in. So, we talked about form-dependent accommodations earlier, those ones are particularly important to double, triple, quadruple check.


473
01:01:51.000 --> 01:01:58.000
that they've been assigned correctly. So you really want to make sure that accommodations are assigned correctly before testing.


474
01:01:58.000 --> 01:02:05.000
However, um, there are some that are able to be updated after testing if the student didn't use it.


475
01:02:05.000 --> 01:02:10.000
and there is a deadline for that in the statewide testing schedule.


476
01:02:10.000 --> 01:02:24.000
For accessibility and accommodations questions, I just want to note that we also have, a training coming up next Thursday, and in office hours the following week. So if you have more accommodation-specific questions, you can also bring those.


477
01:02:24.000 --> 01:02:36.000
Here. let's see, After the initial registration, can we still use the portal to add or remove students instead of re-uploading the  .CSV file?


478
01:02:36.000 --> 01:02:40.000
The answer is yes, Abbie's going to demonstrate that in just a moment.


479
01:02:40.000 --> 01:02:46.000
And I think for now, let's keep going. I know we still have a lot to get to.


480
01:02:46.000 --> 01:02:57.000
and we are, trying to be timely in our, and finishing this up. So, our next section is Steps to Complete After the initial import.


481
01:02:57.000 --> 01:03:02.000
And if we go to the next slide, again, this is our overview steps. We are now looking at step 6.


482
01:03:02.000 --> 01:03:12.000
this is, uh, updating student information as needed, and this can be done through the user interface or through an export-import process.


483
01:03:12.000 --> 01:03:20.000
And on the next slide, I'm going to hand this over to Julia to talk about synth data.


484
01:03:20.000 --> 01:03:27.000
great. So, If you need to update SIMS data, so that's usually any student demographic data.


485
01:03:27.000 --> 01:03:31.000
in the MCAS Portal, some examples of those, SASID.


486
01:03:31.000 --> 01:03:34.000
spelling of a student's name, grade, date of birth.


487
01:03:34.000 --> 01:03:39.000
and first-year EL status. You also have to update.


488
01:03:39.000 --> 01:03:45.000
student information in SIMS. So you'd want to contact your district SIMS contact.


489
01:03:45.000 --> 01:03:50.000
And, if you don't know who that is, the link below.


490
01:03:50.000 --> 01:03:54.000
gives you access to who your SIMS contact will be.


491
01:03:54.000 --> 01:04:01.000
you want to select Zoom's contact from the function menu, and click Get Results to find your particular.


492
01:04:01.000 --> 01:04:11.000
Since contact. Uh, next slide, please. we just want to highlight first-year EL status.


493
01:04:11.000 --> 01:04:18.000
So, we populate first-year EL status in column P using SIMS.


494
01:04:18.000 --> 01:04:29.000
this is for your use, so you can, filter out and remove, the ELA registrations for first-year ELs.


495
01:04:29.000 --> 01:04:43.000
Who won't participate in the spring ELA testing. just to note, they are required to test in other subjects, so math, science, and civics.


496
01:04:43.000 --> 01:04:52.000
if you believe in your registration file that a student should be first-year EL status, but column P is blank.


497
01:04:52.000 --> 01:04:57.000
your district SIMS contact needs to update their EL status.


498
01:04:57.000 --> 01:05:02.000
before the end of the year, so it's June of 2026, in SIMS.


499
01:05:02.000 --> 01:05:09.000
EL status can only be updated in SIMS, and not in the student registration file.


500
01:05:09.000 --> 01:05:16.000
and again, if you need to find who your SIMS contact is, the link below will help you out.


501
01:05:16.000 --> 01:05:23.000
and I'm going to hand it off to Abbie again.


502
01:05:23.000 --> 01:05:38.000
Thank you, Julia. So, for managing students in the MCAS Portal, uh, schools are recommended to manually add and edit students in the user interface if you have a small number of students.


503
01:05:38.000 --> 01:05:44.000
For example, if you are adding or editing 10 or more students.


504
01:05:44.000 --> 01:05:55.000
you'll want to go ahead and use the student registration file. If you have fewer than 10 students, just go ahead and do it in the user interface, and I'll show you how to do that in a moment.


505
01:05:55.000 --> 01:06:01.000
On the students page, users can manually add a new student or edit an existing student.


506
01:06:01.000 --> 01:06:05.000
and they can also add or edit the student accommodations.


507
01:06:05.000 --> 01:06:12.000
the same fields that are provided through student registration files may be entered manually.


