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1
00:00:06.182 --> 00:00:07.682
Jodie Zalk: Next slide, please.


2
00:00:08.962 --> 00:00:14.292
Jodie Zalk: My name is Jodie Zalk. I'm the Manager of Test Administration and Publications at DESE.


3
00:00:14.442 --> 00:00:30.832
Jodie Zalk: And we're joined this morning by a number of my colleagues at DESE, as well as our testing contractor and subcontractor from Cognia and eMetric. You're going to hear this morning from my colleagues at DESE, Shannon Cullen and Erma Brown.


4
00:00:31.092 --> 00:00:36.112
Jodie Zalk: And you'll also hear from Abbie Currier from eMetric doing some demonstrations.


5
00:00:36.712 --> 00:00:42.081
Jodie Zalk: And we want to thank all the presenters, as well as the participants. Thank you all for joining.


6
00:00:42.792 --> 00:00:49.042
Jodie Zalk: And to make sure that you get the answers to your questions, you'll use the Q&A feature, not the chat.



7
00:00:49.282 --> 00:00:56.571
Jodie Zalk: And if you see that somebody else has the same question as you, there's no need to type it again, you can upvote that.


8
00:00:56.762 --> 00:01:04.931
Jodie Zalk: And we ask, even though this is an office hour session, if you have a really specific question, please email us instead of asking it here.


9
00:01:05.512 --> 00:01:15.592
Jodie Zalk: You'll see that the ASL interpreters are on screen with us. They're available for folks who need it, as well as closed captioning for folks who need that.


10
00:01:15.942 --> 00:01:27.551
Jodie Zalk: And there's also a note about AI transcription, just to make sure that folks are aware of the DESE policy, that attendees are not permitted to record or use AI transcription tools.


11
00:01:28.792 --> 00:01:30.331
Jodie Zalk: Next slide, please.


12
00:01:31.762 --> 00:01:41.052
Jodie Zalk: And, before we jump in, just one last note on logistics. The slides were emailed out before the session from MCAS Events.


13
00:01:41.212 --> 00:01:47.711
Jodie Zalk: And they're now being posted in the chat. If you still can't access them, let us know, we'll put them in the


14
00:01:47.842 --> 00:01:57.732
Jodie Zalk: chat or send them to you in the Q&A, and then after the session, we'll send them again, we'll post them in the Resource Center along with the recording.


15
00:01:58.172 --> 00:02:08.842
Jodie Zalk: And with that, we're going to introduce what this office hour session is, and give some important reminders, and then jump right in.


16
00:02:12.062 --> 00:02:31.281
DESE Student Assessment: All right, good morning, everyone, and thanks for joining us. So, as Jodie said, the majority of the time that we'll spend together this morning is really for you to ask your questions, to ask to see any demonstrations on screen, or now that you have your student registration files, to ask any questions you have about your files or the import process.


17
00:02:31.282 --> 00:02:46.532
[bookmark: _Int_jhNRvdbu]DESE Student Assessment: But wanted to start off here with just a couple of slides with some important reminders. So if we go to the next slide, there should not be new reminders, they are reminders. They were mentioned in our training on the January 15th, for student registration.


18
00:02:46.812 --> 00:03:06.432
[bookmark: _Int_9P5fqbhb][bookmark: _Int_9WMzhQNe]DESE Student Assessment: So student registration files are placed in your folders and drop boxes on the first day of each student registration window, and those windows are listed on our statewide testing schedule. So if you want to plan for future administrations, if you're not sure, if those files are in your drop boxes yet.


19
00:03:06.432 --> 00:03:09.271
DESE Student Assessment: Please take a look at the link for those dates.


20
00:03:09.902 --> 00:03:17.462
DESE Student Assessment: If you're having trouble accessing your Dropbox, security portal permissions, where the Dropbox is located.


21
00:03:17.462 --> 00:03:36.142
DESE Student Assessment: are controlled by the directory administrators for each district. So, if you're not able to get into the security portal, or if you're able to get in, but you don't see Dropbox there, you'll want to contact your district directory administrator, and a list of those is located at the link on this slide.


22
00:03:36.902 --> 00:03:52.611
DESE Student Assessment: We do have step-by-step instructions with screenshots for completing student registration in Part 3 of the Guide to the MCAS Portal, which is linked here. We also did demonstrations in the training session from a couple weeks ago, which is posted on the Resource Center.


23
00:03:52.922 --> 00:04:06.831
DESE Student Assessment: And one thing that came up in the training that we've seen a few questions on are formatting. So, you'll want to make sure that when you're working in your file, that leading zeros are kept for district and school codes and grade level.


24
00:04:06.882 --> 00:04:23.312
DESE Student Assessment: You'll also want to make sure that the date of birth is in the correct format, which is listed here. Instructions for this are also in Part 3 of the guide to the MCAS Portal, but this is definitely something that we've seen questions on, so we want you to keep this in mind as you're working in your file.


25
00:04:24.012 --> 00:04:35.742
DESE Student Assessment: And then on the next slide, we have just some resources. Again, a link to the Resource Center, to the guide to the MCAS Portal, which, that page also has some other student registration resources on it.


26
00:04:36.532 --> 00:04:43.712
DESE Student Assessment: student registration module, and then we always plug our student assessment update, which is our bi-weekly newsletter.



