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1
00:00:01 --> 00:00:16.805
DESE: Thank you everyone for joining. This is our first session for the school year, so thank you for being with us today. This is not a full, formal training session. We're here primarily for office hours, and we're focusing on the November high school tests.


2
00:00:17.026 --> 00:00:20.155
DESE: And want to welcome you and thank you for joining us.


3
00:00:20.546 --> 00:00:21.916
DESE: Next slide, please.


4
00:00:22.866 --> 00:00:28.306
DESE: My name is Jodie Zalk. I'm the Manager of Test Administration and Publications at DESE.


5
00:00:28.566 --> 00:00:35.226
DESE: Joined this morning by my colleague, Shannon Cullen, who's our MCAS Test Administration Coordinator.


6
00:00:35.316 --> 00:00:43.216
DESE: You'll also hear this morning from Kaelee Harper, who's with eMetric, which is our online testing subcontractor.


7
00:00:43.256 --> 00:01:01.756
DESE: We also have a number of folks here this morning who are here to support you and answer your questions during this Office Hours session. We have several folks from DESE, as well as eMetric, and we also have Cognia, which is our testing contractor.


8
00:01:02.176 --> 00:01:12.876
DESE: We are primarily here today to focus on the November high school administration. We're here to answer questions and focus on


9
00:01:13.096 --> 00:01:27.305
DESE: topics related to the administration. We know as well that you may have some questions about yesterday's release of results, but we are focused this morning on administration.


10
00:01:28.126 --> 00:01:39.195
DESE: Before we jump in, just a few notes on logistics. You can use the Q&A feature to ask any questions that you have, and we'll be taking some breaks. We have


11
00:01:39.256 --> 00:01:51.025
DESE: a little bit of content this morning to present, and then we'll be taking time to answer your questions. You can use the thumbs up icon to upvote somebody else's question.


12
00:01:51.586 --> 00:02:00.726
DESE: If you have a very specific question, anything specific to a student, we ask that you email us instead of asking that out loud here.


13
00:02:01.096 --> 00:02:14.195
DESE: And, for folks who need it, we have closed captioning, we also have ASL interpretation, and you'll see the interpreting team on screen with the presenters this morning.


14
00:02:14.506 --> 00:02:22.096
DESE: And, DESE has a policy on AI transcription, so we ask that you note that as well. Next slide, please.


15
00:02:23.486 --> 00:02:42.866
DESE: And before we jump in, we want to let you know that we emailed the slides beforehand. We are now posting them in the chat for you. If you can't access them, just ask in the Q&A, and then afterwards, we will be sending them to the participants, and we'll be posting them in the MCAS Resource Center.


16
00:02:42.976 --> 00:02:50.535
DESE: So, with that, I'm going to briefly turn off the camera, and then pass this over to my colleague, Shannon.


17
00:02:57.636 --> 00:03:15.626
DESE: Thanks, Jodie, and good morning, everyone. Thanks so much for joining us today. Here's our agenda. Like Jodie said, we're going to do a brief overview of just a couple of topics that tend to drive a lot of questions about the November high school administration, but the majority of today, we're here for you and your questions.


18
00:03:15.626 --> 00:03:18.995
DESE: So, we'll talk about some general info.


19
00:03:18.996 --> 00:03:31.846
DESE: Student registration, we'll share some resources, and then we'll get to your questions and whatever requests for demonstrations you might have today, and then we'll finish up with some additional resources and next steps.


20
00:03:33.226 --> 00:03:35.806
DESE: So, to start, just some general information.


21
00:03:36.116 --> 00:03:37.166
DESE: Next slide.


22
00:03:38.366 --> 00:03:52.936
DESE: We have here a couple of updates to the MCAS Portal and the MCAS Student Kiosk, and we're not going to go into these updates in detail today but just wanted to give you a brief overview of the information.


23
00:03:52.936 --> 00:03:58.846
DESE: If you tested, or if you oversaw testing last year, these will be new to you.


24
00:03:59.086 --> 00:04:13.546
DESE: So, starting this fall, when a student transfers between organizations through the enrollment transfer feature, which is when students move from one organization to the next in the MCAS Portal, their test sessions will now transfer with them.


25
00:04:14.196 --> 00:04:33.796
DESE: School and district test coordinators also will now be able to move tests from in progress to finished, and so this can be helpful if a student accidentally exits the kiosk instead of turning in their test. At the end of testing, now test coordinators are able to move that test status to finished.


26
00:04:34.406 --> 00:04:45.425
DESE: Couple of updates on the kiosk as well, highlighted here. Students now have a battery icon that they'll see on their screen that will show them how much battery they have left on their device.


27
00:04:46.026 --> 00:04:59.366
DESE: And want to note that the Hide All button is no longer available. Students will still be able to individually hide, individual answers, but the hide all and show all buttons, are no longer there.


28
00:04:59.906 --> 00:05:00.945
DESE: Next slide.


29
00:05:02.116 --> 00:05:20.515
DESE: Again, just a brief overview today. We're going to cover these in a little bit more detail in a couple of our upcoming webinars. Links for those are available here. And we've also posted a document to our website that has this information, again, in more detail, along with some other updates that are taking place.