508
01:06:12.000 --> 01:06:29.000
And the accommodations are entered for each test code. So, again, you can have, uh, accommodations for separate tests, maybe they only have an accommodation for math and not for ELA, etc, etc. So, make sure that you're paying attention to that.


509
01:06:29.000 --> 01:06:37.000
And what we'll do now is actually show you exactly how to do that. I'm going to come back over here to the MCAS Portal.


510
01:06:37.000 --> 01:06:42.000
And I'm going to start from scratch.


511
01:06:42.000 --> 01:06:49.000
Didn't mean this. Go back quite that far.


512
01:06:49.000 --> 01:07:00.000
and we'll click on Administration. And then we will click on students this time, because I've already got my students added into the MCAS Portal.


513
01:07:00.000 --> 01:07:14.000
So, from here, I can always add in a brand new student, maybe someone just moved into my school from out of state. I would enter in their state student ID.


514
01:07:14.000 --> 01:07:25.000
I would enter in their grade. All of the fields that have a red asterisk are required fields, those that do not have a red asterisk can be left blank.


515
01:07:25.000 --> 01:07:39.000
and we'll do student demo, Date of birth, and it does have to follow that month-month-date-day, year, year, year, year format.


516
01:07:39.000 --> 01:07:49.000
And then, uh, I'll enter in the registration codes as well. Now, for this 4th grade student, if I just hit the double, uh, checkbox here.


517
01:07:49.000 --> 01:08:03.000
It's going to automatically add both registration codes, uh, for both ELA and math. If I entered this as an 8th grade student, and I hit that, it would add all 4 test codes down here.


518
01:08:03.000 --> 01:08:12.000
if this is an EL first-year student, and I didn't want them to have ELA, I don't have to register them for that.


519
01:08:12.000 --> 01:08:23.000
I can select them all individually and do it that way, but if they're just going to be taking all the tests for that assigned grade level, I can just hit the double check box.


520
01:08:23.000 --> 01:08:34.000
Public care on the accommodations tab. You're going to notice that I have a test code drop-down here, so that I can add accommodations for each separate test.


521
01:08:34.000 --> 01:08:40.000
So again, they could have different accommodations, and they have, in ELA than they have for math.


522
01:08:40.000 --> 01:08:47.000
Just make sure that you are selecting the correct test code when you are entering in those accommodations.


523
01:08:47.000 --> 01:08:55.000
So, for example, if the student needed an enlarged cursor or mouse pointer for all of their tests, I would need to select it.


524
01:08:55.000 --> 01:09:00.000
For all four tests. I'm just going to show you what that looks like.


525
01:09:00.000 --> 01:09:11.000
And then I would click save. 


526
01:09:11.000 --> 01:09:27.000
I was going to save my new student into the system. Um, I can also come in here and update existing students. So, maybe in January, I registered students, and now in March, I need to be able to update their accommodations.


527
01:09:27.000 --> 01:09:33.000
I can simply do that by locating the student. I do have the option of searching by SASID.


528
01:09:33.000 --> 01:09:37.000
First name, last name, or student grade to locate them.


529
01:09:37.000 --> 01:09:48.000
And then I would click on edit. And, uh, from here, I can make sure that all of their demographic information is correct.


530
01:09:48.000 --> 01:09:52.000
Maybe they're missing a registration code, and I need to add it.


531
01:09:52.000 --> 01:09:56.000
maybe I need to come in and edit their accommodations.


532
01:09:56.000 --> 01:10:01.000
Maybe they do have an accommodation for their math test.


533
01:10:01.000 --> 01:10:07.000
Etc. and I'll click save, and that will update that record for that student.


534
01:10:07.000 --> 01:10:26.000
Now, one thing I do want to note here as being new for this year, and I spoke about this briefly, and I think I, poorly worded my answer. School test coordinators have the new export to export accommodations, and I'll show you what that looks like.


535
01:10:26.000 --> 01:10:38.000
So here, I can come in here and take a look at this file. It's going to give me, um, sort of a shortened version of the student registration file. It's just going to have last name, first name.


536
01:10:38.000 --> 01:10:56.000
and SASID, along with the test code and all of the accommodations listed next to them, you will see that there's a 1 instead of a Y.  it, a Y and a 1 are essentially the same thing. It means that, yes, this student for this particular test code has this particular accommodation.


537
01:10:56.000 --> 01:11:02.000
And this is very helpful to make sure that the accommodations have been added for.