27
00:04:44.562 --> 00:04:55.311
DESE Student Assessment: And that's going to bring us to our Q&A portion. We are going to start off with a poll, to see which demonstrations you'd like to see, so I'll hand it over to Erma.


28
00:04:56.422 --> 00:05:20.401
Erma Brown: Thank you, Shannon. Good morning, everyone. Thank you for joining us for our office hours session for student registration. Today's poll question is, which demonstrations would you like to see on screen? Please select all that apply. Would you like to see adding and removing rows for students in the file?


29
00:05:20.562 --> 00:05:33.471
Erma Brown: Adding a student's accommodations in the initial
.CSV file, ensuring that the cell formatting is correct in the initial file, or importing the file.


30
00:05:33.802 --> 00:05:45.301
Erma Brown: Or would you like to see resolving the validation errors? Or manually adding or editing a student on the student's page, which, including the accommodations?


31
00:05:45.352 --> 00:05:57.991
Erma Brown: Would you like to see updating a large number of student records, via export or import? Or exporting accommodations? Or lastly, enrollment transfers.


32
00:05:58.392 --> 00:06:04.311
Erma Brown: So, we'll give you a few minutes, there's quite a few to choose from, for you to put your answers.


33
00:06:04.662 --> 00:06:06.082
Erma Brown: Put your answers in.


34
00:06:11.552 --> 00:06:14.242
Erma Brown: Now, let's close the poll.


35
00:06:18.152 --> 00:06:21.111
Erma Brown: It looks like we have


36
00:06:21.342 --> 00:06:31.382
Erma Brown: 50% for both ensuring that the cell formatting is correct in the initial file, as well as importing the file.


37
00:06:31.562 --> 00:06:35.971
Erma Brown: So, Abbie, would you be able to demonstrate that today?


38
00:06:37.812 --> 00:06:40.001
Abbie Currier: Yes, I can demonstrate that.


39
00:06:40.432 --> 00:06:41.442
Erma Brown: Thank you.


40
00:06:47.922 --> 00:06:48.762
Abbie Currier: Okay,


41
00:06:48.762 --> 00:07:12.762
Abbie Currier: So, the first thing we're going to do is take a look at the cell formatting. So, this is a sample .CSV file that I created, but it's using the exact same template that you are receiving your data in from the Dropbox location. There's a couple of things to point out. You can use Google Sheets.


42
00:07:12.762 --> 00:07:24.411
Abbie Currier: and Excel, but the CSV file needs to stay a .CSV file. You can't save it in a different format and upload it into the system.


43
00:07:25.982 --> 00:07:44.221
Abbie Currier: Sometimes your application that you're opening the file in, whether it's Google Sheets or Excel, may automatically change the formatting on you without you recognizing that. So, it's important that before you upload the file, you double-check a couple of things.


44
00:07:44.232 --> 00:07:52.052
Abbie Currier: I'm going to come here and expand my columns first, so that we can see this, and let me zoom in a little bit.


45
00:07:53.202 --> 00:07:55.991
Abbie Currier: Alright, I hope you can read that a little bit better.


46
00:07:56.622 --> 00:08:04.562
Abbie Currier: So, the first thing to look at are the district and school codes. Those both need to be 8 digits long.


47
00:08:04.562 --> 00:08:19.881
Abbie Currier: Now, because my file is set up for a demo organization, my codes look different than yours would be, but I can still show you what that formatting is supposed to be. So, all I did was, I'm in Excel on a Mac.


48
00:08:19.912 --> 00:08:31.211
Abbie Currier: And so, I highlighted the two columns, and I'm going to click on Format Cells. You may get there differently than I did based on whatever application you're utilizing.


49
00:08:32.242 --> 00:08:38.811
Abbie Currier: But I'm going to click on Custom, and I'm going to make sure that I add in 8 zeros.


50
00:08:41.072 --> 00:08:49.022
Abbie Currier: And essentially what that tells Excel is that there's supposed to be 8 digits in this


51
00:08:49.202 --> 00:09:01.901
Abbie Currier: cell. So, Excel will automatically add in any leading zeros for you in order to make sure that all of your district and school codes are 8 digits long.


52
00:09:01.902 --> 00:09:14.612
Abbie Currier: Now, I'm not going to save that, because I need my demo org codes in a certain format, and they're already set up. But that's how you would change the formatting for those two cells.


53
00:09:15.752 --> 00:09:33.632
Abbie Currier: The next one to look at, the SASID should be good already, but the next one is going to be student grade. This needs to be 2 digits. So, that means a third grader should not be 3, it should be O3. So, we can, again, click on the column heading.


54
00:09:34.372 --> 00:09:37.232
Abbie Currier: right-click and select Format Cells.


55
00:09:37.932 --> 00:09:57.072
Abbie Currier: And this time when I go to Custom, I'm going to select two zeros to tell the system I want it to be two digits long. I'm going to click on OK, and that's automatically going to add in my leading zero for me. I don't have to go in and manually edit every cell.


56
00:09:58.802 --> 00:10:10.541
Abbie Currier: Moving along here, last and first name should be good, middle initial good, gender good, date of birth. So, right now, this is in a single-digit month.


57
00:10:10.542 --> 00:10:25.831
Abbie Currier: single-digit day, and a two-digit year, which is not correct. So again, and this is just for the sake of demo purposes, that I made everyone's date of birth the same. Obviously, for your students, you're going to have their actual date of birth.


