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1
00:00:00.598 --> 00:00:11.337
Shannon Cullen: All right, thank you again for joining us this morning. I expect we will continue to have some folks trickle in, but to be respectful of everybody's time, let's get started.


2
00:00:11.548 --> 00:00:18.557
Shannon Cullen: So today we are hosting our tasks in the MCAS Portal during and after testing training.


3
00:00:19.318 --> 00:00:35.467
Shannon Cullen: My name is Shannon Cullen. I am the MCAS Test Administration Coordinator here at DESE. I'm joined today by Erma Brown, who's our MCAS and Access Test Administration Specialist, and Abbie Currier, who works with our testing subcontractor, eMetric.


4
00:00:35.768 --> 00:00:48.448
Shannon Cullen: There are several other folks from DESE, from Cognia, and from eMetric on the call with us this morning, and you may be hearing from them as well, in answering the questions that you have.


5
00:00:49.418 --> 00:00:56.797
Shannon Cullen: On the next slide, we have just a few logistics to get us started. If you've been to some of our previous trainings, this will not be new to you.


6
00:00:56.888 --> 00:01:10.398
Shannon Cullen: If you have questions this morning, you will use the Q&A feature in Zoom to ask your question. We have several Q&A breaks planned. If you have student-specific questions, we ask that you email them to us instead.


7
00:01:10.458 --> 00:01:34.818
Shannon Cullen: But I want to note that there are a lot more of you than there are of us. I'm sure you're going to have some great questions today. I cannot promise that we will get to all of them within today's session, and so we do send out a Q&A after each training session with all of the questions and all of the answers, so if your question is not answered this morning, please be assured we will get to it within about a week when we send that out.


8
00:01:36.038 --> 00:01:54.708
[bookmark: _Int_8aD1TTKu]Shannon Cullen: Closed captioning is available for you if you'd like to use it, and you'll see our ASL interpreters on screen as well. And also, please be advised that DESE does not authorize attendees to record or use AI transcription tools during meetings, and does not endorse any unauthorized transcripts.


9
00:01:55.698 --> 00:01:56.658
Shannon Cullen: Next slide.


10
00:01:58.268 --> 00:02:17.528
Shannon Cullen: Just a few more logistics in terms of the slides for this session. They were emailed out yesterday to participants, and Alicia is also now posting them in the chat, so if you don't have them yet, you can take them from the Zoom chat. And if you can't access those slides in the chat, please feel free to ask in the Q&A.


11
00:02:17.548 --> 00:02:25.068
Shannon Cullen: And then we do post the slides for each session to the MCAS Resource Center within about a week of the training webinar.


12
00:02:26.308 --> 00:02:45.767
Shannon Cullen: And on the next slide, we have our agenda for today. So, we do have a jam-packed agenda. We have lots of good information to share with you about tasks in the MCAS Portal. We're going to start out with a timeline, talk about how to monitor student testing, how to resolve incorrect accommodations.


13
00:02:45.998 --> 00:03:04.257
Shannon Cullen: Procedures to take for students who don't test, additional tasks to complete during testing, tests to complete after testing is completed. We'll talk a little bit about test administrator tasks, go through some resources, support, and next steps, and finish off with a live sandbox time.


14
00:03:04.568 --> 00:03:12.027
Shannon Cullen: I want to say at the top here, you can see this is a packed agenda, and if you've taken a look at the slides, you can see we have a lot of content.


15
00:03:12.208 --> 00:03:30.728
Shannon Cullen: This presentation today is meant to be an overview of the tasks that you'll complete. We have a lot of demonstrations that you can go back and watch later at your own pace. If we have time today, we'll get to the sandbox time, which is an opportunity to see those demonstrations again.


16
00:03:30.927 --> 00:03:39.607
Shannon Cullen: But if you're feeling a little bit overwhelmed today, I also just want to note that we also have an office hours session next Thursday.

17
00:03:39.608 --> 00:03:53.057
Shannon Cullen: Which is an opportunity for you to just come ask questions and ask to see demonstrations. So, there is another opportunity to ask for these demos at a bit of a slower pace, and another opportunity to ask questions.


18
00:03:53.468 --> 00:03:59.368
Shannon Cullen: I'm going to excuse me, with that, I'm going to hand this over to Erma to take a couple of polls.


19
00:04:00.428 --> 00:04:11.307
Erma Brown: Thank you, Shannon. Good morning, everyone. We're going to start off with a poll question today to see who's here with us.


20
00:04:11.408 --> 00:04:22.917
Erma Brown: So, we ask that you enter your answers, and our first poll question is, what is your role? Are you a district test coordinator? A school test coordinator?


21
00:04:23.038 --> 00:04:24.308
Erma Brown: a principal.


22
00:04:24.678 --> 00:04:30.738
Erma Brown: Guidance counselor, technology staff, other district staff, or other school staff.


23
00:04:30.948 --> 00:04:35.947
Erma Brown: So, we're going to give you a moment, to put in your answer.


24
00:04:41.048 --> 00:04:43.088
Erma Brown: Now let's close the poll.


25
00:04:47.058 --> 00:04:48.268
Erma Brown: Okay.


26
00:04:48.718 --> 00:04:56.298
Erma Brown: So, it looks like we have 58% of us here today are school test coordinators.


27
00:04:56.458 --> 00:04:58.238
Erma Brown: 22%.


28
00:04:58.418 --> 00:05:02.987
Erma Brown: Our district test coordinators, 17%.


29
00:05:03.368 --> 00:05:19.438
Erma Brown: We have principals, and we have 12% technology staff, and 2% guidance counselors. Oh, and also 2% other staff, so welcome to all. We thank you for putting in your answers, and we have one more poll question for you on our next slide.


30
00:05:22.898 --> 00:05:23.788
Erma Brown: Okay.


31
00:05:24.188 --> 00:05:29.457
Erma Brown: So, we'd like to know how many years you've coordinated MCAS test administration.


32
00:05:30.188 --> 00:05:44.087
Erma Brown: Is this your first year? Has it been 2 to 3 years, 4 to 5 years, or have you been administering, coordinating, MCAS test administration for 6 or more years?


33
00:05:44.238 --> 00:05:49.337
Erma Brown: I'm going to pause here and give folks a moment to put in their answers.


34
00:05:54.168 --> 00:05:56.378
Erma Brown: Now, let's close the poll.


35
00:06:00.788 --> 00:06:02.018
Erma Brown: Okay.


36
00:06:02.198 --> 00:06:11.478
Erma Brown: So, 44% Here today, have 6 or more years coordinating MCAS administration.


37
00:06:11.758 --> 00:06:19.758
Erma Brown: As well as 17%, we have 18% here, too. 18%, 2 to 3 years.


38
00:06:20.168 --> 00:06:24.648
Erma Brown: 17%, this is your first year, and 10%


39
00:06:26.158 --> 00:06:32.708
Erma Brown: we have your first year. So, yeah, this is your first year, and 2-3%


40
00:06:34.558 --> 00:06:49.588
Erma Brown: Welcome to everyone here. We have a various amount of experience on our call today, and we'd like to thank you all for putting in your answers, and again, welcome. And with that, I'd like to pass it back to Sharon.


41
00:06:50.388 --> 00:06:56.357
Shannon Cullen: Thanks, Erma, and thanks, everybody, for those tidbits of information that's helpful to us as we move through today's presentation.


42
00:06:57.428 --> 00:07:00.107
Shannon Cullen: Alright, if we move to the next slide


43
00:07:00.238 --> 00:07:17.247
[bookmark: _Int_hRFWf1hz]Shannon Cullen: First topic today is a timeline of tasks in the MCAS Portal. If you attended our Tasks Before Testing training webinar last week, this will look familiar to you. On this slide here are all of the topics that we covered in that webinar on March 4th.


44
00:07:17.248 --> 00:07:28.067
Shannon Cullen: The recording for that webinar is posted on the MCAS Resource Center. It's linked at the bottom of this slide, so I'm not going to go through these in detail, but they are here for your reference.


45
00:07:28.418 --> 00:07:29.658
Shannon Cullen: On the next slide.


46
00:07:30.878 --> 00:07:42.117
Shannon Cullen: We have the tasks for principals and test coordinators to complete during and after testing, so this is what we are focusing on today, these during and after testing tasks.


47
00:07:42.158 --> 00:07:52.548
Shannon Cullen: Again, I'm not going to read through these because these are making up our topics today, but this timeline is here for you to refer back to after today's presentation.


48
00:07:53.497 --> 00:08:03.548
Shannon Cullen: On the next slide, we have the tasks in the MCAS Portal to complete for test administrators. So, these are your teachers and classrooms administering the test.


49
00:08:03.548 --> 00:08:07.178
Shannon Cullen: We are going to talk through this a little bit later today.


50
00:08:07.178 --> 00:08:28.497
Shannon Cullen: But I also wanted to note that the MCAS Portal Overview for Test Administrators module is available on the Resource Center. So that is a video that you can share with your test administrators that gives them an overview of the different parts of the MCAS Portal, that they can access.


51
00:08:29.478 --> 00:08:41.018
Shannon Cullen: And then on the next slide, we have the tasks for technology coordinators. And this we went through in detail during our technology coordinator training, which was about a month ago in February.


52
00:08:41.218 --> 00:08:51.838
Shannon Cullen: And that training is also posted to the Resource Center, so if your tech coordinators were not able to join for that training, please be sure they have reviewed the slides and recording.


53
00:08:52.598 --> 00:08:53.538
Shannon Cullen: Next slide.


54
00:08:55.098 --> 00:09:06.928
Shannon Cullen: Alright, and before we get into the meat of today's presentation, wanted to pause for a moment at the top to talk through some of the new features that we will reference throughout today.


55
00:09:06.928 --> 00:09:19.968
Shannon Cullen: the new features that are on the MCAS Portal. So one of them is the progress view, which is now available on the test scheduling page to monitor student progress. We will walk through that today.


56
00:09:20.018 --> 00:09:26.867
Shannon Cullen: Session access codes are now referred to as access codes, so we've dropped that session in front of it.


57
00:09:27.538 --> 00:09:35.508
Shannon Cullen: Schools can now print student logins in bulk, so you can still print one class at a time. You can also print multiple at once.


58
00:09:36.128 --> 00:09:46.218
Shannon Cullen: Schools can use a new export accommodations report, which we reviewed in the last training, and this is to help you verify accommodations before testing.


59
00:09:47.018 --> 00:10:01.538
Shannon Cullen: Only test coordinators and technology coordinators are now able to add test report codes, which test report codes is something that we're going to demonstrate today, so if that terminology is unfamiliar with or unfamiliar to you, please stay tuned.


60
00:10:01.898 --> 00:10:20.298
Shannon Cullen: And then in the last training session, we also covered course level and grade-level classes. This is a new change that grades 3-8 students must be assigned to grade-level classes when creating classes, and high school students must be assigned to course-level classes.


