Office Hours for MCAS Portal Tasks
March 19, 2026

1
00:00:05.070 --> 00:00:09.599
Shannon Cullen: My name is Shannon Cullen. If we go to the next slide.


2
00:00:09.900 --> 00:00:25.850
Shannon Cullen: I'm the MCAS Test Administration Coordinator here at DESE. This morning, you'll also be hearing from Sharon Mathieu, who is the MCAS Test Administration Specialist at DESE, as well as Abbie Currier, who works with eMetric, our testing subcontractor.


3
00:00:25.860 --> 00:00:37.979
Shannon Cullen: There are several other folks that are on the call with us this morning, from DESE, from eMetric, as well as from Cognia, our testing contractor, who you may also hear from in answering the questions that you have today.


4
00:00:38.980 --> 00:00:49.580
Shannon Cullen: On the next slide, we have just a couple slides here of logistics before we get started. If you've joined us for any of our other MCAS administration trainings, this will not be new to you.


5
00:00:50.290 --> 00:01:08.389
Shannon Cullen: The majority of today's session is focused on what questions you have and getting those questions answered. So, we ask that you use the Q&A feature in Zoom to ask your questions. We're going to spend some time answering questions out loud. We may also respond to questions in the Q&A by typing them in.


6
00:01:08.410 --> 00:01:22.150
Shannon Cullen: There may be some that we are not able to answer this morning, and if that's the case, we will take them back and get them answered for you, and then we typically send out a Q&A with all of the questions and answers within about a week of the session.

7
00:01:22.790 --> 00:01:34.200
Shannon Cullen: Session is also being recorded, and it will be posted in about a week on the MCAS Resource Center. Closed captioning is available. You'll also see ASL interpreters on screen.


8
00:01:34.240 --> 00:01:47.990
Shannon Cullen: And please be advised that DESE does not authorize attendees to record or use AI transcription tools during this Zoom, and we do not endorse any unauthorized transcripts created by third parties.


9
00:01:49.330 --> 00:01:58.450
Shannon Cullen: On the next slide, we have some information about the slides that were emailed to you yesterday. Slides are now going to be posted in the chat.


10
00:01:58.450 --> 00:02:13.149
Shannon Cullen: If you're not able to access the slides in the chat, you can ask in the Q&A, and then we also send out the slides again after the training to all participants, and they will also be posted in the MCAS Resource Center along with the recording.


11
00:02:14.700 --> 00:02:33.660
Shannon Cullen: On the next slide, we have today's agenda. So, like I said, today's an office hour. We are mostly here to answer questions that you have about MCAS Portal tasks. So that will be the bulk of the hour that we have together this morning. But we will start by sharing some resources that we want you to be aware of as you prepare for MCAS testing.


12
00:02:33.660 --> 00:02:47.100
Shannon Cullen: As well as some frequently asked questions that we've been getting at DESE and at the MCAS Service Center. Then we'll have the Q&A portion, where you can also request to see demonstrations, and then we'll finish up with some support and next steps.



13
00:02:48.270 --> 00:02:52.910
Shannon Cullen: So, if we move on to the next slide, we have our resources slides here.


14
00:02:53.550 --> 00:03:09.810
Shannon Cullen: We have listed here resources for using the MCAS Portal, a link to the MCAS Resource Center here, and a link to the MCAS Portal user guides. That page also contains the guide to conducting a practice test through the MCAS Training Site.


15
00:03:10.640 --> 00:03:23.420
Shannon Cullen: We have a number of modules. These are short videos on discrete tasks to complete in the MCAS Portal, which you may also find helpful as you prepare for testing, and then a link to the recording of our previous trainings.


16
00:03:24.340 --> 00:03:31.430
Shannon Cullen: On the next slide, we have resources for test administrators. So, we do have a


17
00:03:31.450 --> 00:03:48.720
Shannon Cullen: recently posted module, sometime in the last few weeks, that's an overview of the MCAS Portal for test administrators that focuses on the tasks that they will complete in the MCAS Portal, and then we've also linked here to the slide template that test coordinators can use to train their test administrators.


18
00:03:49.940 --> 00:03:54.930
Shannon Cullen: Next, we have resources, Sorry, next slide.



19
00:03:55.180 --> 00:04:04.569
Shannon Cullen: For technology coordinators, so the first link here is for the MCAS Student Kiosk Technology Guide on the Technology Setup page of the Resource Center.


20
00:04:04.570 --> 00:04:16.000
Shannon Cullen: And then we also included a link to the webinars page, because there have been several webinars this year that were specific for technology coordinators, which you'll want to share with your tech teams if you haven't already.


21
00:04:17.870 --> 00:04:33.490
Shannon Cullen: On the next slide, we have resources on the DESE website, and these include the manuals, the testing schedule, the accessibility and accommodations manual, as well as a link to our archives of the student assessment updates, which are our bi-weekly newsletters.


22
00:04:35.160 --> 00:04:39.979
Shannon Cullen: And if we go to the next slide, I think, yep, that's it for resources.


23
00:04:40.090 --> 00:04:49.030
Shannon Cullen: So, like I said, just wanted to put forth some FAQs that we've been getting along with answers, before we get into your specific questions.


24
00:04:49.180 --> 00:05:01.309
Shannon Cullen: We do keep getting a question about what is new for this year. So, new in the MCAS Portal for this year is the progress view. This is what's available on the test scheduling page.