58
00:10:26.532 --> 00:10:32.691
Abbie Currier: So, I'm going to highlight the cell, or the column, right-click, Format Cells.


59
00:10:34.402 --> 00:10:37.992
Abbie Currier: And this time, I'm going to go to Date.


60
00:10:39.652 --> 00:10:42.752
Abbie Currier: No, sorry. I'm going to still click on Custom.


61
00:10:43.072 --> 00:10:53.282
Abbie Currier: And I'm going to change this to slash DD slash YYYY.


62
00:10:55.662 --> 00:11:02.031
Abbie Currier: And once again, it's going to automatically add those leading zeros to match the format I just set.


63
00:11:02.222 --> 00:11:04.942
Abbie Currier: For this particular file.


64
00:11:07.462 --> 00:11:23.832
Abbie Currier: When you are adding in the rest of your information, you shouldn't need to set any other formatting, but just really quickly, I'm going to talk about some of the other, columns that you'll need to fill in.


65
00:11:23.892 --> 00:11:31.131
Abbie Currier: So number one is going to be your test format, whether that's a capital O for online or a capital P for paper.


66
00:11:31.132 --> 00:11:44.981
Abbie Currier: When you're adding any accommodations, it's going to be a capital Y for yes, essentially, which basically means this student for their grade 4 math test, or their, I'm sorry, grade 5 math test.


67
00:11:44.982 --> 00:11:48.562
Abbie Currier: Is going to get the mouse pointer accommodations.


68
00:11:48.952 --> 00:11:56.041
Abbie Currier: The Key with the student registration files is leaving the class name blank.


69
00:11:56.122 --> 00:12:03.812
Abbie Currier: When you're uploading it initially, and once you get closer to the testing window date.


70
00:12:03.812 --> 00:12:10.381
Abbie Currier: then fill in with the final class name and upload again. It's not going to duplicate any of your students.


71
00:12:10.382 --> 00:12:25.801
Abbie Currier: It's just going to assign them to a class, and it's better to assign them to a class a little bit closer to the testing window in case you need to reorganize your students. You don't want to have to go in and manually edit all those class assignments.


72
00:12:27.052 --> 00:12:36.402
Abbie Currier: Now, the next thing everybody wanted to look at was uploading this file to, to the system.


73
00:12:37.062 --> 00:12:40.501
Abbie Currier: So let me just go in and add my test format here.


74
00:12:44.822 --> 00:12:47.911
Abbie Currier: and I'm going to click on Save.


75
00:12:49.652 --> 00:12:53.021
Abbie Currier: And I'm going to come over here to the MCAS Portal.


76
00:12:54.432 --> 00:12:58.521
Abbie Currier: I'm going to be logging in as a demo DTC.


77
00:13:05.962 --> 00:13:10.651
Abbie Currier: And once I get logged in, I'm going to click on Administration.


78
00:13:11.832 --> 00:13:18.772
Abbie Currier: And I'm going to go I'm sorry, I'm going to click on Administration and go to student registration.


79
00:13:19.252 --> 00:13:28.441
Abbie Currier: You can see I've already had some files uploaded, but I'm going to add the new file that I just saved.


80
00:13:28.762 --> 00:13:42.151
Abbie Currier: Just a reminder, you have a couple of things right here at your fingertips if you need them. One is going to be the data definitions file, which tells you exactly what information needs to go into each column.


81
00:13:42.252 --> 00:13:55.212
Abbie Currier: It's going to also provide you with the formatting of every column, so you can double-check that if you need to. And if you're, for whatever reason, starting this file from scratch, we also provide a template for you.


82
00:13:55.992 --> 00:14:03.962
Abbie Currier: Since I've already got my file set up, I'm going to click over here, locate my file.


83
00:14:05.942 --> 00:14:08.192
Abbie Currier: And I'm going to click on Upload.


84
00:14:08.192 --> 00:14:26.231
Abbie Currier: And initially, it's going to go through, a set of basic validations, and that's going to check for things like, is the file a CSV file? Does it have all the correct column headings? Is the file accidentally blank? Does it have any blank records?


85
00:14:26.262 --> 00:14:40.461
Abbie Currier: So those kinds of basic validations are what they initially go through. If there's an error in any one of those validations, it'll immediately tell you what the issue is and how to fix it.


86
00:14:41.472 --> 00:14:54.031
Abbie Currier: Once it processes through that initial set of validations, it's then going to go through a more in-depth data validation with all of the information that you loaded in the file.


87
00:14:54.132 --> 00:15:11.312
Abbie Currier: And that's why you're seeing a pending status right here. Once the file has been successfully processed through that second round of validations, it will, switch either to processed, or it's going to give you validation error.


88
00:15:11.312 --> 00:15:30.802
Abbie Currier: And if you get a validation error when you click on that link, it's going to give you, basically a kickback or an export of all the data that you just provided that had an error in it, and it's going to indicate what the column name is that contains the error, so that you can go in and fix it.


89
00:15:32.412 --> 00:15:37.902
Abbie Currier: Erma, what were the next couple of demos.


90
00:15:38.482 --> 00:15:49.212
DESE Student Assessment: I think I'm actually going to switch gears for a moment, because we've had some questions come in, so we'll take questions as they trickle in, and then we can go kind of back and forth with the demos.