61
00:10:20.308 --> 00:10:32.718
Shannon Cullen: We have updated guides on the portal. This was also demonstrated in depth in the last training, but we will refer to it today, so wanted to put these out in front of you at the start.


62
00:10:32.768 --> 00:10:37.007
Shannon Cullen: And we also have a link to our document, which is on the DESE website.


63
00:10:37.168 --> 00:10:42.837
Shannon Cullen: At the bottom here, which lists out all of the updates for 25-26.


64
00:10:43.958 --> 00:10:47.698
Shannon Cullen: And with that, I'm going to hand this over to Abbie.


65
00:10:52.968 --> 00:11:01.927
Abbie Currier: Thanks so much, Shannon. So, now we're going to be talking a bit about monitoring student testing, during the test administration.


66
00:11:02.078 --> 00:11:21.428
Abbie Currier: So, the test coordinators will be able to monitor student testing status in a couple of different ways in the MCAS Portal. The first is one that Shannon just talked about, which is a new progress view from the test scheduling page, and we'll be doing a demonstration of that in a little bit.


67
00:11:21.428 --> 00:11:35.067
Abbie Currier: We also have the ability to export various reports from the test scheduling page, as well as viewing dashboards on the dashboard page of the MCAS Portal.


68
00:11:36.138 --> 00:11:54.328
Abbie Currier: The exports in the MCAS Portal, schools may find these, pretty useful in tracking preparation and completion of testing. DTCs and STCs, as well as technology coordinators, are going to be able to export all of those reports.


69
00:11:54.328 --> 00:12:03.038
Abbie Currier: And they include 3 different reports. The first is an export test status, for the specific


70
00:12:03.038 --> 00:12:18.027
Abbie Currier: school and tests that have been selected. It's going to list, every student and their completion status for each session of the test, whether it's session 1, session 2, the survey session, things like that.


71
00:12:18.028 --> 00:12:41.997
Abbie Currier: There's another .CSV file called Export Test Status for All Tests. This is going to list every student and their status by session for all of the tests in the selected district or school and content area. So, if, for example, I have students that are testing different ELA tests on the same day.


72
00:12:41.998 --> 00:12:49.208
Abbie Currier: I would use the export test status for all tests, so that I can identify the students who are still in progress.


73
00:12:49.758 --> 00:12:54.687
Abbie Currier: And need to continue after lunch, or this afternoon, or what have you.


74
00:12:55.438 --> 00:12:58.218
Abbie Currier: We also offer an export


75
00:12:58.218 --> 00:13:21.638
Abbie Currier: of students not scheduled, so that is a .CSV file listing all the students who are not scheduled for the specific school and test that I've selected. So this is going to help me understand, okay, so I should be done testing with my 5th graders, but let me just run this


76
00:13:21.678 --> 00:13:33.328
Abbie Currier: students not scheduled report really quick to make sure that all of my 5th graders have been scheduled, so that I know that I've got everyone tested for the grade 5 ELA test.


77
00:13:35.438 --> 00:13:48.867
Abbie Currier: So, just for right now, we're going to do a demonstration of a couple of different things in the MCAS Portal. So, I'm going to be logging in to the portal now as a DTC.


78
00:13:56.088 --> 00:13:59.578
Abbie Currier: And the first thing I'm going to click on is Administration.


79
00:14:01.238 --> 00:14:09.638
Abbie Currier: And we're going to go to test scheduling, because I already have some students who are in the middle of taking their 5th grade test.


80
00:14:11.358 --> 00:14:14.847
Abbie Currier: So, I'm going to change my content area,


81
00:14:15.058 --> 00:14:18.108
Abbie Currier: I'm going to select my demo test.


82
00:14:18.108 --> 00:14:41.057
Abbie Currier: And then I've got students testing in my demo room 333 class. So I'm going to click on View Details and Student Logins, and just like we had last year, we have this Scheduling Details tab, and I can see the status for each session here, but I also have a new Progress View tab.


83
00:14:41.058 --> 00:14:49.437
[bookmark: _Int_fKupxZeu]Abbie Currier: And when I click on this, it's going to give me a little bit more insight into how the students are progressing through each session.


84
00:14:49.438 --> 00:15:08.698
[bookmark: _Int_ud0cdgil]Abbie Currier: So I can still see the overall status here for each student and session of the test, but I can also see information such as the session progress, so I can see this particular student answered 5 out of 18 items so far in session 1.


85
00:15:09.638 --> 00:15:21.577
Abbie Currier: I can see that they have looked at 18 questions, they last viewed item number 1, and then this was their last activity.


86
00:15:21.938 --> 00:15:41.258
Abbie Currier: I can also see if students have already finished. I'm going to see all of the items that they have answered or not answered, all of the ones that they have visited, etc., etc. So, this is a lot of really great information for you to have.


87
00:15:41.258 --> 00:15:45.707
Abbie Currier: To help monitor students while they are testing.


88
00:15:46.738 --> 00:15:59.737
[bookmark: _Int_lWMFO6C0]Abbie Currier: So we're going to go back out now to the test scheduling page, and the exports are listed over here on the right-hand side. There's a little drop-down menu here.


89
00:16:00.248 --> 00:16:12.187
Abbie Currier: This is the same place that you went to actually print out your student logins and things like that, but we have these 3 exports right here, the export test status.


90
00:16:12.348 --> 00:16:17.358
Abbie Currier: Export test status for all tests, and export students not scheduled.


91
00:16:17.358 --> 00:16:37.407
Abbie Currier: So, because I've already selected ELA and Demo Grade 5 ELA test, if I select Export Test Status, I'm going to get a download of all of the students who have been scheduled for the demo grade 5 ELA test, and what their current testing status is.


92
00:16:38.508 --> 00:16:43.098
Abbie Currier: So, let me make this a little bit bigger so that we can actually read that.


93
00:16:45.718 --> 00:17:05.298
Abbie Currier: So I can see here, I'm just going to expand this a little bit, I can see information such as my student identifier, information, the name of the test, which class these students are located in, and then you have, for a single student.


94
00:17:05.338 --> 00:17:23.537
[bookmark: _Int_IH9WTedJ]Abbie Currier: for example, this student right here, we have a breakdown of their status by session. So here's session 1, and here's session 2. You'll see that when they initially start a session, we populate the date and time started column.


95
00:17:23.538 --> 00:17:44.187
Abbie Currier: And when they finish is when we'll put something into the date time ended. So, for example, this student is still in progress; they started at this time, and they have not turned in the test yet. This student is already finished with this session, so we have a date and time started and ended.


96
00:17:44.188 --> 00:18:06.238
Abbie Currier: One thing that you can do is add, because this is a .CSV file, you can open it in Excel, or Google Sheets, or whatever program you usually use for .CSV files. You can add some sorting and filtering to better identify the students who are still in progress.


97
00:18:06.238 --> 00:18:12.727
Abbie Currier: For a specific session of the test, to identify who may need to continue testing a little bit later.


98
00:18:15.728 --> 00:18:30.298
Abbie Currier: The export test status for all tests is the same report, but for all of the ELA tests, not just the one that I've selected. So, if I wanted the same report, but for


99
00:18:30.298 --> 00:18:45.898
Abbie Currier: grade 3 ELA, grade 4 ELA, grade 5, all the tests that I am administering for this school, I would utilize this export instead. It's exactly the same as the one we just looked at, it just has more tests involved.


100
00:18:45.918 --> 00:19:01.727
[bookmark: _Int_Il7g8yrn]Abbie Currier: And then, the one that I wanted to show you now was students not scheduled. So this is going to be an export of all of your 5th graders who have not yet been scheduled to take the grade 5 ELA test.


101
00:19:02.618 --> 00:19:16.368
[bookmark: _Int_AHExIkqN]Abbie Currier: So you can see where you've got, grade 5. These students were actually put into a class, and I haven't scheduled that class yet. These students were not put into any class, that's why the class


102
00:19:16.398 --> 00:19:23.578
Abbie Currier: name field is blank, and so I need to put them into a class and then get them scheduled to take the test.


103
00:19:25.968 --> 00:19:31.487
Abbie Currier: And with that, we're going to go back to the slide deck and continue on.


104
00:19:32.618 --> 00:19:46.578
Abbie Currier: So, these are just recap slides of everything that we just went over, including the scheduling details tab, the progress view tab, the three exports that we provide on the test scheduling page.


105
00:19:46.578 --> 00:20:06.628
Abbie Currier: And then, what we didn't have a chance to demo, because there is no live testing window available, is how to get to the dashboard. So, this is available, again, in administration, so instead of clicking on test scheduling, I would click on the dashboard.


106
00:20:06.628 --> 00:20:23.697
Abbie Currier: And it is available for test coordinators to monitor the overall testing progress through the testing window, and this is more at a summary level, by school, or if you're at a district level, all of the schools within your district.


107
00:20:24.338 --> 00:20:34.118
Abbie Currier: The dashboards will become available once the testing window opens, so if you go and click on dashboard right now, you won't see any data.


108
00:20:34.418 --> 00:20:40.048
Abbie Currier: But once ELA gets started, you will have information in that dashboard.


109
00:20:40.678 --> 00:20:59.327
Abbie Currier: It's going to provide you with a series of graphs and reports, and this is available to both the DTC, STC, and all the technology coordinators as well. I do have more information in the guide to the MCAS Portal.


110
00:20:59.338 --> 00:21:08.138
Abbie Currier: Located on the MCAS Resource Center, and if you take a look at Part 8, that is going to give you the information on the dashboards.


111
00:21:08.988 --> 00:21:27.508
Abbie Currier: We do not have dashboards available on the MCAS Training Site, they're only available on the regular MCAS Portal site. But you will see tabs such as reports for real-time metrics, the testing activity per hour for your organization.


112
00:21:27.508 --> 00:21:29.768
Abbie Currier: Testing activity by day.


113
00:21:29.768 --> 00:21:36.338
Abbie Currier: An overarching test summary of how students are progressing through the testing window for each test.


114
00:21:36.338 --> 00:21:47.718
Abbie Currier: Field stats, and that's going to be information such as, how many schools have completed site readiness, how many,


115
00:21:48.508 --> 00:22:02.938
Abbie Currier: site readiness tests were taken on each, device type of configuration. How, you know, are there students testing on Chrome version 142? That sort of information.


116
00:22:02.938 --> 00:22:12.138
Abbie Currier: And then portal activity is just showing the number of users for each of, your organizations that have logged into the portal.


117
00:22:14.188 --> 00:22:29.688
Abbie Currier: This does go into great detail about each of those reports, but the one thing that I wanted to point out here is when each of these reports is updated. So, the real-time metrics is, updated every 2 minutes.


118
00:22:29.868 --> 00:22:48.038
Abbie Currier: And you can refresh the screen as you want to, to get that more up-to-date metrics. The rest of the reports are all updated hourly, so testing activity by hour, testing activity by day, etc., that'll be updated every hour.


119
00:22:52.448 --> 00:22:55.957
Abbie Currier: And then I will turn it over to Shannon for a little bit.