30
00:05:20.516 --> 00:05:30.295
DESE: So please refer to that, for additional information. And then also just noting here that the updated MCAS Student Kiosk is now available for download.


31
00:05:30.296 --> 00:05:46.866
DESE: You'll want to share that with your technology coordinators, and we do have a training for technology coordinators coming up in a couple of weeks, so would recommend having your tech coordinators register for that so they can hear all of the information related to technology for this year.


32
00:05:47.606 --> 00:05:50.755
DESE: And with that, I'm going to pass this back over to Jodie.


33
00:05:57.556 --> 00:06:03.165
DESE: Fabulous. Thanks, Shannon. So, we're going to just spend a couple of minutes walking through the tasks


34
00:06:03.306 --> 00:06:10.596
DESE: to complete, and the timeline for completing them. There's, slides walking us through the tasks.


35
00:06:10.736 --> 00:06:15.775
DESE: To complete annually, and then we'll walk through before, during, and after testing.


36
00:06:15.946 --> 00:06:25.026
DESE: So, before we jump into the timeline of tasks, before testing, we do want to walk through the tasks


37
00:06:25.226 --> 00:06:40.425
DESE: that are completed once each school year, where we've outlined school and district coordinators will be updating and looking at their user accounts for the MCAS Portal and training sites.


38
00:06:40.586 --> 00:06:54.926
DESE: And technology coordinators should be taking a look and starting to think about downloading and installing the student kiosk on student testing devices and starting to think about site readiness.


39
00:06:55.436 --> 00:07:02.675
DESE: And the timelines that are identified are on the right-hand side of the slide there. Thank you.


40
00:07:02.876 --> 00:07:04.386
DESE: Next slide, thanks.


41
00:07:04.556 --> 00:07:22.716
DESE: And then before testing, thinking about the November high school administration, these are the tasks to complete walking through student registration, to pre-administration tasks for CBT, including creating and assigning students to classes.


42
00:07:22.836 --> 00:07:40.415
DESE: The date to receive manuals and PBT materials, that's late October, that's one week before administration, but we do want to note that manuals are expected to be posted to our DESE website in early to mid-October.


43
00:07:40.416 --> 00:07:44.636
DESE: We'll get those to schools as soon as we have them finalized.


44
00:07:45.805 --> 00:07:56.686
DESE: And then following along, we are scheduling classes and then reporting packing discrepancies and making sure that you have all the materials you need for testing.


45
00:07:56.946 --> 00:07:58.316
DESE: Next slide, please.


46
00:08:02.386 --> 00:08:20.245
DESE: November high school administration, folks may remember in the past we had prescribed dates. This year, we have recommended dates. We have a window for administering these tests, so we want to make sure to call these out for you as windows with recommended dates.


47
00:08:20.326 --> 00:08:23.385
DESE: And, we want to note


48
00:08:23.496 --> 00:08:37.585
DESE: Schools should be closed on November 11th. This is Veterans Day, and we are making the student kiosk unavailable on that date, since schools will be closed for Veterans Day as a measure of test security.


49
00:08:38.176 --> 00:08:39.646
DESE: Next slide, please.


50
00:08:40.286 --> 00:08:44.386
DESE: And then we also wanted to make sure you have the dates for the


51
00:08:44.476 --> 00:09:03.415
DESE: after-testing activities to be completed that you'll hang on to and focus on after administration. You'll be updating student registration, completing the principal certification, and then if you had done any paper-based testing, you'll be scheduling your pickup.


52
00:09:04.116 --> 00:09:14.176
DESE: We've included links here to the testing schedule and the pre-administration guide, and those are available to help provide additional information on these tasks.


53
00:09:14.476 --> 00:09:18.465
DESE: So, with that, I'm going to pass it back over to Shannon.


54
00:09:25.536 --> 00:09:29.996
DESE: Alright, so let's look at a few slides regarding student registration.


55
00:09:31.276 --> 00:09:50.636
DESE: So, the student registration window for the November test is currently open. It opened on Monday, and it's open until October 2nd. And this window is important for schools to receive manuals for both computer-based and paper-based testing, and any paper-based testing materials and student labels that you may need.


56
00:09:50.766 --> 00:09:56.176
DESE: So, you'll want to import your initial student registration file by October 2nd.


57
00:09:56.396 --> 00:10:03.155
DESE: For computer-based testing, you can continue to update and add students between October 5th and November 3rd.


58
00:10:03.186 --> 00:10:17.086
DESE: If you have paper-based students that need to be updated or added after October 2nd, you certainly can add them in the MCAS Portal, but you'll also need to place an order for additional materials through the MCAS Service Center website.


59
00:10:17.086 --> 00:10:26.665
DESE: since October 2nd is the deadline, for when we use the information in the portal to determine shipments of those paper-based materials.


60
00:10:27.076 --> 00:10:27.986
DESE: Next slide.


61
00:10:29.946 --> 00:10:46.925
DESE: To complete student registration, you'll need access to two websites, the DESE Security Portal and the MCAS Portal. The DESE Security Portal is where DESE places initial .CSV files for the November test for schools to review and update.