91
00:15:49.231 --> 00:15:59.912
DESE Student Assessment: The next question, which I think is for eMetric, they're saying, when I upload the student registration spreadsheet to the portal, there are two options.


92
00:15:59.912 --> 00:16:10.342
DESE Student Assessment: One is the district, and the other is the school. I've been uploading it to the school and want to confirm that's correct, and then they're also saying that it has been showing as pending for 10 minutes.

93
00:16:12.142 --> 00:16:24.791
Abbie Currier: So, sometimes it can take 5 or 10 minutes, especially if the file is large, or depending on your network speed, so there's a lot of different


94
00:16:24.792 --> 00:16:43.971
Abbie Currier: variables that could affect how quickly the file gets loaded and validated into the system. If you're loading at the school level, that's totally fine. If you are loading a file at the district level, that's completely fine, too. So, whatever works better for you.


95
00:16:43.972 --> 00:16:51.922
[bookmark: _Int_JeFUuRRg]Abbie Currier: If you want to go school by school, you can do that. If you want to create one big file for the entire district, you can do that too.


96
00:16:53.212 --> 00:17:05.411
DESE Student Assessment: Thanks, Abbie. Next question, I'm going to ask Julia if she's able to respond. The question is about Dropbox. They're saying, I don't see that I have access to the Dropbox. Where is Dropbox located?


97
00:17:14.052 --> 00:17:27.261
DESE Student Assessment: Great. So, the Dropbox should be available in the security portal, so when you log into the security portal, there should be a list of applications. One of them should be the Dropbox.


98
00:17:27.452 --> 00:17:34.981
DESE Student Assessment: Once you click that, you want to click, your specific organization. Sometimes you have


99
00:17:35.112 --> 00:17:44.372
DESE Student Assessment: both access to school and district, so make sure you're just clicking the correct one, and then it would be MCAS 2026 for the administration.


100
00:17:59.672 --> 00:18:01.062
DESE Student Assessment: Thank you, Julia.


101
00:18:01.212 --> 00:18:16.902
DESE Student Assessment: Alright. I'm not seeing any questions that have trickled in yet, so while folks think of any additional questions that they have, the next most popular request for a demonstration was exporting accommodations. So, Abbie, could you do that one next?


102
00:18:16.902 --> 00:18:29.912
Abbie Currier: Sure. So STCs, school test coordinators, have a new export this year. Instead of clicking on student registration, which is where we are right now, I'm going to click on Students.


103
00:18:30.922 --> 00:18:34.502
Abbie Currier: And I'm going to click on exports right here.


104
00:18:34.682 --> 00:18:48.082
Abbie Currier: Now, last year you had an export roster. This year you have export roster or Export Accommodations, and when you click on export accommodations, it's going to download a CSV file.


105
00:18:49.152 --> 00:18:58.592
Abbie Currier: That looks very similar to the student registration file, but it's been simplified a little bit. So let me expand these columns.



106
00:18:58.782 --> 00:19:02.171
Abbie Currier: And make this a little bit bigger here.



107
00:19:02.442 --> 00:19:14.962
Abbie Currier: So, now we have basic student identifying information, last name, first name, and SASID, along with the test code, and then we jump straight into


108
00:19:14.962 --> 00:19:21.421
Abbie Currier: All of the accommodations, and which ones have been ordered for the student for that test.


109
00:19:21.422 --> 00:19:46.051
Abbie Currier: The only difference is that in this file, a 1 indicates a yes, this student has this accommodation, versus in student registration, it's a Y. But that is the biggest difference between the two files. The only other thing to point out is a smaller grouping of students identifying information.


110
00:19:46.052 --> 00:20:04.031
Abbie Currier: So, your, the student registration file has, like, district and school code, the grade, middle initial, gender, date of birth, all of that information, and you don't really need that in the export for accommodations when you're just trying to make sure your students have your accommodations.


111
00:20:06.332 --> 00:20:11.701
Abbie Currier: So, that is how you download the export for accommodations.


112
00:20:11.922 --> 00:20:23.031
Abbie Currier: Now, if you're a district test coordinator, and you want to do this at the district level instead of school by school, you'll still download your student registration export for that.


113
00:20:25.792 --> 00:20:43.351
DESE Student Assessment: Thanks so much, Abbie. All right, next up, we have two that were tied for the next most requested demonstrations. They are resolving validation errors and updating a large number of student records via an export-import.


114
00:20:45.752 --> 00:20:46.462
Abbie Currier: Sure.


115
00:20:47.482 --> 00:20:50.452
Abbie Currier: Okay, so,


116
00:20:51.232 --> 00:21:08.562
Abbie Currier: Let's go back over to the portal, and I'll start from scratch here. So we're going to click on Administration, and for the export and import of student registration, in order to resolve a large number of student edits.


117
00:21:08.852 --> 00:21:29.702
Abbie Currier: We'll click on student registration, and there's an Export Students link here. And when you click on that, it's going to export, essentially the file that you imported, unless there's been any manual edits through the UI to your student data, in which case all of those changes would also be included in that export file.


118
00:21:29.702 --> 00:21:31.921
Abbie Currier: So, you just export students.


119
00:21:32.042 --> 00:21:42.031
Abbie Currier: You open your file, and it is all the same information that you've already input into the MCAS Portal.