25
00:05:01.310 --> 00:05:11.619
Shannon Cullen: And that's available to monitor student progress during testing. It shows you the number of questions that students have answered in the test session, along with additional information.


26
00:05:11.690 --> 00:05:15.489
Shannon Cullen: And that page is also available for test administrators.


27
00:05:15.810 --> 00:05:22.000
Shannon Cullen: Session access codes are now referred to as access codes. We've dropped the session in front of it.


28
00:05:22.500 --> 00:05:31.779
Shannon Cullen: Schools can now print student logins in bulk, so you can continue to print by class. There are also options to print, at a larger scale.


29
00:05:32.420 --> 00:05:37.469
Shannon Cullen: There's a new export accommodation feature to review accommodations before testing.


30
00:05:39.010 --> 00:05:52.969
Shannon Cullen: Test report codes and session report codes, which are things like void or medical absence, only test coordinators and technology coordinators are able to add those codes now. The permissions were reduced in the MCAS portal.


31
00:05:53.560 --> 00:06:10.329
Shannon Cullen: And new for this year are course-level classes for high school. So, grades 3 through 8 need to create grade-level classes for their students, and high schools need to create course-level classes for their students. So, this just involves,


32
00:06:10.490 --> 00:06:22.469
Shannon Cullen: one or two more steps to create your classes to make sure that you are creating the right type. And we went through this in detail in one of our previous trainings that's posted to the Resource Center, and then we've also linked here



33
00:06:22.680 --> 00:06:29.010
Shannon Cullen: The document that includes all of the updates for this year, not just the ones listed on this slide.


34
00:06:30.710 --> 00:06:44.289
Shannon Cullen: On the next slide, we have another question that's been coming in frequently, and that's about the practice tests in the MCAS Training Site. So, you may know that there are multiple ways to administer practice tests for students.


35
00:06:44.290 --> 00:06:55.709
Shannon Cullen: You can use the links that are in the Resource Center. There is also a practice test available in the kiosk, or excuse me, practice tests available in the kiosk that students can select.


36
00:06:55.900 --> 00:07:01.740
Shannon Cullen: Schools can choose to administer a practice test through the MCAS Training Site.


37
00:07:02.030 --> 00:07:04.370
Shannon Cullen: And this gives,


38
00:07:04.770 --> 00:07:21.839
Shannon Cullen: a little bit more of a similar simulation to actual test day processes and procedures. As the practice says through the MCAS Training Site, schools need to register students, print student logins, create classes, schedule tests, etc.


39
00:07:21.860 --> 00:07:41.590
Shannon Cullen: So if you do choose to administer a practice test in the MCAS Training Site, we wanted to note that there are various versions of each practice test, which are a little bit different than the operational test, and it has to do with the accommodations that students are getting assigned to. So, we have this little table here.


40
00:07:41.940 --> 00:07:58.529
Shannon Cullen: to help you determine which practice test should be assigned to each group of students, and our guide to conducting a practice test through the MCAS Training Site is currently being reposted with this table and additional information as well.


41
00:07:59.640 --> 00:08:05.729
Shannon Cullen: And we have a few more FAQs on the next few slides, and I'm going to hand this over to Abbie to talk through them.


42
00:08:07.140 --> 00:08:17.749
Abbie Currier: Thanks, Shannon. So, one of the other frequently asked questions we get is, how do I ensure leading zeros are not dropped in the student registration file?


43
00:08:17.770 --> 00:08:30.630
Abbie Currier: And one of the most straightforward ways that you can do this is if you're using Excel to create your student registration file, you can convert all the cells in the file text format.


44
00:08:30.630 --> 00:08:53.960
Abbie Currier: to ensure that your leading zeros are not dropped. So, you can do that by highlighting the entire sheet you're working on. There's an arrow in the upper left-hand corner of the spreadsheet, and you can click on that to highlight the entire sheet. You'll right-click on your mouse and select Format Cells, and then select the text option from the category selector.


45
00:08:53.960 --> 00:09:01.529
Abbie Currier: in the pop-up window, and then click OK. And that way, you will not lose your leading zeros.



46
00:09:02.280 --> 00:09:21.010
Abbie Currier: The next frequently asked question is, what are classes in the MCAS portal? And essentially, a class is a group of students in the portal who will take the same test together. You can put up to 250 students in a single class in the portal.


47
00:09:21.010 --> 00:09:26.250
Abbie Currier: You don't have to do classes that are that large, but that is an option for you.


48
00:09:26.990 --> 00:09:41.329
Abbie Currier: Each class is going to be subject-specific, so you will have students who are in a math class, an ELA class, maybe a science class, as well as a civics class if they're in grade 8.


49
00:09:41.840 --> 00:10:06.540
Abbie Currier: For the following three types of accommodation, students are required to be assigned to a separate class, specifically for that accommodation. And those accommodations are for Human Read Aloud, Human Signer, and Spanish/English. So, I would put only my Human Read Aloud students into one class altogether for that test.


50
00:10:06.910 --> 00:10:23.259
Abbie Currier: Same with, Spanish/English. All of the students that have that accommodation for that test will be put into a class together. You don't want to mix together students that have the accommodation and students that don't have the accommodation.