62
00:10:47.016 --> 00:10:54.356
DESE: And then the MCAS Portal is where schools import that information once they have reviewed and updated it.


63
00:10:54.626 --> 00:11:14.426
DESE: If you're not able to access the DESE security portal, you'll want to contact your directory administrator, and there's a link here for a list of directory administrators. If you're not able to access an MCAS Portal account, there's different types of support based on what your role is, and that's laid out in this table here for your reference.


64
00:11:14.616 --> 00:11:15.565
DESE: Next slide.


65
00:11:18.086 --> 00:11:23.746
DESE: A few resources to help your complete registration for the November high school tests.


66
00:11:23.756 --> 00:11:42.406
DESE: The MCAS Resource Center has been updated with a new Guide to the MCAS Portal Part 3, Student Registration. The whole guide has not been updated yet, but the student registration portal, excuse me, portion is updated. You'll also find updated links for the student registration data definitions.


67
00:11:42.406 --> 00:11:44.626
DESE: And the registration template.


68
00:11:44.896 --> 00:11:56.275
DESE: The participation guidelines for November are posted to the DESE website and linked here, and the updated Accessibility and accommodations manual is expected to be available soon.


69
00:11:56.706 --> 00:11:57.706
DESE: Next slide.


70
00:12:00.636 --> 00:12:07.326
DESE: Some notes about participation. We do tend to get a lot of questions about this, particularly for November.


71
00:12:07.426 --> 00:12:19.666
DESE: So, the November tests are offered in ELA and Mathematics to students who are attempting to qualify for the Adams Scholarship, the Koplik Award, and or the Massachusetts State Seal of Biliteracy.


72
00:12:19.766 --> 00:12:34.995
DESE: Students are not required to take the November high school test for any reasons listed, excuse me, other than those that are listed here. They are not required to take the test if they were absent during grade 10 testing this past spring.


73
00:12:34.996 --> 00:12:43.206
DESE: And they are not required to test if they are new to Massachusetts in grades 11 or 12 and have never taken MCAS tests.


74
00:12:43.856 --> 00:12:44.886
DESE: Next slide.


75
00:12:45.866 --> 00:12:50.055
DESE: Some frequent questions that we get about participation.


76
00:12:50.396 --> 00:13:04.696
DESE: One is, are grade 11 and 12 students required to participate in the November high school test if they have not yet participated in ELA or Math? And the answer is no. The students are not required to participate.


77
00:13:04.696 --> 00:13:11.325
DESE: They can participate if they would like to qualify, or attempt to qualify, for the Adams Scholarship.


78
00:13:11.326 --> 00:13:14.475
DESE: the Koplik Award, or the Massachusetts State Seal of Biliteracy

79
00:13:14.946 --> 00:13:15.976
DESE: Next slide.


80
00:13:17.896 --> 00:13:20.145
DESE: Is the next question we often get.


81
00:13:20.386 --> 00:13:30.056
DESE: Can grades 11 and 12 students participate in the Spring 27 grade 10 ELA and Math Tests instead of the November high school test?


82
00:13:31.026 --> 00:13:46.736
DESE: So, students who are in grades 11 or 12, who were reported as grade 9 students last year, are required to participate in the Spring 2027 ELA and Math Tests for accountability purposes.


83
00:13:47.166 --> 00:14:00.006
DESE: All other grades 11 and 12 students are not required to participate, and you'll see some differences here in the eligibility to participate for scholarships for grades 11 and 12.


84
00:14:00.196 --> 00:14:17.785
DESE: Grade 11 students are eligible to participate in the spring Tests for scholarships and the Massachusetts State Seal of Biliteracy y, whereas grade 12 students are not. And this is all laid out for you in the spring grade 10 participation guidelines on our website, also linked here.


85
00:14:18.746 --> 00:14:20.276
DESE: And next slide.


86
00:14:20.886 --> 00:14:28.165
DESE: Can a grade 12 student who is new to Massachusetts take the November Tests for scholarship purposes?


87
00:14:28.476 --> 00:14:38.036
DESE: So, want to note here that in order to qualify for the Adams Scholarship or the Koplik Award, students need scores in Math, ELA, and Science.


88
00:14:38.826 --> 00:14:46.916
DESE: Since grade 12 students are not eligible to participate in the February Science Administration for scholarship purposes.


89
00:14:47.006 --> 00:15:00.905
DESE: If these new grade 12 students have not already taken a science MCAS test, they will not be able to qualify for these awards and therefore should not participate in the November administration.


90
00:15:01.756 --> 00:15:08.116
DESE: And the science participation guidelines are also posted to our website, so you can take a look at them there.


91
00:15:08.656 --> 00:15:09.616
DESE: Next slide.


92
00:15:11.786 --> 00:15:19.706
DESE: Next few slides just have some resources for you. So, if we go to the next slide, some resources for before testing.


93
00:15:19.806 --> 00:15:23.465
DESE: mentioned the guide to the MCAS Portal, the 


94
00:15:23.646 --> 00:15:37.526
DESE: Resource Center page is linked here. Part 2 and Part 3 of that guide have been updated for 26-27, and the remaining pieces of the guide are expected to be updated approximately in the next month.