120
00:21:43.362 --> 00:21:59.272
Abbie Currier: For validation errors, we'll go ahead and take a look at the one that I uploaded a couple of minutes ago. It says one record with error and 25 uploaded records, so I'm going to click on validation error.


121
00:21:59.692 --> 00:22:01.922
Abbie Currier: And when I open this file.


122
00:22:03.022 --> 00:22:06.851
Abbie Currier: It's going to give me the one record that has an error.




123
00:22:07.672 --> 00:22:11.602
Abbie Currier: And it's going to tell me all the way over here at the very end.


124
00:22:12.532 --> 00:22:23.892
Abbie Currier: It's the issue is with the Spanish/English accommodation and test code, so let's take a look at the test code. I have the wrong test code in here.


125
00:22:24.322 --> 00:22:30.451
Abbie Currier: So, I need to fix that test code. It should be CIV08.


126
00:22:30.572 --> 00:22:39.852
Abbie Currier: And I know that because it is contained in the data definitions file, and that data definitions file, again, is right here.


127
00:22:40.282 --> 00:22:50.161
Abbie Currier: So, if I don't have that memorized, I would be able to find it there. And then, I can edit it in this file.


128
00:22:50.162 --> 00:22:53.182
Abbie Currier: And just delete that last column.


129
00:22:53.182 --> 00:23:13.481
Abbie Currier: Or I can return to my original file, which is what I prefer to do. I like maintaining a clean file at all times, so that if I need to make a quick change, I already have a good file to do it from. And I will locate that particular student that had the issue.


130
00:23:13.802 --> 00:23:17.162
Abbie Currier: Fix that test code there.


131
00:23:17.842 --> 00:23:19.492
Abbie Currier: Click Save.


132
00:23:21.772 --> 00:23:26.732
Abbie Currier: And now I can come back over here to choose my file again.


133
00:23:28.782 --> 00:23:30.632
Abbie Currier: And click on Upload.


134
00:23:32.902 --> 00:23:42.182
Abbie Currier: And it's fine to just keep re-uploading that same file, it's not going to duplicate any student records, it's just going to update the ones that need to be updated.


135
00:23:42.942 --> 00:23:49.392
Abbie Currier: So, in a couple of minutes, we should see that change to process.


136
00:23:53.952 --> 00:23:59.412
Abbie Currier: I think that that resolves those two demos. Did we get any questions?


137
00:24:00.482 --> 00:24:08.041
DESE Student Assessment: Sorry if I missed it. Did you show them how to export the information that's currently in student registration?


138
00:24:08.492 --> 00:24:10.252
Abbie Currier: Yes, they did that first.



139
00:24:10.252 --> 00:24:11.052
DESE Student Assessment: Okay, sorry.


140
00:24:11.052 --> 00:24:17.312
Abbie Currier: That's okay, it's right here, it's the Export Students button on student registration.


141
00:24:18.242 --> 00:24:19.642
DESE Student Assessment: Great, thanks, Abbie.


142
00:24:20.652 --> 00:24:34.171
DESE Student Assessment: I'm not seeing any other questions yet, so we'll continue to go through these demonstrations, but we are here to answer any questions that you have today, so if you've run into any issues while you're completing student registration, if there are


143
00:24:34.322 --> 00:24:42.352
DESE Student Assessment: questions that you want to ask, please do put them in the Q&A. Until we see more questions, I'll keep going through these demos.


144
00:24:42.352 --> 00:24:55.251
DESE Student Assessment: The next most requested demo is adding a student's accommodation in the initial .CSV file, and I think, since you'll already be in the file, Abbie, while you're there, could you also demonstrate how to add and remove rows for students?


145
00:24:55.742 --> 00:24:56.682
Abbie Currier: Yes.


146
00:24:57.462 --> 00:25:12.242
Abbie Currier: So, to edit a student's accommodation, whether you're removing one or you're adding in an additional accommodation, it's a matter of locating the student's row.


147
00:25:12.442 --> 00:25:17.532
Abbie Currier: and test code. So, student A is going to have,


148
00:25:17.592 --> 00:25:34.761
Abbie Currier: Let's see, they're in grade 3, so they're going to have two rows of data. They're going to have one for their ELA test, and one for their math test. So, it's important that you put the accommodation into the correct rows of data for that particular student.


149
00:25:34.902 --> 00:25:57.861
Abbie Currier: They may have an accommodation for math that they don't receive for ELA. They may receive, like, a text-to-speech accommodation for both, but for math, it's going to be a standard text-to-speech accommodation, and for ELA, it's going to be a special access accommodation. So, it's important to locate the right row of data in order to edit it.


150
00:25:58.012 --> 00:26:09.141
Abbie Currier: And then all you need to do is locate that particular student and test code, and this is an 8th grade ELA test.


151
00:26:09.562 --> 00:26:18.982
Abbie Currier: So, if this student has text-to-speech, I'm going to scroll over to text-to-speech special, and add a capital Y.


152
00:26:19.302 --> 00:26:27.532
Abbie Currier: And that just says for that particular student and that ELA test, the student receives this accommodation.


153
00:26:27.742 --> 00:26:33.751
Abbie Currier: If I want to remove an accommodation, all I need to do is blank it out.


154
00:26:34.012 --> 00:26:48.582
Abbie Currier: So maybe I realize that this student is not supposed to have a text-to-speech accommodation. All I need to do is remove that Y, it will then upload this file again, and that will remove the accommodation for that student.