51
00:10:23.450 --> 00:10:40.550
Abbie Currier: Another note, classes can be created during or any time after student registration but DESE does recommend creating classes about 2 weeks before testing, so that you don't have to continuously clean and update your classes.



52
00:10:43.200 --> 00:10:51.170
Abbie Currier: The next question that we usually receive is, how do I create classes? And there are 3 ways to do this in the MCAS portal.


53
00:10:51.170 --> 00:11:15.499
Abbie Currier: The first option is to manually create classes one at a time using the portal user interface. That is recommended when you're creating four or fewer classes, or when you're working with a small number of students. So, for example, if you don't have many students that have a human read aloud, or a human signer, or a Spanish/English accommodation.


54
00:11:15.500 --> 00:11:27.260
Abbie Currier: it may make sense to create those classes manually in the portal. The next option is to export the student registration file out of the portal.


55
00:11:27.260 --> 00:11:36.100
Abbie Currier: enter the correct class names for each student and test in column K of that file, and then re-upload that file into the portal.


56
00:11:36.180 --> 00:11:43.319
Abbie Currier: This is recommended when you're creating 5 or more classes, or when you're working with a large number of students.


57
00:11:44.090 --> 00:11:50.990
Abbie Currier: The third option is to create and upload a separate class upload file.


58
00:11:50.990 --> 00:12:14.579
[bookmark: _Int_22frb0Wl]Abbie Currier: This is recommended when you're creating 5 or more classes, or when you're working with a large number of students, and you don't feel comfortable working with the student registration file. The class upload file is a little bit more straightforward and simplistic, in some ways, so it's up to you which file upload you choose to use.


59
00:12:15.070 --> 00:12:38.039
Abbie Currier: We do provide additional information on creating, editing, and deleting classes in the guide to the MCAS Portal, which is available on the MCAS Resource Center, particularly in Part 5 for creating and managing classes for grades 3-8, and the Appendix A, which is creating and managing classes for high school tests.


60
00:12:40.820 --> 00:12:57.750
Abbie Currier: The next question we frequently get asked is, when can I begin scheduling tests? So, the tests will be made available for scheduling classes, about a week before the test window goes live.


61
00:12:57.750 --> 00:13:13.150
Abbie Currier: You do need to schedule the classes for tests in order to have the test form assigned to the students and create those student logins. You cannot print the student logins until after the tests are scheduled.


62
00:13:13.170 --> 00:13:25.620
Abbie Currier: The statewide testing schedule is available here as a link, and it lists the dates that test scheduling should be completed for each administration.


63
00:13:27.460 --> 00:13:49.969
Abbie Currier: The next question we usually get asked is, should we redo site readiness if we update student devices? So, site readiness is a task that's completed by your technology coordinators to confirm that the school's technology has been set up correctly, and that the testing devices meet the minimum requirements and have been properly configured.


64
00:13:49.970 --> 00:13:53.789
Abbie Currier: And what we recommend is that if any


65
00:13:53.820 --> 00:14:04.440
Abbie Currier: changes are made to your technology at any point during the school year, we recommend that you conduct site readiness again. It's just one


66
00:14:04.780 --> 00:14:26.419
Abbie Currier: one more thing, to verify that everything is still looking good, that none of the changes that have been made to the technology have inadvertently impacted MCAS testing, and all that good stuff. So, highly recommend that if you change anything with your, your network, or your internet, or your devices themselves.


67
00:14:26.420 --> 00:14:29.309
Abbie Currier: Please go ahead and rerun site readiness.


68
00:14:31.240 --> 00:14:34.740
Abbie Currier: And with that, I will turn this back over to Shannon.


69
00:14:35.440 --> 00:14:54.160
Shannon Cullen: Thanks, Abbie. Alright, so now we've gone through the FAQs that we've been getting, so now's a chance for you to ask what questions you may have. And if you have any demonstrations that you'd like to see, you can also put those in the Q&A. So, I'm going to start at the top here. We do have some open questions.


70
00:14:54.170 --> 00:15:06.489
Shannon Cullen: The first one is, I have some human read-alouds in grades 3 and 4. Can you go over assigning the proctor to the class who will be administering the human read-aloud MCAS test to the student?


71
00:15:06.630 --> 00:15:08.829
[bookmark: _Int_2pPFr71D]Shannon Cullen: So I think just to give,


72
00:15:09.040 --> 00:15:21.470
Shannon Cullen: some background information if folks are not aware. For students with human read aloud or human signer, schools can choose to either read the test over the student's shoulder, or


73
00:15:21.690 --> 00:15:34.320
Shannon Cullen: Create what's called a test administrator login, and that login allows the test administrator to log into the test on their own device, in order to read aloud to the student.


74
00:15:34.480 --> 00:15:39.700
Shannon Cullen: Abbie, is that something you're able to demonstrate, creating a test administrator login?


75
00:15:40.590 --> 00:15:42.670
Abbie Currier: Yes, I can demonstrate that.


76
00:15:44.570 --> 00:15:46.280
Abbie Currier: So,


77
00:15:51.890 --> 00:15:52.830
Abbie Currier: Sorry.


78
00:15:55.460 --> 00:16:03.610
Abbie Currier: So, I'm going to come over here into the MCAS Portal, and essentially, I'm creating a fake student.