95
00:15:37.756 --> 00:15:53.976
DESE: The MCAS Training Site guide is also expected to be updated next month, as you want to start thinking about practice tests for your students. The training site is also available currently to practice with MCAS Portal tasks, if you'd like to.


96
00:15:54.266 --> 00:15:55.356
DESE: Next slide.


97
00:15:56.156 --> 00:16:03.576
DESE: Just highlighting a couple other pieces to the guide to the MCAS Portal that will be of particular use during and after testing.


98
00:16:04.136 --> 00:16:05.646
DESE: And on the next slide,

99
00:16:07.176 --> 00:16:26.646
DESE: Just some additional resources. We do post modules with video demonstrations on the MCAS Resource Center, for discrete tasks to complete within the MCAS Portal. The MCAS Student Kiosk Technology Guide has been updated for 26-27, so you'll want to share that with your technology coordinators.


100
00:16:26.656 --> 00:16:36.796
DESE: And if you don't already receive our bi-weekly newsletter, we included a subscribe link here. This is where we share important information about the MCAS program.


101
00:16:37.596 --> 00:16:38.646
DESE: Next slide.


102
00:16:39.676 --> 00:16:40.596
DESE: Alright.


103
00:16:40.996 --> 00:16:52.335
DESE: And now we are going to the Q&A. So, I'm going to look at the Q&A in just a moment. So, feel free to start, if you haven't already, entering your questions into the Q&A feature.


104
00:16:52.336 --> 00:17:02.975
DESE: You can also request to see demonstrations if you'd like to, and we've listed here some examples of requests that you can ask to see if that would be helpful to you.


105
00:17:02.986 --> 00:17:08.416
DESE: Including how to update and import the student registration file.


106
00:17:08.666 --> 00:17:21.665
DESE: how to manually update or add a student to the MCAS Portal, and how to add a new user to the MCAS Portal if you have a new staff member who will need access to the portal this fall.


107
00:17:30.186 --> 00:17:39.615
DESE: Okay, I see one question in the Q&A here asking, when are students notified that they have qualified for Adams or Koplik scholarships?


108
00:17:39.796 --> 00:17:44.236
DESE: Julia, by chance, do you know?


109
00:17:45.436 --> 00:17:51.735
DESE: Right now, the date hasn't been set for the actual, when that will be run.


110
00:17:52.086 --> 00:17:56.805
DESE: It's in process. Okay, so that date will be forthcoming, and it will be announced.


111
00:18:12.926 --> 00:18:27.165 Massachusetts State Seal of Biliteracy qualifications and whether they are changing. That's not something that our office handles, but we can find the email address for you to address that question, too.


112
00:18:42.296 --> 00:18:54.275
DESE: I think as we wait for maybe some other questions to percolate, Kaelee, do you want to do a brief demonstration of how to update the student registration file and import that into the portal?


113
00:18:54.686 --> 00:18:58.886
Kaelee Harper (eMetric): Yup, I can do that. Let me switch screens here quickly.


114
00:18:59.006 --> 00:19:15.856
Kaelee Harper (eMetric): Alright, on screen is going to be a November student registration file. It has been filled out, and with all the students that we'll be testing. If you needed to remove a student from this file, you're going to want to highlight the whole row.


115
00:19:15.856 --> 00:19:26.526
Kaelee Harper (eMetric): And then you'll go ahead and delete that entire row for that student, so that they are removed from the file. If you need to add a student, you'll just come down to your last row, and you'll add in


116
00:19:26.656 --> 00:19:50.135
Kaelee Harper (eMetric): your school code, their SASID, their grade level, their name. You'll want to make sure you include the test code, and if they're taking both, you'll need to do two lines for the students. You'll need one for ELA and you'll need one for math. And then once you have added the student to the bottom row, you're going to go ahead and go through and add any accommodations that they may need.


117
00:19:50.646 --> 00:20:00.026
Kaelee Harper (eMetric): And then once you have done that, you will save your file as a .CSV, and then we're going to come over to the portal.


118
00:20:00.256 --> 00:20:02.395
Kaelee Harper (eMetric): And let me pull that up.


119
00:20:02.586 --> 00:20:06.705
Kaelee Harper (eMetric): And we'll get logged in. I'm going to log in as a DTC.


120
00:20:14.956 --> 00:20:18.735
Kaelee Harper (eMetric): And then once you get logged in, you'll go to Administration.


121
00:20:20.126 --> 00:20:39.086
Kaelee Harper (eMetric): And then you will come over, across the top's going to be all of your menus. You're going to go over to Student Registration and go to the student registration page. And you'll be on your district, and you'll just leave it at that, and you'll go ahead and select Choose File, and then you'll choose the file from your computer.


122
00:20:39.236 --> 00:20:45.535
Kaelee Harper (eMetric): Let me go ahead and grab it, and then once you have chosen the file, you'll click upload.


123
00:20:45.896 --> 00:20:52.735
Kaelee Harper (eMetric): And that will go ahead and upload the file into the portal, and it should process within a few minutes. And then, once it's processed.