155
00:26:51.992 --> 00:26:57.781
Abbie Currier: And I'm sorry, what was the other thing you wanted me to show here?


156
00:26:57.782 --> 00:27:04.402
DESE Student Assessment: It was how to add or remove rows for new students or students who won't be participating.


157
00:27:04.552 --> 00:27:07.031
Abbie Currier: Gotcha, thank you.


158
00:27:08.192 --> 00:27:18.942
Abbie Currier: So, that is a great question. One thing that you may want to do is take a look at your EL first-year data.


159
00:27:18.942 --> 00:27:31.072
Abbie Currier: The students who have this demarcation along with an ELA test code, maybe they won't be participating in that test. All you need to do is highlight that row.


160
00:27:31.092 --> 00:27:34.632
Abbie Currier: Right-click and select Delete.


161
00:27:34.892 --> 00:27:43.712
Abbie Currier: In doing that, we'll just remove that row of data from the file, and then you can upload this file into the system.


162
00:27:43.712 --> 00:27:55.172
Abbie Currier: The same is true if you want to, add a student into the system. You would just need to, I would do it at the end, but you can do it wherever you want.


163
00:27:56.102 --> 00:28:05.032
Abbie Currier: Essentially, just copy-paste your, district and school code, put in the student's SASID,


164
00:28:12.762 --> 00:28:16.062
Abbie Currier: Put in their grade.


165
00:28:17.172 --> 00:28:18.502
Abbie Currier: their name,


166
00:28:21.962 --> 00:28:25.482
Abbie Currier: Date of birth, and I'm just going to keep it simple.


167
00:28:25.722 --> 00:28:29.302
Abbie Currier: And then the test code, ELA10.


168
00:28:29.612 --> 00:28:35.252
Abbie Currier: And then whether they are online or paper, And then, of course


169
00:28:35.542 --> 00:28:38.552
Abbie Currier: I need to do their second row of data.


170
00:28:40.322 --> 00:28:42.601
Abbie Currier: So, I'm just going to copy and paste.


171
00:28:43.162 --> 00:28:46.062
Abbie Currier: And then add their matte 10.


172
00:28:47.172 --> 00:28:53.472
Abbie Currier: And they're taking that online as well. And again, if they needed a paper accommodation.


173
00:28:54.022 --> 00:28:59.321
Abbie Currier: Instead of a capital O, that would be a capital P in the test format.


174
00:28:59.642 --> 00:29:03.711
Abbie Currier: So just, something to take a look at.


175
00:29:03.822 --> 00:29:17.852
Abbie Currier: At the same time, you're adding the student, you can also add in any of their accommodations. Again, you're just going to be looking for the right accommodation for the right row of data and adding in a Y for that particular accommodation.


176
00:29:21.232 --> 00:29:30.311
[bookmark: _Int_0ZTE4Cem]Abbie Currier: And then you would make sure that you save your file, and it should still be saving in a .CSV, and then upload that into the system to update that record.


177
00:29:32.532 --> 00:29:47.282
DESE Student Assessment: Thanks, Abbie. We have a question here asking, can we add accommodations for all tests at one time, or are there different sheets? For example, can I add student A's accommodations for ELA, math, science, and Civic in one upload?


178
00:29:47.572 --> 00:29:53.021
Abbie Currier: Yes. You can see on Abbie's sheet here that she does have multiple different subjects.


179
00:29:53.862 --> 00:29:56.482
DESE Student Assessment: on the same spreadsheet, so the answer is yes.


180
00:29:56.662 --> 00:30:10.941
DESE Student Assessment: And I think, as Abbie was just saying, one thing to look out for is if a student has different accommodations, for example, for ELA and math, you'd want to make sure that those were, assigned correctly, depending on the row.


181
00:30:10.942 --> 00:30:18.301
DESE Student Assessment: So, the math row would need to have the math accommodations, and the ELA row for that student would need to have the ELA accommodations.


182
00:30:18.392 --> 00:30:21.821
DESE Student Assessment: Abbie, is there anything else you would add to that, or any other nuances?



183
00:30:23.942 --> 00:30:24.392
Abbie Currier: -


184
00:30:24.712 --> 00:30:25.692
DESE Student Assessment: Thank you.


185
00:30:28.522 --> 00:30:37.551
DESE Student Assessment: We have another question. Can you model removing a student directly from the portal if they withdraw between now and testing?


186
00:30:38.662 --> 00:30:54.682
Abbie Currier: That's a great question. So once a student is uploaded into the portal, there is no concept of removing them from the portal. There is just the concept of unenrolling them from your organization. So, I'm going to start from scratch here.


187
00:30:54.752 --> 00:31:05.892
Abbie Currier: So, if a student has unenrolled from your district or school, you'll handle that via the enrollment transfer option that we have.


188
00:31:05.992 --> 00:31:21.681
Abbie Currier: Let's say that the student has just left your organization, and you don't know where they went, you just know that they're not there anymore. The first thing you would do is actually come here to Students.


189
00:31:22.622 --> 00:31:29.241
Abbie Currier: Locate that student, click on Enrollment Info, and click on Unenroll.


190
00:31:30.302 --> 00:31:33.781
Abbie Currier: Are you sure you want to unenroll them? You say yes.

191
00:31:34.382 --> 00:31:43.272
Abbie Currier: And that's it. If you have a student that's left, you don't know anything else about where they're going, that's all you have to do is unenroll them.