120
00:22:56.178 --> 00:23:11.368
Shannon Cullen: Thanks, Abbie. We just wanted to leave you with resources on this slide specific to the topics that Abbie just demonstrated and talked about. So, there are MCAS Portal guides here, as well as a couple of training modules, which are short videos with discrete tasks.


121
00:23:11.368 --> 00:23:16.187
Shannon Cullen: That you are able to view demonstrations, that way as well.


122
00:23:17.088 --> 00:23:29.678
Shannon Cullen: And on the next slide, we have our first Q&A break, so I'll pause for just a moment here and read aloud some of the questions in the chat, excuse me, in the Q&A, and Abbie, I think all of these are going to be for e-metric.


123
00:23:29.768 --> 00:23:40.458
Shannon Cullen: First one, going back to the progress view, they're asking, what does the time spent column tell you? Is it time spent on that question, or the test overall?


124
00:23:40.458 --> 00:23:42.428
Abbie Currier: It's the test overall.


125
00:23:43.018 --> 00:23:44.438
Shannon Cullen: Thought so, thank you.


126
00:23:44.438 --> 00:23:45.018
Abbie Currier: Hmm?


127
00:23:45.228 --> 00:23:53.227
Shannon Cullen: Next question is about the students not scheduled report. Can that be run at both the district and the school level?


128
00:23:56.238 --> 00:24:01.167
Abbie Currier: I would have to go back and double check, unless Kaylee knows off the top of her head.


129
00:24:01.168 --> 00:24:03.507
Kaelee Harper: I do, it's only a school-level report.


130
00:24:03.738 --> 00:24:04.448
Abbie Currier: Thank you.


131
00:24:04.728 --> 00:24:05.798
Shannon Cullen: Thanks, Kaylee.


132
00:24:06.358 --> 00:24:23.247
[bookmark: _Int_r6JgvvW9]Shannon Cullen: And then I have another question about reports here. They're looking for a report that they is a list of students that are scheduled to test, but haven't yet taken a session. Do you know offhand if any of the reports you showed can be used to get that information?


133
00:24:23.648 --> 00:24:39.887
Abbie Currier: Yes, the export test status report will show you the students who have been scheduled but have not started. So that report is going to show all students that have been scheduled for a test. The status is how you identify which ones have not started.


134
00:24:41.558 --> 00:24:45.418
Shannon Cullen: Great, thank you. So, they can filter by, test status. Awesome.


135
00:24:45.648 --> 00:25:01.077
Shannon Cullen: And I just want to say I've seen a number of questions asking if test administrators have access to the progress view, and the answer is yes. Test administrators, test coordinators, all have access to that progress view.


136
00:25:01.078 --> 00:25:07.098
Shannon Cullen: It is also covered in the test administrator module that's now posted to the Resource Center.


137
00:25:08.418 --> 00:25:15.197
Shannon Cullen: And I think with that, let's move on to the next section. We have another Q&A break planned in a little bit.


138
00:25:15.518 --> 00:25:19.078
Shannon Cullen: Which is resolving incorrect accommodations.


139
00:25:20.068 --> 00:25:21.008
Shannon Cullen: Next slide.


140
00:25:21.648 --> 00:25:29.987
Shannon Cullen: So, if you've been to any of our previous trainings, you'll know that we say time and again to double, triple, quadruple check


141
00:25:30.018 --> 00:25:36.047
Shannon Cullen: that students have been assigned the correct accommodations in the MCAS Portal before testing.


142
00:25:36.048 --> 00:25:51.377
Shannon Cullen: And this is because it can be a stressful situation for a student to log in. Maybe they don't realize they don't have their accommodations for a few questions. Now they're in the middle of the test, and you as the test coordinator need to figure out how to update it.


143
00:25:51.388 --> 00:25:56.877
Shannon Cullen: While ensuring the smoothest testing experience, for the student possible.


144
00:25:56.878 --> 00:26:11.577
Shannon Cullen: And so that's why we encourage you to make sure they're assigned correctly before testing. But what we'll talk about today is what to do if that situation arises. If you find that once testing has begun.


145
00:26:11.668 --> 00:26:12.628
Shannon Cullen: and the student


146
00:26:12.838 --> 00:26:20.717
Shannon Cullen: does not have the right accommodation. And essentially, there are different instructions to follow based on two things. One.


147
00:26:20.718 --> 00:26:36.417
Shannon Cullen: whether the accommodation is what we call form dependent. There are 6 form-dependent accommodations. They are listed out here. They are human read-aloud, human signer, ASL, Spanish/English, screen reader, and compatible assistive technology.


148
00:26:36.528 --> 00:26:41.438
Shannon Cullen: And the second question is whether the student has already signed in to the test.


149
00:26:41.738 --> 00:26:50.218
Shannon Cullen: So, on the next slide, we have a table that shows there are a lot of details here, what to do, there are


150
00:26:50.418 --> 00:26:58.998
Shannon Cullen: two options for each of those, right? Form-dependent, not form-dependent, has the student signed in? Have they not signed in? So, what to do in each of those four situations?



151
00:26:59.708 --> 00:27:11.057
Shannon Cullen: Abbie's going to demonstrate in a moment what to do if the accommodation is form-dependent, so I want to highlight for you this second row here. For any accommodation that's not form-dependent.


152
00:27:11.238 --> 00:27:16.497
Shannon Cullen: If the student has not signed in yet, you just edit the accommodation. You go in.


153
00:27:16.708 --> 00:27:21.477
Shannon Cullen: You click or unclick, you click save, and that's it. It will be updated.


154
00:27:21.628 --> 00:27:30.188
Shannon Cullen: And if the student has already signed in, again, for not form-dependent, the student logs out, you edit the accommodation, the student signs back in.


155
00:27:30.578 --> 00:27:36.388
Shannon Cullen: So that's not too bad, right? It's a slight interruption to testing, it's not ideal, but it's not too bad.


156
00:27:36.508 --> 00:27:49.278
Shannon Cullen: The form-dependent accommodations can get a little tricky, and so I'm going to pass this back to Abbie to demonstrate how to resolve incorrect form-dependent accommodations.


157
00:27:51.048 --> 00:28:05.528
[bookmark: _Int_lScsPi1e]Abbie Currier: Thanks, Shannon. So, let's go back over to the MCAS Portal, and again, I'm still logged in as a DTC user in the portal, and, let's just start from the home page here.


158
00:28:05.528 --> 00:28:14.578
Abbie Currier: So, if the student has not logged in yet, so this is before they're sitting down to take the test.


159
00:28:14.638 --> 00:28:18.117
Abbie Currier: And they have a form-dependent accommodation.


160
00:28:19.358 --> 00:28:26.528
Abbie Currier: I will come in here to student. I'm going to locate the student that I want to edit.


161
00:28:29.158 --> 00:28:31.538
Abbie Currier: I'm going to click on Accommodations.


162
00:28:31.638 --> 00:28:50.268
Abbie Currier: And then I need to make sure that I'm selecting the right test to edit the accommodation for. So as a 5th grader, they're going to be assigned to ELA, Math and Science, and I need to make sure that the correct accommodations are assigned to each of those tests separately.


163
00:28:50.328 --> 00:28:56.098
Abbie Currier: So, let's say that they have text-to-speech for math, and science?


164
00:28:56.408 --> 00:29:01.567
Abbie Currier: If they also then had that for ELA, I'd need to add it there.


165
00:29:01.698 --> 00:29:08.628
Abbie Currier: But maybe they have a read-aloud accommodation for ELA. I'm just going to look really quick.


166
00:29:10.198 --> 00:29:24.758
Abbie Currier: So, I have, now added the human read-aloud accommodation. If this student was erroneously assigned to this accommodation, I would just need to unclick it to remove it from them.


167
00:29:24.888 --> 00:29:26.927
Abbie Currier: And then we'll click on Save.


168
00:29:28.338 --> 00:29:32.448
Abbie Currier: And then I just need to go to Test Scheduling.


169
00:29:35.438 --> 00:29:38.238
Abbie Currier: And select my test.


170
00:29:40.348 --> 00:29:43.357
Abbie Currier: And view details and student logins.


171
00:29:44.748 --> 00:29:48.658
Abbie Currier: Hold on one second, let me find my student class again.


172
00:29:51.678 --> 00:29:53.428
Abbie Currier: They were


173
00:29:57.988 --> 00:30:00.278
Abbie Currier: Okay, let's look at Currier.


174
00:30:06.018 --> 00:30:07.388
Abbie Currier: this class?


175
00:30:08.748 --> 00:30:22.168
Abbie Currier: And for the student that has the new, form-dependent accommodation, I'll need to go ahead and select and there should be a button right here that says update, 


176
00:30:22.168 --> 00:30:29.498
Abbie Currier: or add a student, and I would select that button. Clicking that button would then


177
00:30:29.558 --> 00:30:46.077
Abbie Currier: update the form name that's been assigned to them, so instead of having ELA Form 1 or Form 2 all the way up to Form, you know, 25, whatever they may be, they would have the human read-aloud version of that form.


178
00:30:47.248 --> 00:30:52.187
Abbie Currier: Now, if the student has already logged into the test.


179
00:30:53.458 --> 00:30:56.187
Abbie Currier: Then, there are a few extra steps to take.


180
00:30:56.488 --> 00:31:12.688
Abbie Currier: So first, you would need to locate that student, and I'm going to come back out here to my demo class, and I'm going to locate the student that I need to edit. The first thing I'm going to do is void their test.


181
00:31:12.948 --> 00:31:14.777
Abbie Currier: So, click on Void.


182
00:31:15.018 --> 00:31:18.818
Abbie Currier: Wrong accommodation. Click Save.


183
00:31:21.258 --> 00:31:27.278
Abbie Currier: That looks good. Now we're going to need to go back to that student.


184
00:31:29.898 --> 00:31:33.137
Abbie Currier: I'm just going to save the student that I just did this for.


185
00:31:36.498 --> 00:31:38.848
Abbie Currier: I'm going to look for that student.


186
00:31:39.778 --> 00:31:42.408
Abbie Currier: And edit their accommodation.


187
00:31:44.898 --> 00:31:48.048
Abbie Currier: Say that they need human to read aloud.


188
00:31:50.398 --> 00:31:51.468
Abbie Currier: Save.


189
00:31:52.328 --> 00:31:55.357
Abbie Currier: Now I need to go and create a brand-new class.


190
00:32:01.248 --> 00:32:09.368
Abbie Currier: And I will if I don't already have a class, I can move them into, I would need to create a grade-level class.


191
00:32:17.648 --> 00:32:20.508
Abbie Currier: I'm going to select the student's grade.


192
00:32:21.688 --> 00:32:23.977
Abbie Currier: I'm going to look for my student,


193
00:32:24.598 --> 00:32:30.558
Abbie Currier: You have to unselect Show Only Students Not Assigned to a class, because they are assigned to a class.


194
00:32:32.058 --> 00:32:34.868
Abbie Currier: Book and Save.