124
00:20:52.736 --> 00:21:06.196
Kaelee Harper (eMetric): If you have any records with error, it will be noted, and in the status, instead of pending, it'll switch to validation error, and there'll be an error file for you to be able to use to correct any errors in your file.


125
00:21:11.166 --> 00:21:12.506
DESE: Thanks so much, Kaelee.


126
00:21:12.506 --> 00:21:13.406
Kaelee Harper (eMetric): You're welcome.


127
00:21:13.696 --> 00:21:21.586
DESE: I see one other question has come in, and that's, is there a Spanish/English edition available for the November math test?


128
00:21:21.686 --> 00:21:23.816
DESE: And the answer is yes.


129
00:21:23.916 --> 00:21:40.636
DESE: And in the Student Registration, excuse me, Part 3 of the guide to the MCAS Portal, student registration, you'll see, a table that lists out all the accommodations that are embedded in the MCAS Student Kiosk.


130
00:21:40.666 --> 00:21:51.905
DESE: And they list out the administrations that each accommodation is available for. So, if you have any other similar questions, please feel free to refer to that document as well.


131
00:21:55.306 --> 00:22:11.766
DESE: And I'm not seeing any other questions right now. Again, this is what we're here for. We're here to answer your questions, so we'll stay on for a few more minutes as those questions percolate as you think of some, but if you don't have any, definitely don't want to make you stay for the full hour.


132
00:22:11.766 --> 00:22:22.586
DESE: But while we wait for a few more questions to come in, Kaelee, do you want to demonstrate updating a student or adding a student directly in the portal?


133
00:22:25.576 --> 00:22:27.645
Kaelee Harper (eMetric): Yep, let me go ahead and do that.


134
00:22:31.636 --> 00:22:36.636
[bookmark: _Int_aTQtFaqz]Kaelee Harper (eMetric): Okay, so to add a student manually, you'll want to go to the Students tab.


135
00:22:37.006 --> 00:22:48.446
Kaelee Harper (eMetric): And then, if you're a DTC, you'll want to select your school. If you're a school coordinator, you'll go ahead and be on your school that you're assigned to. And then you'll go ahead and click on Add Student.


136
00:22:48.936 --> 00:22:57.866
Kaelee Harper (eMetric): And then you'll need to fill out all of the fields that have the red asterisk. You'll need to fill out their SASID. Let me see,


137
00:23:00.256 --> 00:23:06.295
Kaelee Harper (eMetric): And then you'll need, we do have a new field this year, you can add a locally assigned student ID.


138
00:23:06.526 --> 00:23:11.416
Kaelee Harper (eMetric): You'll select their grade, and then you'll enter their last name.


139
00:23:13.236 --> 00:23:17.346
Kaelee Harper (eMetric): And their first name.


140
00:23:17.556 --> 00:23:20.536
Kaelee Harper (eMetric): And then, you'll want to put in their date of birth.


141
00:23:25.146 --> 00:23:43.116
Kaelee Harper (eMetric): And then you'll need to select their registration codes. So, if you hit that button, it'll select all of the registration codes, but since we're just doing November, you can select the November registration codes, and then, if the student has any accommodations, you'll need to add those here.


142
00:23:43.116 --> 00:23:50.266
Kaelee Harper (eMetric): You'll select the November test here, and then you'll go ahead and, like, and, sorry, and check the boxes that you need.


143
00:23:50.266 --> 00:23:58.465
Kaelee Harper (eMetric): Once that's done, you can go back to student information, make sure this all looks good, and then you'll save your students. And then your student will be in your list here.


144
00:24:01.066 --> 00:24:13.975
DESE: Thank you, Kaelee. I think we do have some more questions that have just come in. So, I saw one asking to clarify whether it needs to be a .CSV file that you import, and I think the answer to that is yes. Is that right, Kaelee?


145
00:24:13.976 --> 00:24:15.316
Kaelee Harper (eMetric): Yes, that's correct.


146
00:24:15.546 --> 00:24:18.775
DESE: Okay. As part of that same question,


147
00:24:19.016 --> 00:24:37.266
DESE: they had asked if students need to be added in students before importing the .CSV file. So, just to clarify, it's an either-or situation. So, if you have a lot of students, it's likely easier to just


148
00:24:37.636 --> 00:24:57.096
DESE: edit the .CSV file and import it. If you only have a couple students and you prefer to work on this manually, you can add each student one by one, as Kaelee just showed on the student page, but you don't need to do both. You can choose one or the other to initially add your students to the portal.


149
00:24:59.696 --> 00:25:17.176
DESE: Kaelee, I have a few demonstration requests here, and they all have to do with the user management section of the portal. So, there's a request to show how to add a new user, and how to remove a user that will not be involved in MCAS this year.


150
00:25:17.176 --> 00:25:35.115
Kaelee Harper (eMetric): Okay, so anywhere you're in the portal, if you need to get back to the portal homepage, you can click on the DESE logo, and that's going to take us back to the portal homepage. And on the Portal homepage, to edit and modify your users or add a new user, you're going to click on this Users link in the upper left.