79
00:16:04.850 --> 00:16:24.499
Abbie Currier: And we do provide some, nomenclature that we ask that you utilize, and I'll go over that in just one second. So, I'm going to click into administration, and for whatever grade and content area


80
00:16:24.560 --> 00:16:38.140
Abbie Currier: students I have, I’m going to create a fake student with those same accommodations. So, if I come over here, I'm in the correct school, and I'm going to  click Add Student.


81
00:16:39.660 --> 00:16:41.710
Abbie Currier: Let me just grab my notes.


82
00:16:44.760 --> 00:16:45.680
Abbie Currier: Okay.


83
00:16:47.290 --> 00:16:51.150
Abbie Currier: So, I’m going to create a state student ID.


84
00:16:51.160 --> 00:17:09.780
Abbie Currier: It's going to be my 8-digit school code plus 01 or 0203, depending on how many logins I need to create. So, let's just say it's 5008888, and then I'll do 01.


85
00:17:09.780 --> 00:17:22.990
Abbie Currier: And the grade is going to need to match the student's grade, so in this particular example, we'll create a third grade TA login. The last name is going to say TA login.


86
00:17:22.990 --> 00:17:32.299
Abbie Currier: The first name is going to be the test administrator's actual first name, so if I'm the test administrator, I would type in Abbie.


87
00:17:32.650 --> 00:17:38.779
Abbie Currier: And then the date of birth can be 0101-1900.


88
00:17:38.780 --> 00:17:58.920
Abbie Currier: And then I can add in whatever registration codes my students actually require a human read aloud accommodation for. It may be both of the third-grade tests, in which case I can just do that, or if it's just one of them, maybe they only get it for math.


89
00:17:59.090 --> 00:18:01.859
Abbie Currier: I can just select the math.


90
00:18:02.350 --> 00:18:17.449
Abbie Currier: The next step is to make sure that you go over to accommodations, and for that math test, you would select the human read aloud. If you have two tests here, make sure you're selecting that accommodation for both.


91
00:18:17.800 --> 00:18:34.210
Abbie Currier: And then you're clicking Save. Now, from this point, you would need to make sure that you are adding your student into the Human Read Aloud class that you have created, and schedule that class to take the test.


92
00:18:34.210 --> 00:18:39.889
Abbie Currier: And then you would just make sure that you voided that TA login in that test session.


93
00:18:40.620 --> 00:18:59.250
Abbie Currier: There's also a way to create your TA logins through student registration. So, what you could do is export your students, and then you would fill in each of you would fill in the same information for the TA login, students.


94
00:18:59.250 --> 00:19:05.259
Abbie Currier: So, you would still enter in the SASID, the last and first name, the date of birth.
  

95
00:19:05.260 --> 00:19:23.809
Abbie Currier: You would need to make sure that the format is set for O for online, and then just that you're adding the right test codes and accommodations for the students that you have with that accommodation. So, there's two ways that you can do this, depending on the number of logins that you need to create this way.


96
00:19:26.780 --> 00:19:41.590
Shannon Cullen: Thanks, Abbie. I see, another question about a proctor ticket here, and that's asking, do I need a session created or proctor ticket for Special Access Accommodation 3.1, which is scribing responses for ELA?


97
00:19:41.590 --> 00:19:59.609
Shannon Cullen: So, the test administrator login that Abbie just demonstrated is only for Human Read Aloud and Human Signer, so it's not required, for a scribe. However, if the student is taking computer-based testing, they should be added to,


98
00:19:59.620 --> 00:20:07.220
Shannon Cullen: a class, which I'm assuming is what you mean by, do I need a session created? They would still need to be added to a class, before they test.


99
00:20:09.350 --> 00:20:11.280
Shannon Cullen: Alright, next question.


100
00:20:11.450 --> 00:20:17.040
Shannon Cullen: Once the tests are scheduled, can I update accommodations up to the testing date?


101
00:20:17.270 --> 00:20:31.490
Shannon Cullen: The answer is yes, but I think there are a couple considerations, and I'll name the first one, which is for paper-based testing. If you make any changes to IEPs which require a change to a paper-based test.


102
00:20:31.490 --> 00:20:49.520
Shannon Cullen: Let's say, for example, you had registered a student for computer-based, but now they need a paper-based test, or maybe they had a standard paper-based test, but now they need a large print, you would need to place an additional materials order in order to get those materials delivered to you for testing.


103
00:20:50.440 --> 00:20:55.670
Shannon Cullen: Abbie, I think there's another consideration for form-dependent accommodations, is that right?


104
00:20:56.420 --> 00:21:05.399
Abbie Currier: Yes, just a note that, if you have already scheduled the student to take the test.


105
00:21:05.720 --> 00:21:16.549
Abbie Currier: and you go in and edit the student's accommodations. If you are changing an accommodation that is going to change their form assignment.


106
00:21:16.640 --> 00:21:40.790
Abbie Currier: So that means it's a form-dependent accommodation such as ASL, screen reader, compatible assistive technology, human read aloud, human signer, something along those lines. You'll need to update the student's accommodation over here in the students' page, and then you'll need to go to test scheduling and locate that student.