195
00:32:36.438 --> 00:32:42.308
Abbie Currier: And then you would locate the class that that student already belongs to.


196
00:32:43.838 --> 00:32:49.238
Abbie Currier: And remove the student from that particular test, from that class.


197
00:32:50.598 --> 00:32:54.418
Abbie Currier: Remove and save.


198
00:32:55.568 --> 00:32:56.348
Abbie Currier: Okay.


199
00:32:58.958 --> 00:33:08.297
Abbie Currier: Now I need to go to Test Scheduling, and I'm going to schedule the new class I just created to take the test.


200
00:33:10.238 --> 00:33:14.227
Abbie Currier: I'm going to find my Human Read Aloud demo.


201
00:33:14.468 --> 00:33:16.108
Abbie Currier: Click Schedule.


202
00:33:16.718 --> 00:33:28.977
Abbie Currier: And now I have scheduled my one student to take the test. So, at this point, I need to print out the student login again and pass that out over to them.


203
00:33:29.138 --> 00:33:44.058
Abbie Currier: So, it's still doable. You can it's not the end of the world. You can still fix the accommodation, have them log into a new test. It's just that there's a lot more steps involved when we're talking about a form-dependent accommodation.


204
00:33:46.108 --> 00:33:51.457
Abbie Currier: So, now we're going to take a look at, some additional information in our slide deck.


205
00:33:52.668 --> 00:34:05.937
Abbie Currier: Again, this is just recounting the steps that we needed to take, for form-dependent accommodations before a student log in, as well as after a student logs in.


206
00:34:12.778 --> 00:34:16.167
Abbie Currier: And it just keeps going. I'm just kidding.


207
00:34:16.318 --> 00:34:19.718
Abbie Currier: And at this point, I'll turn it over to Shannon.


208
00:34:20.828 --> 00:34:39.787
Shannon Cullen: Thanks, Abbie. We have another slide here with resources, that are focused on just what Abbie demonstrated right now for resolving accommodations. So, you may want to take note of these pages in the manuals, and then there's also the Accessibility and accommodations manual with additional information about accommodations.


209
00:34:40.168 --> 00:34:49.808
Shannon Cullen: And then on the next slide, we have another Q&A, and I know we've got a lot of questions coming in, so I'll pause for a moment.


210
00:34:49.888 --> 00:35:07.797
Shannon Cullen: I've got a couple questions here about when you would need to put a student in a new class. And so, if you have what Abbie was just demonstrating, a student with a form-dependent accommodation that was assigned incorrectly.


211
00:35:07.938 --> 00:35:10.167
Shannon Cullen: And they started the test.


212
00:35:10.318 --> 00:35:16.587
Shannon Cullen: What Abbie demonstrated was voiding that initial test in their initial class


213
00:35:16.608 --> 00:35:34.597
Shannon Cullen: And then they would need to be added to a different class with the new test that has the correct accommodation. They cannot be added back to their original class with the correct accommodation. You would need to add them to a different class.


214
00:35:37.258 --> 00:35:43.288
Shannon Cullen: I have another question here. If a student has a form-dependent accommodation.


215
00:35:44.008 --> 00:35:48.188
Shannon Cullen: Presumably incorrect, and we catch it before they start the test.


216
00:35:48.328 --> 00:35:58.577
Shannon Cullen: don't we need to move them to a new class? And I think if it's before the test, the answer is no, right, Abbie? They can just click that Add Update Students button.


217
00:35:58.578 --> 00:36:00.128
Abbie Currier: You're correct, Shannon.

218
00:36:01.088 --> 00:36:15.708
Shannon Cullen: So that's why we want you to double, triple check before students sign in, because it makes for a lot less steps for you, to not have to move the students between classes. If it's before the student signs in, you don't need to void the test.


219
00:36:15.708 --> 00:36:22.948
Shannon Cullen: All you do is update the accommodation, press that, Add Update Students button, as Abbie demonstrated.


220
00:36:24.128 --> 00:36:41.277
Shannon Cullen: If you're seeing accommodations, excuse me, if you're changing accommodations during the test, will they see any changes as they are taking the test? So, I'm going to assume that this is for non-form dependent, so anything except those 6.


221
00:36:41.448 --> 00:36:43.808
Shannon Cullen: Accommodations that we were talking about.


222
00:36:44.658 --> 00:36:54.147
Shannon Cullen: If you update them during the test, so you go to the student's page, maybe you, unclick or click on,


223
00:36:54.158 --> 00:37:05.098
Shannon Cullen: word prediction or speech-to-text. The student would need to log out and log back in to see the changes. So, they won't just automatically see an update, they need to log out of the test.


224
00:37:07.248 --> 00:37:19.157
Shannon Cullen: All right, I know we have several questions; I'm going to take one more, because I know we have a lot more topics to get to. We have a student that has both human scribe and speech-to-text as an accommodation.


225
00:37:19.158 --> 00:37:38.007
Shannon Cullen: When entered into the portal, it says there is an error. I believe that there is guidance for this in the Accessibility and Accommodations manual. If a student has both Human Scribe and speech-to-text in their IEP, you should select only speech-to-text in the MCAS Portal.


226
00:37:38.008 --> 00:37:47.658
Shannon Cullen: Because you can still provide Human Scribe as needed, but it will error out if you select both in the portal. That's an expected behavior.


227
00:37:48.468 --> 00:37:53.058
Shannon Cullen: Alright, and with that, let's move on for now to our next topic.


228
00:37:53.978 --> 00:37:59.187
Shannon Cullen: Which is, procedures for students who don't test. So, if we go on to the next slide,


229
00:38:00.268 --> 00:38:12.967
Shannon Cullen: A couple situations here that we wanted to highlight, because we get questions on these frequently. First-year EL students are not required to participate in ELA.


230
00:38:14.168 --> 00:38:20.518
Shannon Cullen: We provide instructions during student registration to remove those students from ELA registration.


231
00:38:20.588 --> 00:38:26.918
Shannon Cullen: But if you did register first-year EL students for ELA, and they will not participate.


232
00:38:26.918 --> 00:38:46.348
Shannon Cullen: You can remove them from any classes they were assigned to in the portal, but there's no other steps that are required. There's no particular code you need to enter; there's no way to, you know, there's not a button you need to check. If they were registered, just don't assign them to classes or remove them from classes. That's all you would need to do.


233
00:38:47.088 --> 00:39:02.138
Shannon Cullen: And then students who don't participate for medical reasons should have the med report code added to their test, and we talk a bit more about report codes, how to add them, and what they mean a little bit later on in the presentation, so we'll get back to that later.


234
00:39:02.658 --> 00:39:10.727
Shannon Cullen: On the next slide, We, wanted to talk a little bit about makeup testing.


235
00:39:10.998 --> 00:39:21.858
Shannon Cullen: So, if students are absent on the day of testing, they should be scheduled for a makeup session. The makeup testing must be completed by the deadlines listed in the statewide testing schedule.


236
00:39:22.118 --> 00:39:32.007
Shannon Cullen: If a student has started testing, so maybe they did just Session 1, or they did just Session 2, or they did half of Session 1 and then left school sick.


237
00:39:32.178 --> 00:39:36.467
Shannon Cullen: The student needs to stay in their original class.


238
00:39:36.688 --> 00:39:48.897
Shannon Cullen: They should not be moved to a makeup class if they have started testing in that test. And the reason for this is because if you move them to a new class, that creates duplicate student records.


239
00:39:48.898 --> 00:39:58.128
Shannon Cullen: This can cause the initial data, V1 and V2, to be pretty messy, and so you want to avoid these issues if you can.


240
00:39:58.148 --> 00:40:03.408
Shannon Cullen: And so, if a student has started testing, they need to stay in their original class.


241
00:40:03.658 --> 00:40:11.378
Shannon Cullen: If they have not started testing, you can choose to move them to a makeup class,


242
00:40:11.598 --> 00:40:19.257
Shannon Cullen: Or you can choose to leave them in the original class. And I think on the next slide, we just drive this home once again.


243
00:40:19.658 --> 00:40:26.857
Shannon Cullen: Students should only be moved between classes if they have not started testing.


244
00:40:27.098 --> 00:40:43.137
Shannon Cullen: If students are moved to a new class, that will mean they need a new student login. And we also wanted to note that this feature is only for principals, test coordinators, and technology coordinators. Your test administrators are not able to move students between classes.


245
00:40:43.838 --> 00:40:46.488
Shannon Cullen: So, I'm going to pass this over to Abbie now for another demo.


246
00:40:52.638 --> 00:41:11.768
Abbie Currier: Alright, so there are a couple of ways that you can move students between classes, if that is a step that you need to take. So of course, the first one is going to be, again, I'm logged in as a DTC to the MCAS Portal. I'm going to click on Classes.


247
00:41:12.408 --> 00:41:14.348
Abbie Currier: And,


248
00:41:14.548 --> 00:41:32.498
Abbie Currier: what we can do is go ahead and let me click on grade level here. Let's say that I want to move another student into my Courier Demo class. I can simply edit the class that the student is currently in.


249
00:41:32.938 --> 00:41:36.438
Abbie Currier: Remove that student from the class.


250
00:41:38.318 --> 00:41:39.668
Abbie Currier: Click save.


251
00:41:40.778 --> 00:41:45.708
Abbie Currier: Locate the class I want to put them in Click Edit.


252
00:41:48.318 --> 00:41:52.107
Abbie Currier: And save.


253
00:41:52.338 --> 00:41:59.678
Abbie Currier: So, now that student has been moved from one class to another. If you wanted to do this


254
00:42:00.438 --> 00:42:12.788
Abbie Currier: At the same time that you're editing your accommodations for that student, you can definitely go ahead and do that, as long as the class you want to move them into already exists.


255
00:42:12.968 --> 00:42:28.228
Abbie Currier: So, if you already have a makeup class, or a human read-aloud class, or a Spanish testing class, or what have you, that class already exists. You just need to click on Students, locate that student.


256
00:42:29.858 --> 00:42:38.997
Abbie Currier: And you can edit their accommodations at the same time if you want, and then if you click on the course, on the class tab.


257
00:42:39.288 --> 00:42:45.048
Abbie Currier: And then we'll go to grade level, in ELA


258
00:42:45.758 --> 00:42:49.867
Abbie Currier: I can see which class let's see,


259
00:42:54.408 --> 00:43:13.358
Abbie Currier: They should be able to see which class the student's already in and then move them from the class they're already in and put them into the class that they are in right now. I think I just removed them from their previous class. So, if this is the class that they're already in for this


260
00:43:13.828 --> 00:43:17.787
Abbie Currier: Content area and this class type.


261
00:43:17.828 --> 00:43:23.618
Abbie Currier: I would remove them and add them into the second class.


262
00:43:23.628 --> 00:43:38.867
Abbie Currier: But again, you can't create a new class from this page, so the class has to already exists that I want to move them into. If I'm moving them into a brand-new class that I'm creating, I would come out to the Classes tab in order to do that.