151
00:25:35.266 --> 00:25:49.956
Kaelee Harper (eMetric): And this is going to show a list of your users. If you're a district test coordinator, you can organize by, the district, or you can view by school. As a school test coordinator, you will only see
 

152
00:25:50.186 --> 00:26:01.526
[bookmark: _Int_Nvzx1WY2]Kaelee Harper (eMetric): the, users that are associated to your school. So, the first thing we'll go over is adding a new user. So, once you come to the user management page, you'll click on Create New User.


153
00:26:01.746 --> 00:26:09.425
Kaelee Harper (eMetric): And then here, you'll enter their username, which will be their email address, so you'll want to enter that here.


154
00:26:12.756 --> 00:26:17.036
Kaelee Harper (eMetric): And then, you'll again, you'll need to enter all the fields,


155
00:26:17.166 --> 00:26:22.825
Kaelee Harper (eMetric): That are indicated with a red asterisk. So, you'll want to fill all those,


156
00:26:23.356 --> 00:26:29.295
Kaelee Harper (eMetric): And then, again, you'll take their email address, and you'll enter this in down below.


157
00:26:30.256 --> 00:26:46.895
Kaelee Harper (eMetric): Because this is where their user information is going to get emailed, so you'll need to make sure that this is a valid email address. Once you've entered in the required fields, you'll go ahead and select the role for your user. We're going to go ahead and select School Test Coordinator for Cyber Valley School 1.


158
00:26:47.246 --> 00:27:06.435
Kaelee Harper (eMetric): And then down here, you're going to go ahead and click your program. Since I'm a district test coordinator, I have access to both programs. So, for this school test corner, I'm just going to select the high school program, because they are only going to be working with high school students and the high school testing. Once you have all this information filled out, you'll click on Save User.


159
00:27:06.676 --> 00:27:11.786
Kaelee Harper (eMetric): And that's going to go ahead and save the user, they'll show up on your list, they're right here.


160
00:27:12.096 --> 00:27:18.235
Kaelee Harper (eMetric): And then, that email will get sent to them directly for them to go ahead and access the portal.


161
00:27:18.586 --> 00:27:30.746
Kaelee Harper (eMetric): The next demonstration is going to be removing a user that is no longer active at your school or your district. To do this, you'll go ahead and find the user in your list.


162
00:27:31.686 --> 00:27:56.116
Kaelee Harper (eMetric): And then you'll highlight them. Once you click on them, that'll highlight them. And then there's a couple things you can do here. If you are deactivating a couple users, you can highlight multiple, and you can click on this deactivate button, and that'll go ahead and deactivate all three users you selected. If you're only deactivating one user, you can come over here and click on this X button, and that's going to go ahead and deactivate the user. You're going to want to


163
00:27:56.116 --> 00:28:05.145
Kaelee Harper (eMetric): firm that you want to deactivate the user. And then once you have deactivated the user, they will be removed from your active users list.


164
00:28:05.216 --> 00:28:08.885
Kaelee Harper (eMetric): And, they will no longer have access to the portal.


165
00:28:09.006 --> 00:28:19.425
Kaelee Harper (eMetric): If you need to see which users you've deactivated at your school or district, you can check on the Show Deactivated Users, and that'll show the list of users that you've deactivated.


166
00:28:21.466 --> 00:28:22.376
Kaelee Harper (eMetric): Alright.


167
00:28:23.856 --> 00:28:39.716
DESE: Thanks, Kaelee. There's another question about cleaning up users. The question is whether district test coordinators are able to download all of their users at once, in order to clean up their user lists. Is that something that's available?


168
00:28:39.716 --> 00:28:45.196
Kaelee Harper (eMetric): So, they're not able to download them all at once, but you can highlight them.


169
00:28:45.396 --> 00:29:04.646
Kaelee Harper (eMetric): And export them that way. So, once they're highlighted, if you click on export users, it will, it will export them, oh, sorry, we're deactivating, right? So, if you highlight them and highlight as many as you can, then you can click deactivate, and it'll deactivate all of those users at one time.


170
00:29:06.306 --> 00:29:11.116
DESE: They were asking to download all the users, so I think you said there was an export?


171
00:29:11.116 --> 00:29:30.376
Kaelee Harper (eMetric): Yes, my bad. So here, if you select them here, then you can click export, and that's going to go ahead and export your users, and then if you need to change their role, or you need to update their school, you can, update the exported .CSV file and import that back into the portal.


172
00:29:32.386 --> 00:29:33.296
DESE: Thanks, Kaelee.


173
00:29:35.126 --> 00:29:53.436
DESE: I see a question here about students with preferred names, and do we change the name once registered, and then change the name back to their legal name after testing? And I think the most important thing is that the name matches what's in SIMS at the end of the testing window, is that right, Julia?


174
00:29:55.866 --> 00:29:58.696
DESE: Yes, make sure for your 


175
00:29:58.796 --> 00:30:09.196
DESE: certified SIMS that all demographic data is correct. That's where we derive all of our demographic data for reporting purposes.


176
00:30:11.276 --> 00:30:12.255
DESE: Thank you.