538
01:11:02.000 --> 01:11:13.000
the appropriate student and the appropriate test. The district test coordinators, you do not have to come in and export that by school.


539
01:11:13.000 --> 01:11:24.000
because you still have the student registration export over here. So, the district test coordinators should be utilizing the export student registration button.


540
01:11:24.000 --> 01:11:38.000
Not the export over here for the… just the accommodations, and I apologize if I confused and muddled that answer earlier.


541
01:11:38.000 --> 01:11:42.000
with that, we're going to go ahead and go back to the slides.


542
01:11:42.000 --> 01:11:50.000
And just really quickly, these are all just going over exactly the same information that we just talked about in the demonstration.


543
01:11:50.000 --> 01:11:56.000
They're just there in case you need a reminder when you're looking back at this, uh.


544
01:11:56.000 --> 01:12:09.000
in the future. So, again, we just have that new export for accommodations, and that is available for your school task coordinators.


545
01:12:09.000 --> 01:12:11.000
Shannon?


546
01:12:11.000 --> 01:12:19.000
Yeah, so, uh, I've mentioned this once or twice, but just want to reiterate that if you update PBT tests.


547
01:12:19.000 --> 01:12:25.000
after the initial student registration window. Uh, there are additional steps that you may need to take.


548
01:12:25.000 --> 01:12:30.000
So let's say you completed the initial file, you've submitted it to the MCAS Portal.


549
01:12:30.000 --> 01:12:37.000
And a few weeks later, you have a new student transfer into your school, and that student requires a paper-based test.


550
01:12:37.000 --> 01:12:45.000
Or maybe you have a student whose IEP is updated several weeks after the initial student registration window, and they need a paper-based test.


551
01:12:45.000 --> 01:12:55.000
If that's the case, you do want to add or update those students in the portal, like Abbie has demonstrated, and you will also need to place an additional materials order.


552
01:12:55.000 --> 01:13:01.000
through the MCAS Service Center to make sure that you have all the paper-based materials that you need for test day.


553
01:13:01.000 --> 01:13:08.000
Um, the Principles Administration Manual for Spring 26 is not posted yet. It will be sometime in the next few weeks.


554
01:13:08.000 --> 01:13:14.000
Uh, but Appendix B does contain all of the information that you'll need for paper-based testing.


555
01:13:14.000 --> 01:13:18.000
And I'll hand this back to Abbie for another demo.


556
01:13:18.000 --> 01:13:26.000
Great, thank you, Shannon. so just really quickly, we're going to come back over here to the MCAS Portal.


557
01:13:26.000 --> 01:13:43.000
And we're going to go back to student registration. Um, as I was just talking about, the district test coordinators and the school test coordinators have the option of exporting students from student registration, and this export is going to be the full student registration file.


558
01:13:43.000 --> 01:14:02.000
So it's going to look, I'm sorry, this is, a demo school, but it's going to give you exactly the same file that you uploaded, but it's going to include all of the changes that you've made through the user interface. So, if you have manually gone in and edited students or added accommodations.


559
01:14:02.000 --> 01:14:13.000
maybe you've added a couple of new students through the user interface. When you come here to export your students, all of those changes are going to be exported as well.


560
01:14:13.000 --> 01:14:19.000
And that is going to be really great, because then you can add in your class name in column K.


561
01:14:19.000 --> 01:14:32.000
Simply re-upload that same file that you just exported and edited, and all of your students will be quickly registered into their classes, so it's a pretty seamless process, um, from here on out.


562
01:14:32.000 --> 01:14:46.000
so let's go back to the slides. again, this is, just everything that we just went over as far as exporting and re-importing your student registration files.


563
01:14:46.000 --> 01:14:59.000
you'll just want to click on that export students button. It'll open a file for you. You can edit that as need be, and then upload it directly into the portal.


564
01:14:59.000 --> 01:15:02.000
And Shannon, I'll pass it back over to you.


565
01:15:02.000 --> 01:15:13.000
Alright, another Q&A break. So, I see a question here asking, do school coordinators typically share the  .CSV file with their school ETF or Special Education Administrator.


566
01:15:13.000 --> 01:15:18.000
And ask them to fill in the relevant accommodation columns for each student needing those accommodations.


567
01:15:18.000 --> 01:15:26.000
I think that may vary from school to school, so similar to the question earlier, if you want to share.


568
01:15:26.000 --> 01:15:33.000
what you do at your school for accommodations, please feel free to put that in the Q&A so that folks can see.