263
00:43:41.078 --> 00:43:57.567
Abbie Currier: So, it depends on where you are and what the case is for whether you want to move the students from one class to another in the classes page versus student by student, in the students' page.


264
00:44:02.068 --> 00:44:05.877
Abbie Currier: And then with that, we will continue with the slide deck.


265
00:44:06.218 --> 00:44:20.507
Abbie Currier: So again, everything that we just went over as far as editing the class, adding a student to an existing class, and doing the same steps, but on the students' page instead.


266
00:44:23.818 --> 00:44:27.838
Abbie Currier: And now I'll turn this back over to Shannon.


267
00:44:28.218 --> 00:44:47.567
Shannon Cullen: Thanks, Abbie. So once again, just wanted to highlight the resources that pertain to the demonstrations that Abbie just did. So, there are two parts of the guide to the MCAS Portal on classes, depending on if you are, working with grades 3 through 8, or high school, and they're listed out here.


268
00:44:48.598 --> 00:44:49.728
Shannon Cullen: Alright.


269
00:44:50.178 --> 00:44:56.297
Shannon Cullen: Next topic is additional tasks during testing. If we go to the next slide.


270
00:44:56.428 --> 00:45:15.887
Shannon Cullen: So, we're going to talk about a variety of tasks to complete, on the next few slides, and Abbie's going to do some demonstrations, but wanted to gather them in one place for you and also indicate who can do what task. We often get questions about this, on who can complete each of these tasks.


271
00:45:15.958 --> 00:45:33.478
Shannon Cullen: And so, slide 49 lists this out for you here. DTCs mean district test coordinators, STCs mean school test coordinators, and then the other rules are just spelled out for you. So, I won't read through this, but as we're going through these next few slides.


272
00:45:33.808 --> 00:45:42.708
Shannon Cullen: And these demonstrations, this is here for you to refer back to as kind of, just a quick check on who is able to complete each of these tasks.


273
00:45:42.818 --> 00:45:45.388
Shannon Cullen: And I will pass this back over to Abbie.


274
00:45:52.008 --> 00:46:06.888
Abbie Currier: All right, so let's talk about Proctor passwords. The Proctor password is used as an additional security measure that's separate from the student's username and password that they get on their student login.


275
00:46:06.888 --> 00:46:20.937
Abbie Currier: The proctor password is required in a variety of situations. So, number one, if a student is idle in the test for more than 60 minutes, and idle counts as


276
00:46:20.938 --> 00:46:31.108
Abbie Currier: Maybe they're just not interacting with the kiosk in any way. So, maybe they're reading a passage, or maybe,


277
00:46:31.238 --> 00:46:50.107
Abbie Currier: they're just not paying attention to the test, or something along those lines. They're just not interacting with it. If that happens for more than 60 minutes, it's going to think that the student is not at the computer anymore, and they'll have to be automatically logged out and have to log back in with a Proctor password.


278
00:46:51.858 --> 00:47:00.907
Abbie Currier: If a student pauses or exits the test and tries to log back into the test after more than 60 minutes have passed, they'll have to have a Proctor password to get back in.


279
00:47:01.688 --> 00:47:18.447
Abbie Currier: If the student's kiosk has experienced any kind of abrupt closure, such as a loss of power, the device turned off while testing, something along those lines, they'll need a Proctor password to resume testing.


280
00:47:18.838 --> 00:47:36.547
Abbie Currier: And if you have students who have a compatible assistive technology accommodation, the proctor password will always be required for those students. The proctor will enter it on the options page, so that they can get logged in and continue testing.


281
00:47:37.248 --> 00:47:52.357
Abbie Currier: Excuse me. And like we saw on the previous slide, the proctor password is available to test coordinators, test administrators, as well as technology coordinators in the portal, so your test administrators will have access to it.


282
00:47:55.258 --> 00:48:04.857
Abbie Currier: The proctor password is the same for the entire school. It is automatically reset nightly in the system.


283
00:48:04.858 --> 00:48:29.788
Abbie Currier: If you have either a single student or maybe a small group of students who need to enter in the Proctor password, the test administrator should physically walk over to their device and type it in for them. If you have a larger group, something that happened with an entire class of students, for example, and all students need to enter the Proctor.


284
00:48:29.788 --> 00:48:46.577
Abbie Currier: in order to get logged back in. In those cases, it's really not feasible for one person to go and enter the Proctor password for every single device, so it can be read aloud or written on the board for the students to enter themselves.


285
00:48:46.578 --> 00:49:00.708
Abbie Currier: But if a proctor password is given out to a large group of students, it should absolutely be changed in the portal by the principal or test coordinator immediately, instead of waiting for it to automatically refresh that evening.


286
00:49:03.708 --> 00:49:11.317
Abbie Currier: So, with that, we're going to take a look at where we can view the Proctor password, and where we can change the Proctor password.


287
00:49:11.518 --> 00:49:23.198
Abbie Currier: So, remember that even test administrators, as well as test coordinators and technology coordinators, can view the Proctor password. It's right here on the home page of administration.


288
00:49:24.038 --> 00:49:39.637
Abbie Currier: And it is for the entire school, so if you're a district test coordinator or technology coordinator, you do have a school dropdown, so that you can select to view the proctor password for a variety of schools.


289
00:49:41.278 --> 00:49:53.087
Abbie Currier: Obviously, if you're a school test coordinator or a test administrator at the school level, you're not going to be able to select any other school to view their proctor password for.


290
00:49:53.088 --> 00:50:03.708
Abbie Currier: In order to change the Proctor password, you'll just need to, assuming that you're a test coordinator or a technology coordinator, you'll be able to click on change.


291
00:50:05.008 --> 00:50:09.847
Abbie Currier: And you can enter a new Proctor password immediately.


292
00:50:15.398 --> 00:50:30.948
Abbie Currier: I just went by that too fast. We do have an infographic right here, so that if you want to know what the password requirements are, you can view that, and that'll help you pick out a new Proctor password.


293
00:50:33.228 --> 00:50:37.317
Abbie Currier: And with that, we will go back over to the slide deck.


294
00:50:39.128 --> 00:50:42.988
Abbie Currier: These are just recap slides for everything that we just went through.


295
00:50:43.268 --> 00:50:50.018
Abbie Currier: And now, we will talk about unlocking student test questions.


296
00:50:50.458 --> 00:51:09.227
Abbie Currier: So, in certain circumstances, a student may need to re-enter a test in the kiosk, and they may have test questions that they had previously answered that are now locked. So, on the next slide, we'll get into what those cases are.


297
00:51:10.488 --> 00:51:23.717
Abbie Currier: But when they have locked back into the test and seen that they have test questions that are locked, they will not be able to return to those questions unless


298
00:51:24.138 --> 00:51:34.937
Abbie Currier: Somebody, in the school or district logs back into the portal and unlocks those test questions for that student.


299
00:51:34.938 --> 00:51:44.917
Abbie Currier: If they have test questions that they have not answered yet, those are not locked. It's only the questions that they have already answered that are going to be locked for them.


300
00:51:45.268 --> 00:52:07.248
Abbie Currier: And there's a lot of different scenarios in which those test questions could be automatically locked. But essentially, if the student pauses a test for more than 60 minutes, if they exit a test and more than 60 minutes goes by, if the student doesn't interact with the test for 60 minutes or more.


301
00:52:07.248 --> 00:52:23.088
Abbie Currier: And if something were to happen with some sort of an abrupt closure, such as a loss of power, the device gets turned off during testing, in all of those cases, those test questions they've already answered are going to be locked.


302
00:52:24.938 --> 00:52:43.488
Abbie Currier: We are also going to show you exactly how to unlock those test questions in just a moment, but a quick word on reactivating student test sessions. So, if you have a student who accidentally submits their test, but they're not really finished testing.


303
00:52:43.578 --> 00:52:57.707
Abbie Currier: The district test coordinators are able to reactivate the test to allow the student to sign back in, but that is only the district test coordinators that are allowed to reactivate a student login.


304
00:52:58.618 --> 00:53:11.787
Abbie Currier: The schools should therefore contact their district test coordinator, or their DTC, who can reactivate the test. And again, we're going to take a look here in just a moment on how to do that.


305
00:53:14.668 --> 00:53:28.628
Abbie Currier: We've already talked about unlocking items, but for grades 5 and 8, science and grade 8 civics, we also have sections that are unlocked, or that can be unlocked.


306
00:53:28.728 --> 00:53:46.837
Abbie Currier: And I just want to be very careful here, because we have the word session, and we have the word section. So, for the 5 and 8 science and grade 8 civics tests, there are two sessions, as in Session 1 and Session 2.


307
00:53:47.358 --> 00:54:12.228
Abbie Currier: And then within each session, there are two sections. And once the student has completed the first section of that session, they will not be able to return to it. So, let's say that the first section is only 5 questions long, but there's 30 questions in the entire session 1 of this test.


308
00:54:12.818 --> 00:54:18.868
Abbie Currier: The student will move through the first 5 items, That's Section 1, right?


309
00:54:19.328 --> 00:54:34.097
Abbie Currier: And then they're going to see a message that says, are you finished answering the questions in this section? You will not be able to revisit these questions. The student will click, yes, I'm finished. And they'll move on and view the next 25 items of that session.


310
00:54:34.418 --> 00:54:41.958
Abbie Currier: If they click No, I'm not finished, they'll be redirected back to those first 5 questions so they can finish answering them.


311
00:54:42.128 --> 00:55:05.007
Abbie Currier: If you have a student who accidentally continues past the section, but they did not actually finish it, and they need to get logged back in, the district test coordinators, the school test coordinators, and the test administrators will be able to unlock that student's section of the test and get logged back in, and finish reviewing those.


312
00:55:07.858 --> 00:55:16.817
Abbie Currier: So, we're going to go over the 3 things that we just talked about, unlocking, test, questions, reactivating


313
00:55:17.378 --> 00:55:22.957
Abbie Currier: Test Sessions and Unlocking Test Sections.


314
00:55:23.188 --> 00:55:29.467
Abbie Currier: This is very difficult to verbally explain, so I hope that everybody's on the same page with me.


315
00:55:30.598 --> 00:55:37.777
Abbie Currier: So, with this, we're going to come back over here to the MCAS Portal, and we're going to go to Test Scheduling.


316
00:55:38.658 --> 00:55:55.527
Abbie Currier: I'm going to select my Grade 5 ELA test, and we're going to look at the view details and student logins for this particular class that my students are in. So, number one, you're going to notice that I have an unlock link here.


317
00:55:55.588 --> 00:56:09.048
[bookmark: _Int_elbfTRw2]Abbie Currier: for these two students, this student must have paused the test, logged back in, and continued testing just fine, because they've already finished the test. So, this means that they.


318
00:56:09.048 --> 00:56:19.018
Abbie Currier: Did not go back and review any of the tests, or test questions that had been locked because they were, paused for too long, or


319
00:56:19.328 --> 00:56:30.837
Abbie Currier: any of the other reasons that you might have a test question that's locked. But they were able to go in and finish taking the rest of the tests that they had not already answered.