177
00:30:16.856 --> 00:30:20.516
DESE: Give it just another moment for any last questions.


178
00:30:21.216 --> 00:30:24.505
DESE: There doesn't need to be last questions, we still have time left, but…


179
00:30:26.976 --> 00:30:40.005
DESE: Okay, good question. This is my first year starting as a building test coordinator. Will there be another webinar for first-year starters to understand DESE fully? First, welcome to your new role.


180
00:30:40.006 --> 00:30:52.656
DESE: So, would strongly suggest attending next week's webinar on September 30th, which is an overview of MCAS administration tasks for school and district test coordinators.


181
00:30:52.656 --> 00:31:10.555
DESE: We plan on giving an overview of many of the tasks that are needed to prepare for testing, and we'll also be sharing additional resources. We do host a lot of webinars throughout the year, so stay tuned for updates.


182
00:31:10.626 --> 00:31:12.296
DESE: More will be coming.


183
00:31:14.686 --> 00:31:27.086
DESE: I see another question about the school code validation error. Can you remind me of the custom number format for that column? Is that a question for Julia or for Kaelee?


184
00:31:27.866 --> 00:31:29.665
DESE: I can take it.


185
00:31:29.886 --> 00:31:48.626
DESE: So, the school code and validation error would mean that that student is enrolled in a different institution, so you would want to start a transfer process for that student. For, especially for the school codes and the district codes, make sure


186
00:31:48.726 --> 00:31:52.036
DESE: your school code, it should have 8


187
00:31:52.396 --> 00:31:53.426
DESE: Digits


188
00:31:53.586 --> 00:32:10.475
DESE: that the padded zeros, if you have them, are featured in the school code. So, you want your variable to be a, a string or text, not necessarily a number.


189
00:32:15.566 --> 00:32:22.415
DESE: I think I see a follow-up question saying this student is enrolled. It's the 8-digit custom under format.


190
00:32:23.496 --> 00:32:25.616
DESE: Is this something that should be taken?


191
00:32:25.766 --> 00:32:26.706
DESE: Offline?


192
00:32:30.806 --> 00:32:38.076
DESE: Okay, if you want to email MCAS at mass.gov, we can look at this case individually and see what's going on here.


193
00:32:49.336 --> 00:33:08.595
DESE: I see a question here about MCAS results and ISRs in Dropboxes. It says available in some of the Dropboxes, however, when I click on the ISR file, the student names and scores aren't listed in the file. I know we wanted to focus mostly on November tests here. Is this a question?


194
00:33:08.786 --> 00:33:14.416
DESE: Jodie or Julia that we're able to respond to, or do we need to send a response later?


195
00:33:23.396 --> 00:33:30.216
DESE: Do we want them to email us? Yeah, yeah, please email the MCAS mailbox, and we will look at your Dropbox.


196
00:33:30.946 --> 00:33:32.036
DESE: Thank you.


197
00:33:37.615 --> 00:33:43.715
DESE: I also see another question about district codes asking, are they 8-digits long? I believe the answer is yes.


198
00:33:44.126 --> 00:33:45.666
DESE: Yes, 8-digits long.


199
00:33:46.176 --> 00:33:46.936
DESE: Great.


200
00:33:50.976 --> 00:33:52.166
DESE: Anything else?


201
00:33:58.535 --> 00:34:03.185
Rob Pelychaty: Hey, Julia, this is Robert. Do you want to clarify the difference between the district code and the school code?


202
00:34:03.525 --> 00:34:05.855
Rob Pelychaty: Because sometimes you get those two confused.


203
00:34:06.446 --> 00:34:13.625
DESE: Yes, your school code should be for your particular


204
00:34:13.926 --> 00:34:33.435
[bookmark: _Int_iUcAVTlz]DESE: your building. So usually district and school codes, they'll have the first four same four digits. A district code, typically, if you're public or charter, will end in four zeros, and then your school code will have numbers in those last four digits.


205
00:34:33.866 --> 00:34:38.075
[bookmark: _Int_bxJvs1Zo]DESE: that are pertaining to your particular building.


206
00:34:38.356 --> 00:34:41.696
DESE: So, if you have them swapped, you'll get those error codes.


207
00:34:44.436 --> 00:34:53.056
DESE: Thank you. I see another question here about formatting in the file, asking about the format of the student's date of birth. Is that something you know offhand?


208
00:34:54.036 --> 00:35:01.006
DESE: Yeah, it should be in date format, so, make sure that


209
00:35:01.286 --> 00:35:06.896
DESE: when you're doing your .CSV, that that column is,


210
00:35:07.106 --> 00:35:11.675
DESE: Month, day, year, year should be


211
00:35:12.296 --> 00:35:22.015
[bookmark: _Int_zEAyVLEj]DESE: four digits. And you can also look at the data definitions. That will give you more information on the formats for all of your variables.


212
00:35:23.736 --> 00:35:25.686
DESE: Do you want Kaelee to pull that up?


213
00:35:25.976 --> 00:35:31.986
[bookmark: _Int_y1vhYLZv]DESE: Sure, actually, that's a great idea. Kaelee, are you able to pull up the data definitions or that section in the guide?