107
00:21:40.990 --> 00:21:43.660
Abbie Currier: For that particular,


108
00:21:44.640 --> 00:22:00.659
Abbie Currier: test and come in here to view details and student logins. You'll see a green button that appears right here on the screen in between the access codes and the scheduling details, and it'll say add or update student


109
00:22:00.660 --> 00:22:07.739
Abbie Currier: information. And clicking that button is going to assign the new


110
00:22:07.870 --> 00:22:13.900
Abbie Currier: Form-dependent, or form for that student's new accommodation.


111
00:22:14.500 --> 00:22:30.229
Abbie Currier: So, if you're changing a student from a human read-aloud accommodation to no human read-aloud accommodation, clicking that green button is going to change their form assignment from a human read-aloud form to a non-accommodated form.


112
00:22:30.230 --> 00:22:37.209
Abbie Currier: And vice versa. If you didn't have that human read-aloud accommodation set for the student and they need it.


113
00:22:37.470 --> 00:22:45.180
Abbie Currier: Changing that accommodation, and then clicking the green add or editing, student information is going to change that form assignment.


114
00:22:45.650 --> 00:22:48.890
Abbie Currier: It gets more complicated if you try to do that.


115
00:22:48.990 --> 00:22:56.580
Abbie Currier: After the student has already logged in, because after the student has already logged in, that form assignment cannot change.


116
00:22:59.210 --> 00:23:04.640
Shannon Cullen: And I think there's one more consideration for Spanish/English, so if you have a student that's


117
00:23:04.840 --> 00:23:09.680
Shannon Cullen: was assigned the English test and then is scheduled for the test.


118
00:23:10.070 --> 00:23:21.900
Shannon Cullen: and then needs the Spanish/English test, I think they would need to be moved to a Spanish/English class to be assigned the Spanish/English test with those students. Is that right, Abbie?


119
00:23:22.090 --> 00:23:22.730
Abbie Currier: Yes.


120
00:23:24.200 --> 00:23:41.090
Shannon Cullen: So for all other accommodations, I think you can just edit it, and the student will be fine, and will see those accommodations when they log in, but those special considerations for updates to paper-based tests, the form-dependent accommodations, which include the Spanish/English tests.


121
00:23:42.310 --> 00:24:03.970
Abbie Currier: One other note is that if you do need to see that add or update student information and you need to click it, it's not just going to change the form assignment, it's going to change the student's username and password to that test. So, if you've already printed out student logins, you'll need to reprint for that student.


122
00:24:05.530 --> 00:24:06.800
Shannon Cullen: Good point, thank you.


123
00:24:08.980 --> 00:24:22.049
Shannon Cullen: Next question is about the progress view. It says, when monitoring student progress during the test, can you see all students participating alphabetically on a screen, or do you have to click on each designated class?


124
00:24:23.130 --> 00:24:41.329
Abbie Currier: So, you do need to go to let me start from the beginning here. So, on the test scheduling page, I do still go into view details and student logins, and that's where I can see the progress view for this class. I'll just come down here and click on the progress view tab.


125
00:24:41.800 --> 00:24:53.199
Abbie Currier: And this will show me, for this class, how the students are progressing, through Session 1, or whatever session they're taking that day.


126
00:24:57.830 --> 00:24:58.819
Shannon Cullen: Thanks, Abbie.


127
00:24:59.390 --> 00:25:14.110
Shannon Cullen: Next question. I have successfully created the classes and scheduled the test sessions. However, when I perform an export from the student registration screen, column K class name is appearing blank for all students.


128
00:25:15.490 --> 00:25:16.290
Abbie Currier: Correct.
129
00:25:17.530 --> 00:25:23.989
Shannon Cullen: So that's expected behavior, right? That the student registration export does not export the class names.


130
00:25:24.280 --> 00:25:25.080
Abbie Currier: Correct.


131
00:25:25.660 --> 00:25:26.719
Shannon Cullen: Okay, thank you.


132
00:25:27.620 --> 00:25:35.690
Shannon Cullen: Next question is asking for a demonstration on how to print, or how to batch print student logins and rosters.


133
00:25:35.890 --> 00:25:36.500
Abbie Currier: Sure.


134
00:25:37.080 --> 00:25:57.450
Abbie Currier: So, we'll come back out to the test scheduling page, and instead of clicking into one of the classes here, I'm going to come to Exports, and I've got a couple of options here. I can export logins, which is going to combine all of these.


135
00:25:57.660 --> 00:26:11.790
Abbie Currier: classes, for this specific test into one file, or I can opt to export logins for all tests, and that means all tests within this content area.


136
00:26:11.890 --> 00:26:20.499
Abbie Currier: So, it just depends, like, if I wanted to, only print out grade 5 ELA,


137
00:26:20.890 --> 00:26:36.020
Abbie Currier: I would select Grade 5 ELA here, and then click Export Logins. If I wanted to print all logins for all my ELA tests, I just need to select ELA here and click Export Logins for all tests.


138
00:26:41.530 --> 00:26:55.450
Shannon Cullen: Awesome, thank you. And that will include the rosters, which I think they asked for as well, so it includes those summary sheets that are printed out at the beginning of each set of logins, as well as the student logins.


139
00:26:55.990 --> 00:26:58.670
Abbie Currier: Yes, and I can show you that quickly.


140
00:27:02.280 --> 00:27:03.410
Abbie Currier: So,


141
00:27:04.440 --> 00:27:13.169
Abbie Currier: It's going to let me know that a login export was created. I need to click on Downloads, come out here to Downloads.