320
00:56:31.968 --> 00:56:44.747
Abbie Currier: This student, though, may have said, hey, I need to go back and review the test questions I've already answered, and in that case, I can come in and click unlock.


321
00:56:45.508 --> 00:56:48.857
Abbie Currier: It's going to say, are you sure you want to unlock? You say yes.


322
00:56:49.068 --> 00:57:01.778
Abbie Currier: And now that student can log out, log back in, and now all of their test questions are going to be unlocked, regardless of whether they had previously answered them or not.


323
00:57:03.748 --> 00:57:21.277
Abbie Currier: Additionally, we do have the reactivate link right here as well, so if a student, let's say that they accidentally turned in the test, and they need to have their username and password reactivated so that they can continue testing.


324
00:57:21.358 --> 00:57:24.668
Abbie Currier: I can just click this reactivate link right here.


325
00:57:27.018 --> 00:57:28.508
Abbie Currier: Click Yes.


326
00:57:29.878 --> 00:57:38.227
Abbie Currier: And now the student will be able to go back in and finish testing. This has changed to in progress from finished.


327
00:57:38.548 --> 00:57:51.698
Abbie Currier: If I also wanted to unlock those test questions for the student, I could do that as well, but the student will be able to log back in with their username and password and get into the test.


328
00:57:52.968 --> 00:58:00.867
Abbie Currier: Now, to see unlocking sections, I need to come back out here and select a science test.


329
00:58:03.198 --> 00:58:07.138
Abbie Currier: And I'm going to click on View Details and Student Logins.


330
00:58:08.408 --> 00:58:17.147
[bookmark: _Int_aN9YcGns]Abbie Currier: And I can see that a couple of kids have already started, and, let's say that this student accidentally moved


331
00:58:17.238 --> 00:58:29.888
Abbie Currier: beyond Section 1, I can click on Reopen Sections, and this will open that section back up again. Now, one thing to note is that these


332
00:58:29.998 --> 00:58:42.828
Abbie Currier: links are not going to show up until the student has logged out, logged back in, and now I'm going to see these links here in the portal for me to click.


333
00:58:42.828 --> 00:58:51.877
Abbie Currier: So, the student does have to log out, try to log back in, see that they can't get into Section 1, or see that their test questions,


334
00:58:51.878 --> 00:58:56.328
Abbie Currier: have already been locked. At that point, they'll log out.


335
00:58:56.328 --> 00:59:04.207
Abbie Currier: I'll come in here, I'll have my links here in the portal, and click to reopen or unlock


336
00:59:05.278 --> 00:59:20.998
Abbie Currier: Say yes, and now the student can get logged back in, and they'll will be able to go back into Section 1, the other student will be able to see their, now unlocked, previously answered test questions.



337
00:59:23.948 --> 00:59:33.658
Abbie Currier: And with that, we're going to go back over here to the slide deck, and we just have a couple more things to show. This is exactly what we just went over.


338
00:59:34.338 --> 00:59:38.368
Abbie Currier: We're activating test sessions, unlocking, 


339
00:59:40.548 --> 00:59:48.858
Abbie Currier: We did want to take a few minutes and talk about troubleshooting scenarios that might occur during testing.


340
00:59:48.858 --> 01:00:02.677
Abbie Currier: We do have a full list of error messages in Appendix A of the PAM, but the most common ones we went ahead and put into the slides so that we could talk about them quickly. So, the first scenario


341
01:00:03.848 --> 01:00:19.408
Abbie Currier: is that a student is logging into the test and sees the message, invalid username and password. This just indicates that the student is using an incorrect password or username when trying to log in. You'll need to make sure that


342
01:00:19.408 --> 01:00:27.417
Abbie Currier: You verify the correct username and password, are listed, and have the student retry.


343
01:00:27.568 --> 01:00:44.037
Abbie Currier: Just to note that student passwords will be printed in all caps, but the passwords themselves are case insensitive, so you do not have to have on your caps lock or be holding down the shift key in order to type in those letters.


344
01:00:45.088 --> 01:01:01.958
Abbie Currier: Another scenario may be that the student has successfully logged in with their username and password, but the student profile page, is displaying a message about entering an access code incorrectly. Incorrect access code, please try again.


345
01:01:02.898 --> 01:01:21.867
Abbie Currier: This means that the student is using an incorrect access code for the selected session. Maybe the access code they were given is for Session 1, but they clicked on Session 2, or vice versa. Or perhaps they're simply typing it in incorrectly.


346
01:01:21.868 --> 01:01:25.948
Abbie Currier: In either case, you'll verify the correct access code,


347
01:01:25.948 --> 01:01:33.637
Abbie Currier: has been provided to the student from the portal, and have the student retry, for that session.


348
01:01:35.468 --> 01:01:48.537
Abbie Currier: And just a couple more scenarios we wanted to go over with you quickly. If the student is taking the test and suddenly sees the message, please raise your hand, your test session has timed out.


349
01:01:48.538 --> 01:01:57.197
Abbie Currier: This means that the student has timed out of their test session, which means that they have been inactive in the test for 60 minutes.


350
01:01:57.198 --> 01:01:59.648
Abbie Currier: They'll need to click exit.


351
01:01:59.648 --> 01:02:17.208
Abbie Currier: And that'll bring them back to the student testing interface sign-in page. When they're ready to continue testing, they'll be able to log back in with their username and password, the session access code, and then, of course, they'll need to enter in the Proctor password as well.


352
01:02:18.848 --> 01:02:31.798
Abbie Currier: The next scenario is when a student is turning in the test, and they see a message stating that a connection to the network could not be established. Your test has been saved offline.


353
01:02:31.908 --> 01:02:47.988
Abbie Currier: This is an important one. This means that at some point, the internet connectivity was lost during testing and was not restored by the time they went to turn in the test. And when I say turn in the test, I mean clicking on the finish button.


354
01:02:47.988 --> 01:02:52.098
Abbie Currier: Clicking on the turn-in button and then clicking on the turn-in button again.


355
01:02:52.918 --> 01:03:04.528
Abbie Currier: That's okay. The students' responses are going to be saved in the local folder that's configured when the MCAS Student Kiosk was installed. They're not going to lose those responses.


356
01:03:04.528 --> 01:03:14.048
Abbie Currier: But when you see that message, the Proctor password will need to be entered by the test administrator to acknowledge that message.


357
01:03:14.078 --> 01:03:17.967
Abbie Currier: The test administrator will want to note the student's device ID.


358
01:03:18.438 --> 01:03:28.027
Abbie Currier: Excuse me. Contact the technology coordinator to reestablish internet connection, and then they just need to relaunch the kiosk


359
01:03:28.048 --> 01:03:48.208
Abbie Currier: on that student's device. That's why it's important to write down the device IDs. Sometimes, you know, it might be the end of the day before the internet can come back on, so you need to make sure that you are utilizing the exact same device that the students did when you're relaunching the kiosk in order to send those saved responses up to our servers.


360
01:03:51.318 --> 01:03:54.507
Abbie Currier: A couple of notes about the student questionnaire.


361
01:03:54.858 --> 01:04:05.448
Abbie Currier: The student questionnaire should be administered after the final session, and that is for Math Session 2, grades 4 and 10.


362
01:04:05.878 --> 01:04:10.167
Abbie Currier: And Science Session 2 for grades 5 and 8.


363
01:04:11.008 --> 01:04:28.298
Abbie Currier: So, students will need to enter a separate access code in order to sign in for the questionnaire. It's no different than any other session of a test, and if a school is not administering the questionnaire, there are no additional steps to take in the MCAS Portal.


364
01:04:30.308 --> 01:04:33.997
Abbie Currier: And with that, I will turn this back over to Shannon.


365
01:04:35.018 --> 01:04:53.267
Shannon Cullen: Great, so once again, we've got this portal guide for you. I know Abbie just went through a lot of different tasks in a short amount of time. These are all covered in Part 6 of the Guide to the MCAS Portal, and that guide has step-by-step instructions with screenshots, if you want some more information on reactivating tests.


366
01:04:53.268 --> 01:04:57.107
Shannon Cullen: Unlocking questions, reopening sections, etc.


367
01:04:57.968 --> 01:05:13.257
Shannon Cullen: Next slide, I think we have another Q&A. You guys are asking some really great questions, and I know there are some in this Q&A here that are a little more complex, require a little more thought, so we've got some folks in the background working on some of these.



368
01:05:13.258 --> 01:05:18.718
Shannon Cullen: I'm going to pick out, I think, just two for now, because I know we still have some to go.


369
01:05:18.718 --> 01:05:21.367
Shannon Cullen: So, one person is asking.


370
01:05:21.778 --> 01:05:27.647
Shannon Cullen: Abbie, are you able to explain again the difference between reopen and reactivate?


371
01:05:33.928 --> 01:05:48.937
Abbie Currier: Okay, so reactivating means that you are reactivating the student's username and password to get back into the test. So that's used in the case where they finish the test.


372
01:05:48.938 --> 01:05:58.427
Abbie Currier: Either just Session 1 or Session 1 and Session 2, and they need that username and password to be reactivated again.


373
01:05:58.718 --> 01:06:14.997
Abbie Currier: The unlocking comes into play if they're in the middle of a session, and they've either been paused for too long, or inactive for too long, or there was an abrupt closure, or what have you.


374
01:06:14.998 --> 01:06:32.878
Abbie Currier: And either the items they've already answered are locked, in which case you need to unlock those test questions, or they've moved past the questions in Section 1 for, like, civics or a science test, and they need to get back into Section 1.


375
01:06:33.038 --> 01:06:37.238
Abbie Currier: So, I hope that summarizes it quickly for you.


376
01:06:37.948 --> 01:06:39.427
Shannon Cullen: Thanks, Abbie, appreciate it.


377
01:06:39.638 --> 01:06:49.837
Shannon Cullen: And I see one other question here asking if the questionnaire is optional, and that is, yes, the questionnaire is, optional for schools to administer.


378
01:06:50.288 --> 01:06:56.908
Shannon Cullen: Alright, let's go on to our next section, which is tasks after all testing is completed.


379
01:06:57.108 --> 01:06:58.078
Shannon Cullen: Next slide.


380
01:06:59.278 --> 01:07:11.127
Shannon Cullen: So, to start, after testing, you will want to update accommodations if needed if the student did not use an accommodation. So this is important for accurate data reporting.


381
01:07:11.148 --> 01:07:28.628
Shannon Cullen: There are some instructions here on how to update those accommodations if they weren't used. Accommodations can also be updated during the discrepancy period. More information about which will be shared in upcoming student assessment updates, so please stay tuned.


382
01:07:28.628 --> 01:07:32.547
Shannon Cullen: But you'll want to make sure to update those for accurate data.


383
01:07:32.858 --> 01:07:34.198
Shannon Cullen: On the next slide.