569
01:15:33.000 --> 01:15:40.000
I have a question here about first-year ELs. Uh, so Julia, if you're able to answer this one.


570
01:15:40.000 --> 01:15:49.000
They're asking, is March 1st of the prior year still the date to go by to determine if a student is a first-year EL?


571
01:15:49.000 --> 01:16:00.000
For, uh… Let me… let me get back to you on that. I don't want to give out wrong information, so let me, um, check back.


572
01:16:00.000 --> 01:16:01.000
Sure, so we can include an answer to that when we send out the Q&A after today's presentation.


573
01:16:01.000 --> 01:16:07.000
Um…


574
01:16:07.000 --> 01:16:15.000
Next question says, last year when I tried to re-upload the .CSV with updated class names.


575
01:16:15.000 --> 01:16:25.000
the previous class names did not overwrite. is that still the case, that the class names will not overwrite with subsequent .CSV imports?


576
01:16:25.000 --> 01:16:28.000
Abbie, are you able to speak to that?


577
01:16:28.000 --> 01:16:38.000
Right, the system will just think that you're trying to add them into an additional class. It's not going to move them from one class to another. You would have to do that through the user interface.


578
01:16:38.000 --> 01:16:46.000
So this is one of the reasons why we recommend waiting until about 2 weeks before testing to assign classes.


579
01:16:46.000 --> 01:16:51.000
because if you need to change classes, change classrooms, um, that.


580
01:16:51.000 --> 01:16:58.000
takes significant additional work to do it within the user interface, and so you want to wait until you are.


581
01:16:58.000 --> 01:17:09.000
you know, pretty sure that these classes are going to stay the way they are for testing before adding them to the MCAS Portal.


582
01:17:09.000 --> 01:17:20.000
Alright, and I think that's all I see for questions right now, so…


583
01:17:20.000 --> 01:17:26.000
Great. Thank you, Shannon, and thank you folks for all of the good questions that have been asked.


584
01:17:26.000 --> 01:17:41.000
at this point. And now we're going to, um… take you toward the end of the session. We always want to leave you at the end of a session with information on what to expect next, and how to get additional.


585
01:17:41.000 --> 01:17:48.000
questions answered after you leave today. So, we want to make sure you're aware of upcoming training sessions.


586
01:17:48.000 --> 01:17:54.000
We've talked a lot about accessibility and accommodations, a lot of great questions have come in about.


587
01:17:54.000 --> 01:18:04.000
accessibility and accommodations. So, if you have additional questions on that, as well as if you want to connect the dots with your special education supervisors.


588
01:18:04.000 --> 01:18:09.000
please note the links here to register for those sessions.


589
01:18:09.000 --> 01:18:14.000
We also have additional sessions coming up on test security.


590
01:18:14.000 --> 01:18:24.000
and administration protocols. And we always recommend, either going to the one for new staff, or the one for returning staff.


591
01:18:24.000 --> 01:18:30.000
And, uh, ask every couple of years for folks to be able to participate in those sessions.


592
01:18:30.000 --> 01:18:38.000
next slide, please. And here, we just wanted to make sure that we note additional training sessions.


593
01:18:38.000 --> 01:18:45.000
I do want to call out the one for technology coordinators, again, just to make sure that you all are connecting the dots back with.


594
01:18:45.000 --> 01:18:53.000
additional folks beyond your test administration team to make sure that you're providing the information to folks so that they can register.


595
01:18:53.000 --> 01:18:58.000
If they need to. Next slide, please.


596
01:18:58.000 --> 01:19:04.000
And in addition to our training sessions, I think Shannon had mentioned our office hour sessions.


597
01:19:04.000 --> 01:19:13.000
And we have additional sessions coming up. We have one coming up on student registration, so after you hang up from today.


598
01:19:13.000 --> 01:19:25.000
If you have other questions on student registration, just want to make sure you're checking for understanding, and make sure that everything is going smoothly as you're uploading your student registration.


599
01:19:25.000 --> 01:19:34.000
Uh, feel free to join us for the office hour session. It's really informal. These sessions are to make sure that you get answers to the questions that you have.


600
01:19:34.000 --> 01:19:44.000
Next slide, please. And after today, additional resources, uh, Shannon's talked about the MCAS Portal Guide.


601
01:19:44.000 --> 01:19:50.000
And what used to be the student registration guide, and that's part 3 of the portal guide.


602
01:19:50.000 --> 01:19:53.000
We want to make sure to call that out.