192
00:31:43.372 --> 00:31:54.861
Abbie Currier: Now, if you know that a student has moved from one school in your district to another school in your district, on this same page, you just have to unenroll them.


193
00:31:55.002 --> 00:32:05.032
Abbie Currier: And then enroll a student in a different school, and you're moving them from one school in your district to another school in your district.


194
00:32:05.272 --> 00:32:07.772
Abbie Currier: And you can do that in one fell swoop.


195
00:32:08.372 --> 00:32:13.642
Abbie Currier: It's always going to have you double-check their information. Sometimes…


196
00:32:14.202 --> 00:32:24.401
Abbie Currier: Things change from one enrollment to the next, and then you'll click save, and that student has now moved into that other school within your district.


197
00:32:25.132 --> 00:32:33.721
Abbie Currier: The part where the enrollment transfer kicks in is when the student is moving from one district in Massachusetts


198
00:32:34.422 --> 00:32:37.992
Abbie Currier: into another district that's taking the MCAS.



199
00:32:38.242 --> 00:32:43.461
Abbie Currier: And the way that you would handle that is by going to Enrollment Transfer.


200
00:32:44.352 --> 00:32:51.002
[bookmark: _Int_98j7RcWi]Abbie Currier: And you can request, if the student just came into your organization, you can request a transfer.


201
00:32:51.962 --> 00:33:00.052
Abbie Currier: You just need to have the student's SASID, their last name, and the date of birth. So, I actually have a student.


202
00:33:01.522 --> 00:33:03.532
Abbie Currier: That needs to get moved.


203
00:33:16.262 --> 00:33:39.921
Abbie Currier: And it's going to get moved from Cyber City District into Cyber Valley, and then I can also add a note. So, like, if we were in the middle of a testing window, and the student had, I don't know, already taken the ELA test, but they had not taken the math test yet, or they took math, but not science, or something along those lines.


204
00:33:40.002 --> 00:33:45.241
Abbie Currier: You can indicate that here in the notes for the next school to pick up.


205
00:33:54.752 --> 00:33:57.222
Abbie Currier: And it'll submit that request.


206
00:33:57.542 --> 00:34:09.881
Abbie Currier: And I can see a list of all of my requests here. So, these are the students that I'm asking somebody else to enroll into, like, approve to enroll into my organization.


207
00:34:10.172 --> 00:34:16.972
Abbie Currier: Now, there are probably students that have also left my organization that other,


208
00:34:17.902 --> 00:34:35.991
Abbie Currier: other districts and schools are requesting from me, so I can approve those by clicking on the approvals tab. It's going to say, okay, for this particular student, Cyber City School 1 is requesting that they be transferred in. I would check my


209
00:34:35.992 --> 00:34:59.291
Abbie Currier: roll call and make sure that this is the right student. Check the SASID, check the first and last name, and if I say yes, this student did indeed leave my organization, I can approve this request. If I say, hey, wait a second, I don't think this is the right student, I see this student is still enrolled in my organization, you can reject that request.


210
00:34:59.532 --> 00:35:06.962
Abbie Currier: Once you approve it, it's going to, you can add any notes if you want and click on Confirm.


211
00:35:08.062 --> 00:35:17.932
Abbie Currier: And that is going to change this filter down here to All, and you can see the status is approved on that new request.


212
00:35:18.572 --> 00:35:33.311
Abbie Currier: If I want to go back, I can look at all of the canceled ones. Canceled means that the requesting organization canceled the request. Maybe they had requested the wrong student, and they realized their error.


213
00:35:33.312 --> 00:35:42.791
Abbie Currier: Or I can look at all of the student enrollment transfer requests that I rejected versus approved.


214
00:35:43.052 --> 00:35:45.371
Abbie Currier: Or I can go back to all of them.


215
00:35:47.042 --> 00:35:58.232
Abbie Currier: So, that is how you would handle enrollment transfer, and again, there is no concept of deleting students. You can only unenroll students from your organization.


216
00:36:00.812 --> 00:36:16.651
DESE Student Assessment: And Abbie, just a clarifying question. When you were showing how to unenroll the student and then enroll it in a new school in the district, is that limited to district test coordinators, or can school test coordinators enroll the student in a different school?


217
00:36:17.222 --> 00:36:35.282
Abbie Currier: So, school test coordinators can go in. Again, I went to students, I would locate the student and click on enrollment info. So, STCs can unenroll the student, but they don't have access to enroll the student in a different school. The district test coordinator needs to do that.


218
00:36:36.652 --> 00:36:49.022
DESE Student Assessment: Thank you. Alright, so if you're working at a school, and if a student leaves your organization, you can unenroll the student, but it would need to be the district person who would then re-enroll them in a different organization. Thank you.


219
00:36:50.892 --> 00:37:02.242
DESE Student Assessment: I'm not seeing any other questions yet. We had one other demonstration in the poll, and that was manually adding and editing a student on the student page, including accommodations.


220
00:37:02.842 --> 00:37:03.572
Abbie Currier: Sure.


221
00:37:03.742 --> 00:37:13.551
[bookmark: _Int_Oc8Zg2rI]Abbie Currier: So, we're actually in the exact correct place. So, here on the students page, I have this button here to add a student.