384
01:07:38.218 --> 01:07:52.887
Shannon Cullen: We have these instructions that come right from the PAM. This is on pages 131 to 132, and so essentially, you'll want to make sure you've checked your rosters and confirmed that all of the students who should have participated.


385
01:07:52.888 --> 01:08:03.038
Shannon Cullen: And these pages lay out all of the instructions for what to do, if a student did not participate for various reasons. So this is here for you to refer back to.


386
01:08:03.208 --> 01:08:04.138
Shannon Cullen: Next slide.


387
01:08:05.748 --> 01:08:14.547
Shannon Cullen: Alright, and we're going to get into adding report codes. So, there are some situations where test coordinators may need to add report codes to student tests.


388
01:08:14.578 --> 01:08:25.847
Shannon Cullen: Want to note that these do not change a student's testing status. So, if you add a report code to a student who is in progress, that student will remain in progress for their testing status.


389
01:08:25.848 --> 01:08:38.787
Shannon Cullen: We also want to note that any test marked with these report codes will not be scored. That's really important that you are only assigning these in particular situations where the test should not be scored.


390
01:08:38.968 --> 01:08:43.148
Shannon Cullen: The first one is void, wrong accommodation, and this is to be used.


391
01:08:43.388 --> 01:08:50.428
Shannon Cullen: In the situations that we spoke about earlier, when you're resolving incorrectly assigned form-dependent accommodations.


392
01:08:50.777 --> 01:08:53.398
Shannon Cullen: The second code is called Void Other.


393
01:08:54.098 --> 01:09:11.248
Shannon Cullen: We talked about test administrator logins in our last training on March 4th. These can be created for Human Read Aloud and Human Signer. They're essentially a fake student login that test administrators use. These should be voided using the void other code.


394
01:09:11.318 --> 01:09:19.187
Shannon Cullen: But in all other situations, schools need to contact DESE before using the void other report code.


395
01:09:20.268 --> 01:09:39.587
Shannon Cullen: The medical absence code should be used for students who are considered medically absent, and students are considered medically absent if they did not participate in MCAS testing for medical reasons and have medical documentation, even if they are physically present in school on MCAS testing days.


396
01:09:39.838 --> 01:09:53.947
Shannon Cullen: And then finally, the technical issue code is another one, that we ask that you please contact DESE before using this code. Schools should not be assigning the technical issue or the void other on their own.


397
01:09:54.318 --> 01:09:57.108
Shannon Cullen: Except in the case of test administrator logins.


398
01:09:58.288 --> 01:10:03.768
Shannon Cullen: And I think the next slide is a demo, so I'll pass this over to Abbie to demonstrate how to add those codes.


399
01:10:10.008 --> 01:10:15.537
Abbie Currier: Alright, thank you, Shannon. So, let's go back over here to the portal.


400
01:10:17.498 --> 01:10:22.157
Abbie Currier: All right, and we're actually on the correct page for being able to do this.



401
01:10:22.198 --> 01:10:35.498
Abbie Currier: So, we're still on test scheduling, and we have identified the class that we want to add some test report codes for. Those students


402
01:10:35.498 --> 01:10:54.967
Abbie Currier: There's a couple of different ways that we can do it. One is that we do have the option of adding a session-level report code. So maybe something happened in session one, but not Session 2, so we can select session report code.


403
01:10:54.968 --> 01:11:07.667
Abbie Currier: I have the same four options for the session report code as I do at the test level. Medical absence, technical issue, void for a wrong accommodation, void for other.


404
01:11:08.648 --> 01:11:12.997
Abbie Currier: I just need to select that and click save.


405
01:11:13.338 --> 01:11:31.008
Abbie Currier: And that will save it for that session. If I need to add a test report code at the test level, so the whole test needs to be voided, or they were medically absent for the whole test, I would just select the report code there.


406
01:11:31.048 --> 01:11:42.117
Abbie Currier: And when you are doing this at the test level, we do then show basically a shortened acronym,


407
01:11:42.118 --> 01:11:52.607
Abbie Currier: for the test report code that's been added, so that you can easily identify the students that have that test report code. The test report code is also displayed on the exports.


408
01:11:52.608 --> 01:12:05.717
Abbie Currier: That are on the test scheduling page, so that you can see if a student hasn't finished testing because of a report code, things like that. We do also have the ability to bulk.


409
01:12:05.828 --> 01:12:12.628
Abbie Currier: Add a not-tested code or a test report code, so if something were to happen for the entire class.


410
01:12:13.898 --> 01:12:30.707
Abbie Currier: And I needed to add a report code for all of them. Maybe this student was medically absent, but these 3 students ended up having a technical issue. I can select those students, and then click Add Report Code here.


411
01:12:31.798 --> 01:12:34.788
Abbie Currier: technical issue and click save.


412
01:12:36.248 --> 01:12:45.157
Abbie Currier: Close and now that will add that report code for all 3 students that I had selected.


413
01:12:45.478 --> 01:12:59.807
Abbie Currier: Now, for medical absence, there are a couple of different ways that you can include a medical absence, for a student. One is here at the test level, if they've already been scheduled for a test, but you can also

414
01:13:00.678 --> 01:13:06.817
Abbie Currier: go to student registration, Export Students.


415
01:13:07.298 --> 01:13:18.367
Abbie Currier: And then import students again. If you look at the data definitions file, or the template here, it is going to show you which column

416
01:13:19.398 --> 01:13:36.808
Abbie Currier: And it is column M right here. It's called Not Tested Reason, and you would put in, the symbol for that. This is only used for medical absence, that is not used for any other not-tested code or test report code.


417
01:13:38.428 --> 01:13:43.677
Abbie Currier: Or if you're not doing it for a large number of students, you want to edit the student


418
01:13:43.838 --> 01:13:52.097
Abbie Currier: directly, you would click on students, locate, excuse me, locate that particular student.


419
01:13:53.198 --> 01:14:11.148
Abbie Currier: And under accommodations, we have medical absence as well. So, perhaps they were medically absent for their biology test and their math test, but they actually took their ELA test. As you're going through, you would,


420
01:14:11.338 --> 01:14:14.487
Abbie Currier: Click on Medical Absence for Biology.

421
01:14:15.418 --> 01:14:30.288
Abbie Currier: click on Medical Absence for Math, but they did take their ELA test, so I'm not going to select medical absence for their ELA test. And then you would just click Save, and that would save that particular student.


422
01:14:32.868 --> 01:14:36.528
Abbie Currier: So, with that, we're going to come back over here to the slide deck.


423
01:14:37.488 --> 01:14:50.977
Abbie Currier: Just, talking a couple of minutes about everything we just went over with adding a test report code. Just a reminder that schools need to contact DESE before selecting a technical issue, or Void Other.


424
01:14:51.808 --> 01:14:59.368
Abbie Currier: And then we talked about how to add a session report code, how to include a medical absence for a student.


425
01:14:59.638 --> 01:15:06.698
Abbie Currier: How to bulk add medical absences through, student registration, export, and import.


426
01:15:07.878 --> 01:15:12.637
Abbie Currier: And with that, I'm going to turn this back over to Shannon.


427
01:15:13.378 --> 01:15:14.778
Shannon Cullen: Thanks, Abbie.


428
01:15:15.018 --> 01:15:32.047
Shannon Cullen: All right, additional tasks after test administration. So, if you've looked at the Principals Administration Manual, you know that there is a checklist of tasks for after test administration, and there is also a section for a description of those tasks, so we've listed those page numbers here.


429
01:15:32.318 --> 01:15:51.907
Shannon Cullen: A couple of those steps are going to be making sure to complete the PCPA, which is the Principal's Certification of Proper Test Administration, and updating student registration. And so, there are deadline dates for those tasks. For each administration, those dates are listed in the statewide testing schedule.


430
01:15:51.978 --> 01:16:04.268
Shannon Cullen: And then you'll also want to make sure to continue reading our student assessment update, which is our bi-weekly newsletter. There will be upcoming announcements about the reporting schedule, including reporting discrepancies.


431
01:16:04.778 --> 01:16:05.778
Shannon Cullen: Next slide.


432
01:16:07.918 --> 01:16:14.277
Shannon Cullen: And we just have here, listed for you the PCPA deadline dates, which are also in the statewide testing schedule.


433
01:16:14.618 --> 01:16:15.568
Shannon Cullen: Next slide.


434
01:16:17.828 --> 01:16:23.848
Shannon Cullen: And once again, have resources slide for you for those tasks that Abbie just demonstrated.


435
01:16:27.248 --> 01:16:34.618
Shannon Cullen: All right, next topic is test administrator tasks during and after testing. So, next slide.


436
01:16:35.548 --> 01:16:47.918
Shannon Cullen: Here is the timeline that we looked at at the beginning of today's presentation. This is for test administrators. Want to note at the bottom here that schools can choose to have the test coordinator


437
01:16:47.918 --> 01:17:03.967
Shannon Cullen: complete these tasks instead of the test administrator. So, if you don't want your test administrators trained in the portal, you can complete those MCAS Portal tasks centrally instead of assigning those to test administrators. That is a local decision.


438
01:17:04.668 --> 01:17:10.208
Shannon Cullen: On the next slide, we have information about access codes. So,


439
01:17:10.648 --> 01:17:27.428
Shannon Cullen: access codes test administrators provide to students at the beginning of each test session, and students will use these access codes to sign into the test. It's an additional code; it's separate from their username and password. Test administrators typically write them on the board.


440
01:17:28.018 --> 01:17:37.678
Shannon Cullen: Access codes are available in two places. They are on the View Details Student Logins page, which you get to from the test scheduling page in the MCAS Portal.


441
01:17:38.258 --> 01:17:54.008
Shannon Cullen: And they are also listed on the student summary page, which is the first page of the PDF when you print student logins. So, you can just hand out those summary pages to your test administrators and have them get the access codes that way.


442
01:17:55.028 --> 01:17:57.748
Shannon Cullen: Few other tasks on the next slide.


443
01:17:58.548 --> 01:18:14.077
Shannon Cullen: Many of which we've already covered today. So, test administrators may need to enter the proctor password. Abbie demonstrated where to find this. There are certain situations where it's required, and so you'll want to make sure they know where to find the Proctor password.


444
01:18:14.328 --> 01:18:21.947
Shannon Cullen: Test administrators may also monitor student testing status. They have access to that progress view that Abbie demonstrated earlier.


445
01:18:22.758 --> 01:18:38.208
Shannon Cullen: If your test administrators are using the MCAS Portal, they should verify that all students are in finished status at the end of each test session. We do follow up with schools if they have any students that are left in progress.


446
01:18:38.208 --> 01:18:50.497
Shannon Cullen: We want to make sure that all of the responses that students have entered are captured, and so for that reason, please make sure that all of your students are in finished status at the end of each test session.


447
01:18:50.518 --> 01:18:57.868
Shannon Cullen: And then again, we've linked to the modules page because we have the MCAS Portal overview for the Test Administrators module available.


448
01:18:59.058 --> 01:19:05.928
Shannon Cullen: Okay, we have one last Q&A, and I know we are just about to wrap up here.