142
00:27:13.880 --> 00:27:16.449
Abbie Currier: And download the results.


143
00:27:16.530 --> 00:27:31.500
Abbie Currier: And take a look at my PDF. So, for the first class, here's my summary sheet, and then it's going to give me all of my logins and remember that I selected 27 logins per page to save us some scrolling on here.


144
00:27:31.500 --> 00:27:39.490
Abbie Currier: And then the next class summary sheet will be listed, and all of those logins. And then the next class summary sheet


145
00:27:39.580 --> 00:27:45.249
Abbie Currier: And all those logins, for all the classes that are taking this particular test.


146
00:27:52.360 --> 00:27:53.550
Abbie Currier: Great, is there anything,


147
00:27:53.950 --> 00:27:57.930
Shannon Cullen: Sorry to interrupt. No, I think that covered it for that demonstration.


148
00:27:58.900 --> 00:28:10.699
Shannon Cullen: The next question is, I have a student that has both human scribe and speech-to-text, but it comes out as an error. Can the student only do one during a test session?


149
00:28:10.770 --> 00:28:17.950
Shannon Cullen: So, when you assign both Human scribe and speech-to-Text in the MCAS portal, it will give you an error.


150
00:28:17.950 --> 00:28:35.659
Shannon Cullen: The guidance, which I believe is in the Accessibility and Accommodations manual, is that if a student is both in their IEP, then you should assign just speech-to-text in the portal, but you can still provide Human scribe to the student.


151
00:28:36.580 --> 00:28:46.080
Shannon Cullen: So again, only select speech-to-text so that the student gets that embedded accommodation, but you can still provide Human scribe to the student.


152
00:28:46.320 --> 00:29:03.919
Shannon Cullen: And the same thing holds true for human read aloud and text-to-speech. If you assign both in the portal, you will receive an error, so if a student has in their IEP, you should select only text-to-speech in the portal, but you can still provide the human read aloud.


153
00:29:08.190 --> 00:29:21.259
Shannon Cullen: The next question is about what should be covered on classroom walls, and I'm trying to multitask here, because I know that there is language specific in our manual, that I'm trying to pull, but,


154
00:29:21.450 --> 00:29:27.730
Shannon Cullen: one of us can post that language in the Q&A box in just a moment.


155
00:29:27.990 --> 00:29:32.689
Jodie Zalk: Yeah, thanks, Shannon. This is Jody. I just found that, so I'll post that in the Q&A.


156
00:29:35.340 --> 00:29:36.300
Shannon Cullen: Thank you.


157
00:29:37.500 --> 00:29:48.669
Shannon Cullen: I see another question about whether bilingual dictionaries can be used on the ELA MCAS, and I think, again, we can respond to that one in just a moment.


158
00:29:52.880 --> 00:29:56.109
Shannon Cullen: Not seeing any other open questions right now.


159
00:29:59.230 --> 00:30:11.590
Shannon Cullen: So, I think as we let some more questions percolate, I know that in our last training, there were a lot of requests to see, a set of


160
00:30:11.840 --> 00:30:28.950
Shannon Cullen: demos in the portal again, and that had to do with reactivating tests and unlocking tests and reopening sections, which are all tasks that are done from the test scheduling page. Abbie, would you be able to walk through that?


161
00:30:29.500 --> 00:30:38.909
Abbie Currier: Yes. So, on the test scheduling page, what you would do is find the tests that you have,


162
00:30:40.340 --> 00:30:50.949
Abbie Currier: that you need to reactivate or, unlock, or what have you, you would locate that class and click on View Details and Student Logins.


163
00:30:51.760 --> 00:30:58.660
Abbie Currier: From here, if the student let's say they inadvertently turned in Session 1,


164
00:30:58.660 --> 00:31:19.930
Abbie Currier: And so that status is now finished, but they didn't actually intend to turn it in, and you need to reactivate that. That is available to DTCs here. You just click this button, and that, basically turns back on their username and password so they can get back into the test.


165
00:31:21.200 --> 00:31:23.720
Abbie Currier: If you have a student who,



166
00:31:24.180 --> 00:31:40.389
Abbie Currier: Let's say that they were in progress in one of the sessions, and they paused for longer than 20 minutes, or they were, inactive in the test for more than 60 minutes.


167
00:31:40.390 --> 00:31:57.000
Abbie Currier: Or a couple of other situations. Basically, if the proctor password is invoked, and the student has to get back in with a proctor password, any of the items that they previously answered, and they want to return back to, you would need to click unlock.


168
00:31:57.000 --> 00:32:08.979
Abbie Currier: So, essentially, the student would log back into the session with the Proctor password. They would say, hey, I want to go back to the items that I previously answered.


169
00:32:09.080 --> 00:32:29.209
[bookmark: _Int_UIixv55i]Abbie Currier: the test coordinator would need to decide whether or not that's appropriate. If they decide to unlock those test questions, they would come in here at that point and click unlock. The student would log out of the test and log back in, and those items would be unlocked for them, and they can return to them and review their answers.


170
00:32:29.900 --> 00:32:45.249
[bookmark: _Int_f2KH1EXH]Abbie Currier: We also have the concept of sections, which are different from sessions, on the civics test and the 5 and 8 science. So let me come back out here, and I'll select a science test.