603
01:19:53.000 --> 01:19:58.000
and connect the dots as well with the MCAS Resource Center, technology information.


604
01:19:58.000 --> 01:20:10.000
As well, with the student assessment update. This is our biweekly email newsletter that we send out with important updates about the MCAS program.


605
01:20:10.000 --> 01:20:22.000
it's automatically sent to MCAS test coordinators, principals. And others, if you don't already receive the email, you can subscribe at the link here at the bottom.


606
01:20:22.000 --> 01:20:29.000
The second-to-last link. includes an archive of all the updates that we've sent so far during the school year.


607
01:20:29.000 --> 01:20:34.000
So if you have questions about a topic, you can see if it's been covered there.


608
01:20:34.000 --> 01:20:43.000
next slide, please. And as you close out of today's Zoom, you'll see an evaluation form that will help us, um.


609
01:20:43.000 --> 01:21:00.000
to take your information. To help us determine whether today's session was useful, and how to adjust accordingly for upcoming sessions, so please, we ask that you fill them out. We do read all of the responses and make sure that we take action accordingly.


610
01:21:00.000 --> 01:21:04.000
And then within about a week, we'll send out a Q&A from the session.


611
01:21:04.000 --> 01:21:09.000
And we'll post the recording to our MCAS Resource Center.


612
01:21:09.000 --> 01:21:21.000
Uh, next slide, please. Um, if you are hanging up now, before we get to our sandbox time, here is how you can get additional support.


613
01:21:21.000 --> 01:21:28.000
With questions on logistics, technology, completing student registration. please reach out to the MCAS Service Center.


614
01:21:28.000 --> 01:21:33.000
If you have any policy questions, anything about student participation.


615
01:21:33.000 --> 01:21:44.000
Anything on assigning accommodations to particular students? Please reach out to us at DESE, and our contact info is on the right-hand side of the slide.


616
01:21:44.000 --> 01:21:52.000
With that, turn to the next slide, please. For that, I'm going to turn this back over to Shannon to introduce our sandbox time.


617
01:21:52.000 --> 01:22:01.000
Awesome. Thanks, Jodie. So, for folks who want to stay on, we do have a few more minutes. if you'd like to request to see any of these demonstrations done again.


618
01:22:01.000 --> 01:22:04.000
there's a poll on your screen right now.


619
01:22:04.000 --> 01:22:12.000
so, real quick, our demonstrations today, we're adding and removing rows for students in the student registration file.


620
01:22:12.000 --> 01:22:18.000
adding a student's accommodations to the file, um, the cell formatting, making sure that's correct.


621
01:22:18.000 --> 01:22:23.000
how to import the file, how to resolve the errors when importing.


622
01:22:23.000 --> 01:22:28.000
manually adding or editing students in the MCAS Portal.


623
01:22:28.000 --> 01:22:34.000
updating records with an export and import, and then the new exporting accommodations feature.


624
01:22:34.000 --> 01:22:40.000
So if you'd like to stay on for a few minutes, if you want to enter in, if you want to see any of these done again.


625
01:22:40.000 --> 01:22:45.000
And then, let's see if we can get through one or two of these demonstrations.


626
01:22:45.000 --> 01:22:52.000
So we'll pause for just another second as folks enter in their answers.


627
01:22:52.000 --> 01:22:58.000
And let's close the poll.


628
01:22:58.000 --> 01:23:05.000
Alright, there's a lot here, so just a moment while I take a look at what our most popular requests are.


629
01:23:05.000 --> 01:23:09.000
It looks like the first thing folks want to see.


630
01:23:09.000 --> 01:23:28.000
is… Uh, the cell formatting, and then after that, Abbie, if you can show how to add a student's accommodations in the .CSV file.


631
01:23:28.000 --> 01:23:39.000
Yep, no problem. Just give me one second here. Uh, so for the file… That we have been editing.


632
01:23:39.000 --> 01:23:50.000
In order to Make sure that the formatting is correct. You just need to highlight the columns that you want to format.


633
01:23:50.000 --> 01:23:56.000
The district and school code are going to be 8 digits long, so you're going to highlight both of those columns.


634
01:23:56.000 --> 01:24:07.000
And you're going to click on Format Cells. Obviously, if you're using Google Sheets, it's going to be a slightly different workflow for you, um, because I'm utilizing Excel.


635
01:24:07.000 --> 01:24:21.000
Uh, but then you'll click on Custom. 1, 2, 3, 4, 5, 6, 7, 8,  Hit OK, and that'll make sure that if you need any leading zeros, that those are maintained.