449
01:19:06.148 --> 01:19:08.648
Shannon Cullen: Alright, I see a question.


450
01:19:08.658 --> 01:19:17.838
Shannon Cullen: Is the void other option for voiding proctor logins for human reader? The answer is yes. You can use void other.


451
01:19:17.838 --> 01:19:28.918
Shannon Cullen: to void the test administrator logins for human reader and human signer. All of those test administrator logins should be voided by the end of testing.


452
01:19:29.568 --> 01:19:37.127
Shannon Cullen: If you think you should use Void Other for any other situation, please contact DESE first.


453
01:19:38.158 --> 01:19:44.238
Shannon Cullen: I'm going to take one more question at this time. If I entered a report code by mistake.


454
01:19:44.468 --> 01:19:54.808
Shannon Cullen: Can I delete the code, and will the student's testing data be restored? And I believe the answer is yes, Abbie, that they can just unclick it and save it, is that right?


455
01:19:55.498 --> 01:20:05.718
Abbie Currier: Yes, there's a clear button that you click, and then you click save, and it clears out the session report code or test report code.


456
01:20:07.268 --> 01:20:23.087
Shannon Cullen: Thank you. And I actually see one more about report codes, so I'm going to read that one as well. If putting in a medical absence, do you need to go under the student individually and click medical absence under accommodations and export students to edit column M?


457
01:20:23.088 --> 01:20:26.867
Abbie Currier: Or do you only need to do one of those two options?


458
01:20:27.278 --> 01:20:27.788
Abbie Currier: Oh, sorry.


459
01:20:27.788 --> 01:20:28.688
Shannon Cullen: I'll be sorry.


460
01:20:28.928 --> 01:20:37.468
Abbie Currier: No, it's just one or the other. So, it depends on how many students you need to do this for, which, option would be easier for you.


461
01:20:38.448 --> 01:20:51.547
Shannon Cullen: Great, thank you. And actually, sorry, I keep saying one more, but since I have you on the screen, I see a question asking if test administrators are able to print student testing tickets. Do you know if they're able to print logins?


462
01:20:52.308 --> 01:20:55.978
Abbie Currier: Yeah, they should be able to, yeah, because they're able to view it.


463
01:20:56.808 --> 01:21:04.007
Shannon Cullen: Awesome, thank you. All right, and with that, I'm going to hand this over to Erma to start closing us out.


464
01:21:05.658 --> 01:21:06.817
Erma Brown: Thank you, Shannon.


465
01:21:07.298 --> 01:21:24.557
Erma Brown: We're in the homestretch here, and there's been a lot of information that has been shared during our session today. We want to leave you with a recap of additional resources that are available, the upcoming office hours, and I want to walk you through our next steps. Next slide, please.


466
01:21:25.928 --> 01:21:41.817
Erma Brown: So, we'd like to point out the MCAS Resource Center, and give you a link for that, as well as the MCAS Portal user guides, the technology information that's available, and our student assessment update. All can be found on this slide.


467
01:21:42.338 --> 01:21:43.767
Erma Brown: Next slide, please.


468
01:21:45.218 --> 01:21:52.017
Erma Brown: We want to make sure that you're aware of the upcoming office hours session for MCAS Portal Tasks.

469
01:21:52.348 --> 01:21:59.727
Erma Brown: And also, we want to make sure that you're aware of those recommended read-ahead materials that are found on this slide.


470
01:22:00.408 --> 01:22:01.917
Erma Brown: Next slide, please.


471
01:22:04.058 --> 01:22:16.238
Erma Brown: After today's session, an evaluation form is going to pop up. We ask that you complete that form. We really value your feedback, and it will help us plan for our future sessions.


472
01:22:16.638 --> 01:22:21.137
Erma Brown: If, for any reason, you're unable to access that form.


473
01:22:21.338 --> 01:22:26.957
Erma Brown: Please email us your input at MCAS@mass.gov.


474
01:22:27.238 --> 01:22:37.967
Erma Brown: Within one week, you'll receive an email with the Q&A from the session, and the recording of this session will be made available within one week.


475
01:22:38.428 --> 01:22:39.977
Erma Brown: Next slide, please.


476
01:22:42.138 --> 01:23:00.887
Erma Brown: After today's session, we want to make sure that you know how to get your questions answered. So, if you have any questions on logistics and technology, please reach out to the MCAS Service Center, and you can find their contact information on the left side of our screen.


477
01:23:01.738 --> 01:23:07.128
Erma Brown: And for questions on policy.


478
01:23:07.928 --> 01:23:11.187
Erma Brown: Such as student participation and accommodations.


479
01:23:11.698 --> 01:23:19.778
Erma Brown: Please reach out to DESE Student Assessment Services, and our contact information is on the right side of the slide.


480
01:23:20.398 --> 01:23:26.747
Erma Brown: And with that, I'm going to pass it back to Shannon, for live sandbox time.


481
01:23:27.258 --> 01:23:37.317
Shannon Cullen: Thanks, Erma, and thanks everyone who stayed on this long. We do have 5 minutes left. If you need to drop, definitely appreciate you joining us this morning.


482
01:23:37.318 --> 01:23:47.728
Shannon Cullen: I hope this information was helpful to you, but if anybody would like to stay on for another 5 minutes, I think we have time for probably one demonstration that Abbie can do again.


483
01:23:47.728 --> 01:23:51.517
Shannon Cullen: So, question is, which demonstration would you like to see again?


484
01:23:51.518 --> 01:24:12.348
Shannon Cullen: We've got monitoring test status and exports on the test scheduling page, resolving incorrect form-dependent accommodations, moving a student between classes, adding report codes, or all of those other during-testing tasks. Reactivating, unlocking questions, unlocking test sections for grades 5 and 8 STE and grade 8 civics.


485
01:24:12.348 --> 01:24:17.938
Shannon Cullen: So, I'll pause for just a moment for folks to enter in their answers, and we'll see which of these is most popular.


486
01:24:21.338 --> 01:24:22.818
Shannon Cullen: And let's close the poll.


487
01:24:25.928 --> 01:24:38.937
Shannon Cullen: Okay, looks like we are at 34%, just barely beat out 32%. So, most people want to see monitoring test status and the exports again, Abbie, if you're able to bring that one up.


488
01:24:41.948 --> 01:24:44.438
Abbie Currier: Yes, just give me one second here.


489
01:24:45.008 --> 01:24:47.367
Abbie Currier: So, we're going to come back over here to the portal.


490
01:24:47.798 --> 01:24:50.168
Abbie Currier: And,


491
01:24:50.578 --> 01:24:58.807
Abbie Currier: let's just start from home. So, in order to monitor my students that are in the middle of testing, I'm going to click on Test Scheduling.


492
01:24:59.038 --> 01:25:08.438
Abbie Currier: I'm going to select the content area and test that they are taking right now, and then I'm going to click on View Details and Student Logins.


493
01:25:08.598 --> 01:25:25.117
Abbie Currier: If you were here last year, this is the same place that you used to go, for just the scheduling details with the statuses that are listed out here for each session. But now we also have a progress view, so this is a separate tab up here.


494
01:25:25.168 --> 01:25:32.408
Abbie Currier: And when you click on that, it's going to show you, the progress that your students are making



495
01:25:33.268 --> 01:25:47.798
Abbie Currier: As they continue answering questions throughout the test. So it's going to, give you information such as how many questions they have answered or not answered, how many questions they've viewed,


496
01:25:47.908 --> 01:25:50.067
Abbie Currier: What item they last for?


497
01:25:50.658 --> 01:26:05.628
Abbie Currier: If you see a student that's been sitting on item number 1 for 20 minutes, that might be something to pay attention to. Especially if you see that all the other students are, you know, making their way through the test, maybe the student has an issue.


498
01:26:05.778 --> 01:26:23.928
Abbie Currier: The last activity is going to show you, when that student last, entered in a new, response to a question. The time spent is the amount of time the student has spent in that session.


499
01:26:24.508 --> 01:26:38.877
Abbie Currier: And then you have the same status here, whether it's not started, in progress, or finished, as you saw on the scheduling details page out here, with not started, in progress, and finished.


500
01:26:39.588 --> 01:26:54.077
Abbie Currier: Now, the overarching status of each of the students' sessions is also available through an export, so if you come back out to the test scheduling page and click on exports here.


501
01:26:54.078 --> 01:27:01.318
Abbie Currier: And you can select to either export the test status for this specific test, this Grade 5 ELA test.


502
01:27:01.318 --> 01:27:06.788
Abbie Currier: If I wanted to look at the status for all ELA tests.


503
01:27:06.938 --> 01:27:15.278
Abbie Currier: or all math tests, I would change this content area drop-down here and select Export Test Status for All Tests.


504
01:27:15.568 --> 01:27:23.278
Abbie Currier: For right now, we'll just click on Export Test Status, and this is going to give me a .CSV file, with


505
01:27:23.668 --> 01:27:27.487
Abbie Currier: The same overarching information at the


506
01:27:28.098 --> 01:27:34.657
Abbie Currier: test, student, and session level, so I can see, for one student.



507
01:27:34.918 --> 01:27:48.457
Abbie Currier: As an example, I have their Session 1 information and their Session 2 information. So, I have the date and time that they started and ended the session, and I can see that their test status is in finished.


508
01:27:49.078 --> 01:28:03.898
Abbie Currier: I can see that for this particular student, I actually added a test report code for wrong accommodation, void, wrong accommodation. And then this particular student.


509
01:28:07.238 --> 01:28:09.248
Abbie Currier: Has only started,


510
01:28:09.318 --> 01:28:26.348
Abbie Currier: I'm trying to highlight it here, and it's not letting me, here we go. This particular student has started Session 1. We do have an end here, but that's because this is the student I reactivated.


511
01:28:26.348 --> 01:28:38.977
Abbie Currier: Right? So even though they finished it at 8.15, I reactivated it for them, so they can finish taking that test. That's why we have the in-progress status right here.


512
01:28:39.068 --> 01:28:44.267
Abbie Currier: And then I can see everybody else who has not started. And,


513
01:28:45.178 --> 01:29:02.747
Abbie Currier: As I mentioned, just real quick, as I mentioned before, you can add filtering and sorting capabilities here, so that you can identify just the students who are still not started, or just the students that are still in progress for each session of the test.


514
01:29:03.798 --> 01:29:08.457
Abbie Currier: And, with that, I know we're out of time, so I'll turn this back over to you, Shannon.


515
01:29:09.428 --> 01:29:13.357
Shannon Cullen: Thanks so much, Abbie, and thanks to everybody who stayed on for those last few minutes.


516
01:29:13.378 --> 01:29:32.657
Shannon Cullen: I want to say once again, thank you for joining us this morning. We do have those in upcoming office hours if you encounter any questions about MCAS Portal tasks in the next week. And then, as always, we are here to support you, so here's our contact information for DESE. Thank you again so much for joining us, and I hope you have a great rest of your day.