171
00:32:48.370 --> 00:32:55.160
Abbie Currier: So, if a student, progresses past, Section 1


172
00:32:55.240 --> 00:33:13.000
Abbie Currier: of a session in the science test, and even though they saw all the warning messages saying you cannot return back to this section if you go past this, they accidentally clicked yes, and now they can't get back into Section 1. Test administrators and test


173
00:33:13.000 --> 00:33:17.930
Abbie Currier: coordinators both have the option of clicking Reopen Sections.


174
00:33:17.970 --> 00:33:28.629
Abbie Currier: And this will allow the student to return to Section 1 of the test. Now, this particular student had also turned in that session.


175
00:33:28.630 --> 00:33:41.500
Abbie Currier: So maybe they need to actually reactivate the student's test first, and then click reopen sections so that the student can return to all parts of that test.


176
00:33:44.250 --> 00:33:46.540
Abbie Currier: Anything I'm forgetting, Shannon?


177
00:33:47.009 --> 00:33:52.469
Shannon Cullen: No, I think that was it for that demonstration. I see


178
00:33:52.489 --> 00:34:08.709
Shannon Cullen: One question here about, testing materials and a test administrator restroom breaks, which we are going to need to take back, to consult with some other folks on our team, so we'll answer that when we send out the Q&A, within the next week.


179
00:34:09.209 --> 00:34:28.609
Shannon Cullen: And I'm not seeing any other open questions, so we'll wait a few more minutes in case there are any others that come for folks, but I think in the meantime, I know another, requested demonstration from one of our previous trainings was resolving incorrect accommodations. Would you mind demonstrating that for us, Abbie?



180
00:34:29.670 --> 00:34:30.310
Abbie Currier: Sure.


181
00:34:31.740 --> 00:34:33.410
Abbie Currier: So, if


182
00:34:34.390 --> 00:34:48.409
Abbie Currier: there's a couple of different ways that we can talk about this. So, we have the most straightforward accommodations that are not form-dependent. And essentially.


183
00:34:48.580 --> 00:35:00.960
[bookmark: _Int_tRhw102i][bookmark: _Int_TyGMHDiE]Abbie Currier: If the student's already logged into the test, you just need to go in and edit the student's accommodations. So, you come here to the students page, you locate that student and click edit.


184
00:35:00.960 --> 00:35:11.040
Abbie Currier: You would edit that student's accommodation, and then you would come back over to test scheduling, locate their, their test session.


185
00:35:12.120 --> 00:35:19.769
[bookmark: _Int_e0lWk6hu]Abbie Currier: And you would see if it's not form-dependent, you would just need to


186
00:35:19.830 --> 00:35:33.929
Abbie Currier: Hold on, now I'm confusing myself. If it's not a form-dependent accommodation, and they've already logged in, all you need to do is edit the accommodation and have the student log out and log back in, and that accommodation will be turned back on for them.


187
00:35:33.930 --> 00:35:44.050
Abbie Currier: So, like, examples would be word prediction, or speech-to-text, or an enlarged cursor or mouse pointer, things like that.


188
00:35:44.430 --> 00:35:53.270
Abbie Currier: If you need to change a form-dependent accommodation, something like Human Reader or,


189
00:35:54.220 --> 00:36:12.849
Abbie Currier: human singer, things like that. You would need to edit the student's accommodation and update their login information. So, you would essentially have the student log out, you would need to come to there, class information, click the


190
00:36:21.410 --> 00:36:29.889
Abbie Currier: No. If they've already logged in, you would need to create the new class and schedule that class to take the test for reform-dependent accommodation.


191
00:36:29.930 --> 00:36:52.499
Abbie Currier: So, in another one of our trainings, we have a really great table that explains the intersection of whether it's a form-dependent accommodation or not, and whether the student has logged in or not. And that is really helpful to know exactly which steps need to be taken, and in what order, and all of that good stuff. It's really hard too,


192
00:36:53.500 --> 00:36:55.979
Abbie Currier: Do that from memory.


193
00:36:55.980 --> 00:37:15.579
Abbie Currier: Unfortunately, I wish I had that table handy with me right now. But depending on what is going on, you're always going to need to edit the student's accommodation, here on the student's page, or through student registration, and then you may or may not need to


194
00:37:15.580 --> 00:37:32.590
Abbie Currier: print out a new student login, put them into a new class, and schedule that class, take the test, and print a new login, things like that. So, that's why we always recommend double-checking all your accommodations before students start logging in, because it gets far more complex.


195
00:37:32.590 --> 00:37:37.690
Abbie Currier: After the students have logged in to take the test, and then you have to go in and edit everything.


196
00:37:38.870 --> 00:37:41.009
Abbie Currier: Sorry, that was very messy.


197
00:37:42.240 --> 00:37:46.909
Shannon Cullen: That's alright, thanks, Abbie. So, I think the biggest point to drive home is,


198
00:37:47.310 --> 00:37:59.180
Shannon Cullen: make sure you're verifying your accommodations before students sign in. There are multiple methods for you to do so. There's the new accommodations export, there are ways to,


199
00:37:59.180 --> 00:38:11.450
Shannon Cullen: to see the accommodations in the portal. Test administrators can verify accommodations on the rosters that are printed out, so make sure that it is checked and double-checked and triple-checked before students sign in.