636
01:24:21.000 --> 01:24:27.000
The same is going to be true for the student grade, making sure that that is two digits long.


637
01:24:27.000 --> 01:24:36.000
So again, highlight the column. format cells, custom, and you want it to be 00, so it's two digits.


638
01:24:36.000 --> 01:24:47.000
And you'll hit OK. And then the date of birth column here. You'll want to highlight that column.


639
01:24:47.000 --> 01:24:56.0 00
Hit format cells, Hit Custom, and enter month-month, day-day, year, year, year, year.


640
01:24:56.000 --> 01:25:02.000
And that's to make sure that you have leading zeros included in your month and your day as well.


641
01:25:02.000 --> 01:25:10.000
And hit OK. from here, to enter in an accommodation for a student.


642
01:25:10.000 --> 01:25:21.000
Let me just expand here. Um, you'll want to keep track of your student of the row of data, essentially. I'm just going to highlight it for the sake of this demo.


643
01:25:21.000 --> 01:25:25.000
Um, so I can, this is my ELA.


644
01:25:25.000 --> 01:25:31.000
test record right here, and I see all of the accommodations that I can order for this student.


645
01:25:31.000 --> 01:25:42.000
And this test, because this is ELA, I would not be utilizing any of these standard accommodations. I would need to continue.


646
01:25:42.000 --> 01:25:52.000
on until I reach the special accommodation. So here we have human read-aloud special, human signer special, human scribe special, etc.


647
01:25:52.000 --> 01:26:03.000
Um, and then I also have all of the rest of my accommodations as well. And all I need to do is add a capital Y.


648
01:26:03.000 --> 01:26:09.000
And that orders the accommodation for that student for that test.


649
01:26:09.000 --> 01:26:15.000
Uh, Shannon, I think I hit on all of those, but tell me if I'm missing something.


650
01:26:15.000 --> 01:26:25.000
Nope, that was great. I think we have time for one more, so the next most requested, uh, was how to resolve validation errors if you're able to show that one more time.


651
01:26:25.000 --> 01:26:33.000
Sure. So, the validation error is going to be, uh, you can download the file here from the MCAS Portal.


652
01:26:33.000 --> 01:26:40.000
You'll download the file and open it. It's going to give you the student record.


653
01:26:40.000 --> 01:26:51.000
For where the error code is happening. What you'll do is scroll all the way to the right here, and it's going to tell you what column contains the error.


654
01:26:51.000 --> 01:26:57.000
So, for this particular record, the error is in test code.


655
01:26:57.000 --> 01:27:01.000
So I would come back over here, locate my test code.


656
01:27:01.000 --> 01:27:24.000
column, and then take a look at that test code. Now, I have the test codes memorized, but if I didn't, I would look in the guide to the MCAS Portal in part 3, and find that information there. It's also available in the data definitions file that we provide in the portal.


657
01:27:24.000 --> 01:27:31.000
but essentially, you'll cross-reference that information with the test code that you have entered here.


658
01:27:31.000 --> 01:27:36.000
I know that it's because it's got this H in there, and you can just.


659
01:27:36.000 --> 01:27:40.000
either go back and edit the original file, which is what I recommend.


660
01:27:40.000 --> 01:27:50.000
Or you can edit it right here in this error file. I would just remove this column.


661
01:27:50.000 --> 01:28:02.000
Hit save And then come back over here, select that validation error.


662
01:28:02.000 --> 01:28:09.000
And upload that file.


663
01:28:09.000 --> 01:28:11.000
Anything else, Shannon?


664
01:28:11.000 --> 01:28:20.000
I think that's it. We are right at time. Um, so, want to say thank you again to everybody who came to join us this morning. I really hope that you found this webinar useful.


665
01:28:20.000 --> 01:28:29.000
Uh, like we said, it will be posted within about a week to the Resource Center. We will also be sending out an Excel with all of the questions and answers.


666
01:28:29.000 --> 01:28:39.000
from this presentation, and want to plug just one more time the office hours at the end of this month. So, once you start working with your student registration file, if you have questions.


667
01:28:39.000 --> 01:28:52.000
Please feel free to come to that office hours session to ask your questions. Uh, that's what we do the office hours for. Like Jodie said, it's very informal. Uh, we are just there to answer the questions that you have, and to do demonstrations that you ask for.


668
01:28:52.000 --> 01:29:00.213
I hope you have a really great rest of your Thursday, and thanks again for joining.