222
00:37:14.712 --> 00:37:25.541
Abbie Currier: I'll click on that, and essentially it asks for all of the same information that you would usually put in a student registration file. So, it's going to ask for a state student ID, 


223
00:37:28.692 --> 00:37:31.002
Abbie Currier: It's going to ask for their grade.


224
00:37:33.842 --> 00:37:35.322
Abbie Currier: Last name,



225
00:37:35.582 --> 00:37:44.892
Abbie Currier: First name, anything that has a red asterisk is required. If it doesn't have a red asterisk, it is not required.


226
00:37:48.712 --> 00:37:58.961
Abbie Currier: For the registration codes, I can either click inside and select individual registration codes, or I can click the double check mark.


227
00:37:59.212 --> 00:38:14.811
Abbie Currier: icon, and that will automatically add all of the registration codes for this particular grade. If I came back up here and changed the grade to grade 3, it's only going to add the grade 3 registration codes.


228
00:38:16.002 --> 00:38:17.932
Abbie Currier: Put this back on grade 8.


229
00:38:18.272 --> 00:38:20.002
Abbie Currier: And add everything.


230
00:38:21.072 --> 00:38:34.752
Abbie Currier: And then, over here on the accommodations tab, this is where, for each test, so you can see all four tests here, for each of these tests, I would fill in the accommodation that the student might have.


231
00:38:34.842 --> 00:38:52.322
Abbie Currier: So perhaps they need text-to-speech. So, if they have it for math, science, and civics, but not ELA, I would just need to make sure that I go to the civics test, click on text-to-speech.


232
00:38:52.762 --> 00:38:58.971
Abbie Currier: And I select, skip ELA, because they don't have that accommodation for ELA. Go to Math.


233
00:38:59.242 --> 00:39:01.131
Abbie Currier: Click text to speech.


234
00:39:02.082 --> 00:39:05.461
Abbie Currier: Go to Science, click Text to Speech,


235
00:39:08.912 --> 00:39:10.652
Abbie Currier: And then click Save.


236
00:39:11.882 --> 00:39:31.342
Abbie Currier: And now you can see that student has been added, and all of their accommodations have been saved as well. If I need to edit a student's accommodation, maybe I missed an accommodation, or I added the incorrect one, you just need to locate that student, and you can use these magnifying glasses here to search.


237
00:39:31.832 --> 00:39:41.732
Abbie Currier: Same with first and last name, student grade, etc. and you would just click on Edit, Accommodations.


238
00:39:42.242 --> 00:39:49.612
Abbie Currier: Maybe the student does have an ELA text-to-speech accommodation. I would locate their ELA test.


239
00:39:49.852 --> 00:39:55.032
Abbie Currier: Select the accommodation, or deselect an accommodation, and click on Save.


240
00:39:56.722 --> 00:40:14.512
Abbie Currier: So, it's very quick and easy to do this for one or two students at a time. If you're doing more than about 10 students at a time, we would recommend that you return to that student registration file and edit the accommodations there. It's just a little bit easier and faster.


241
00:40:19.402 --> 00:40:21.662
DESE Student Assessment: Awesome, thank you.


242
00:40:22.362 --> 00:40:40.282
DESE Student Assessment: I'm not seeing any questions. I know we did have until 10.30 this morning, slotted for this training, so if you have questions, please do enter them into the Q&A, but I think as we wait for any last questions to trickle in, let's go back to the slides and start wrapping up.


243
00:40:48.402 --> 00:41:00.302
DESE Student Assessment: All right, so if you've been to our webinars before, this will be familiar to you. When you exit the webinar today, you'll be prompted to complete an evaluation form. Please note that


244
00:41:00.302 --> 00:41:13.461
DESE Student Assessment: The responses that you enter into that evaluation form are associated with the name and email address that you used to log in today, and if for some reason, you're not able to complete it, please do email your input to us at MCAS@mass.gov.


245
00:41:13.572 --> 00:41:25.711
DESE Student Assessment: We do read through all of the evaluation forms, and we take them into account for future trainings, so please do take a moment to fill that out and let us know if today's webinar was helpful for you, or if you have suggestions for the future.


246
00:41:26.162 --> 00:41:36.622
DESE Student Assessment: And then within about a week, this training will be posted to the Resource Center, and you will receive an email with the Q&A from the session, as well as a link to the recording.


247
00:41:37.532 --> 00:41:43.301
DESE Student Assessment: On the next slide, we have some contact information if you find that you have questions after today.



248
00:41:43.612 --> 00:42:01.352
DESE Student Assessment: So any questions that you have on logistics or technology, if you are having trouble, for example, importing your file into the portal, or if you have imported it, but you are not sure what the validation errors mean, and you need some support, please reach out to the MCAS Service Center.


249
00:42:01.352 --> 00:42:13.321
DESE Student Assessment: And then if you have any policy questions, for example, if you have questions on student participation, and who should be participating in each administration, please reach out to us here at DESE.


250
00:42:14.482 --> 00:42:36.321
DESE Student Assessment: And with that, I'm not seeing any questions left in the Q&A, so I think I will say thank you all for joining us this morning. I hope that you found this helpful with some additional support time for student registration. And again, if you have any additional questions as you work through the student registration process, we are here to assist and support you.


251
00:42:36.392 --> 00:42:39.231
DESE Student Assessment: So, thank you all, and I hope you have a great rest of your day.