200
00:38:11.920 --> 00:38:24.500
Shannon Cullen: If students do sign in, and it's a form-dependent accommodation, there are multiple steps involving voiding the first test, assigning the student to a new class, editing the accommodation.


201
00:38:25.010 --> 00:38:36.149
Shannon Cullen: scheduling the new test in that new class, printing out a new login. The student is essentially starting the new test over, so it's definitely a situation that you want to avoid.


202
00:38:36.350 --> 00:38:37.730
Shannon Cullen: If at all possible


203
00:38:39.820 --> 00:38:56.110
Shannon Cullen: Next question. Question is, what's the solution for a test administrator who's entered into the MCAS portal? They received a link, but when they log in at the link, it says it's been expired. Sounds like that's the


204
00:38:56.130 --> 00:39:00.469
Shannon Cullen: initial email that gets automatically sent. Abbie, do you know the answer to that?


205
00:39:00.730 --> 00:39:07.620
Abbie Currier: They would just need to utilize, the forgot password link, so they would come to the portal.


206
00:39:07.620 --> 00:39:21.589
Abbie Currier: Click on login, and they can click forgot password, enter their username, and click Submit. It's going to send them a new email with a reset password link, and they can just update the password to whatever they need it to be.


207
00:39:23.090 --> 00:39:24.279
Shannon Cullen: Awesome, thank you.



208
00:39:26.990 --> 00:39:36.950
Shannon Cullen: Going to pause for just a moment in case any other questions come in. If there are no other questions or requests to see demonstrations, then there's no reason to keep everyone.


209
00:39:37.810 --> 00:39:51.989
Shannon Cullen: Do you see another question? Is there a way to bulk print all classes for a specific test? For example, all ELA classes at once? Abbie, could you show them which export that is?


210
00:40:02.080 --> 00:40:15.630
Abbie Currier: So, I'm a little bit confused. So, if you're going to print all the logins for a specific ELA test, you would select ELA here, and then select the specific test.


211
00:40:16.250 --> 00:40:18.700
Abbie Currier: and select export logins.


212
00:40:18.940 --> 00:40:31.349
Abbie Currier: If you don't want it to be just for that specific ELA test, and you want it to be for all ELA tests in your school, you would select Export Logins for all tests.


213
00:40:33.450 --> 00:40:34.310
Shannon Cullen: Thank you.


214
00:40:38.490 --> 00:40:55.070
Shannon Cullen: Okay, next question looks like a tech question. I've run site readiness tests on all devices that will be used for testing. All devices are passing. I've noticed that it takes roughly a minute or less for the MCAS kiosk app to load.


215
00:40:55.320 --> 00:41:02.690
Shannon Cullen: Our Mac devices are running 15.6.1, and they're asking, is this slight delay considered normal?


216
00:41:09.550 --> 00:41:15.349
Abbie Currier: Sorry, at what point are they seeing a delay? I thought they said it opened in less than a minute.


217
00:41:15.350 --> 00:41:21.370
Shannon Cullen: Yeah, they said it takes roughly a minute or less for the MCAS kiosk app to load.


218
00:41:24.450 --> 00:41:44.089
Abbie Currier: That does not sound troubling to me. I'm still a little hazy on when exactly, like, what is loading. The kiosk itself, the test content on the directions page, but if it's less than a minute, that should be just fine.


219
00:41:44.980 --> 00:41:51.360
[bookmark: _Int_KddEDv1t]Abbie Currier: But if you have a more specific technical question, I would recommend that you reach out to the MCAS Service Center.


220
00:41:53.200 --> 00:41:54.110
Shannon Cullen: Thank you.


221
00:41:56.300 --> 00:42:00.069
Shannon Cullen: Any other questions or requests for demos?


222
00:42:07.690 --> 00:42:17.079
Shannon Cullen: Alright, I'm not seeing any, and so I think then we can go back to the slides and hand this over to Sharon to start closing us out.


223
00:42:19.530 --> 00:42:32.719
Sharon Mathieu: Thanks, Shannon. Good morning and thank you for taking the time to attend this office hour. So, I just wanted to take a few minutes to share some suggestions on ways to support you as you go through this testing season.


224
00:42:32.880 --> 00:42:34.229
Sharon Mathieu: Next slide, please.


225
00:42:36.320 --> 00:42:52.509
Sharon Mathieu: So please complete the evaluation form, and as it helps us to understand your needs, and also improve this webinar series. And if you have any difficulty accessing the survey, email us at mcas@mass.gov.


226
00:42:53.010 --> 00:43:02.870
Sharon Mathieu: And just as a reminder, as Shannon mentioned earlier, you'll receive an email with the Q&A from this session, and a recording will be available within a week.


227
00:43:03.220 --> 00:43:04.540
Sharon Mathieu: Next slide, please.


228
00:43:07.030 --> 00:43:14.210
Sharon Mathieu: For additional support, you can always contact the MCAS Service Center for questions on logistics and technology, and


229
00:43:14.540 --> 00:43:21.469
Sharon Mathieu: the DESE Student Assessment Services for any policy questions. Next slide, please.


230
00:43:22.950 --> 00:43:27.420
Sharon Mathieu: I want to thank you for your time, and good luck on this spring season.


231
00:43:28.300 --> 00:43:29.160
Sharon Mathieu: Thank you.