214
00:35:32.246 --> 00:35:40.355
DESE: I think these are really great questions. I know it's a lot of information that needs to go into student registration. There are a lot of columns, a lot of fields.


215
00:35:40.356 --> 00:35:53.996
DESE: But the student registration data definitions and Part 3 of the guide to the MCAS Portal, student registration, we list out every column and all the expected values, the expected length of each field.


216
00:35:53.996 --> 00:36:02.226
DESE: So, it's something that you really want to have by your side when you are completing student registration, to try to prevent any errors.


217
00:36:13.426 --> 00:36:16.156
DESE: Do you mind making that a little bit bigger, Kaelee?


218
00:36:17.406 --> 00:36:19.955
Kaelee Harper (eMetric): Sure.


219
00:36:22.146 --> 00:36:23.195
Kaelee Harper (eMetric): Is that better?


220
00:36:23.396 --> 00:36:24.836
DESE: Yeah, thank you.


221
00:36:25.036 --> 00:36:41.916
DESE: So, folks can see here that we list out the field name, whether the field is required, you'll see in that third column, required yes or no, the field length, and then these field definitions, notes, and validations, and so, this will tell you


222
00:36:42.006 --> 00:36:53.816
DESE: what's expected in each field, and if there are any validations that happen. For example, certain accommodations cannot be combined with other accommodations, so it will list those out.


223
00:36:53.816 --> 00:37:07.656
DESE: You'll see notes on how to format, like we can see right here about, for Apple users, for listing out the date of birth. So, it contains a lot of information. It's available on the MCAS Resource Center.


224
00:37:08.016 --> 00:37:10.676
DESE: And Kaelee, I think you also just pulled it out of the portal, right?


225
00:37:10.676 --> 00:37:13.525
Kaelee Harper (eMetric): I did. I pulled it out of the portal.


226
00:37:14.266 --> 00:37:16.315
DESE: Available for you in the portal,


227
00:37:16.496 --> 00:37:19.376
DESE: On the student registration page, was that it?


228
00:37:20.196 --> 00:37:22.166
Kaelee Harper (eMetric): Yes, on the student registration page.


229
00:37:22.756 --> 00:37:24.045
DESE: Awesome, thank you.


230
00:37:25.286 --> 00:37:27.695
DESE: Anything else you want to note about that pile?


231
00:37:29.096 --> 00:37:31.885
DESE: No, I hope that's helpful for both.


232
00:37:32.246 --> 00:37:33.026
DESE: Great.


233
00:37:34.666 --> 00:37:36.206
DESE: Any other questions?


234
00:37:48.276 --> 00:37:58.756
DESE: If there's not questions right now, I can turn this over to Jodie to do our last few slides, and then if any additional questions come in, we can go back to the Q&A.


235
00:38:07.766 --> 00:38:18.426
DESE: Okay, thank you. We're going to start wrapping up some great questions that we've had so far this morning, and we'll share some resources and next steps at this point.


236
00:38:19.306 --> 00:38:24.956
DESE: So, we wanted to walk through the dates of our upcoming fall training sessions.


237
00:38:25.016 --> 00:38:41.676
DESE: We had a question that was graded from a new test coordinator, so we want to make sure that we're sharing out these upcoming overview sessions. And these are tasks separated out by role. One is for test coordinators, and one is for technology coordinators.


238
00:38:42.156 --> 00:38:54.725
DESE: We're really focusing on the November high school administrations, but schools and districts that have new coordinators are welcome to join. We'll also be having these sessions in the winter.


239
00:38:55.276 --> 00:38:56.656
DESE: Next slide, please.


240
00:38:58.256 --> 00:39:14.616
DESE: And then for folks who are also focusing on elementary and middle schools, we have test design webinars coming up with our test development colleagues in student assessment, focusing on our updates for ELA and science.


241
00:39:16.266 --> 00:39:17.796
DESE: Next slide, please.


242
00:39:18.646 --> 00:39:24.016
DESE: And then, as you log out of today's webinar, we want to ask that


243
00:39:24.126 --> 00:39:32.176
DESE: As you X out of the screen and the evaluation form pops up, please let us know your thoughts on today's Office Hours session.


244
00:39:32.326 --> 00:39:37.445
DESE: Hopefully, today's session met your needs, but we'd like to hear from you, your thoughts.


245
00:39:37.716 --> 00:39:41.846
DESE: If you're not able to access the form, please email us.


246
00:39:42.066 --> 00:39:54.616
DESE: And, then within about a week, we'll be emailing out the Q&A. The recording will be available as well, and they'll also be posted to the MCAS Resource Center.


247
00:39:55.256 --> 00:39:56.625
DESE: Next slide, please.


248
00:39:57.826 --> 00:40:05.916
DESE: And then, as you log out, we want to make sure that you know how to continue to receive support and answers to your questions.


249
00:40:06.036 --> 00:40:11.996
DESE: So, any questions on logistics or technology, you'll want to reach out to the MCAS Service Center.


250
00:40:12.646 --> 00:40:18.826
DESE: The contact information and the website for the resource centers on our left side of the slide.


251
00:40:19.006 --> 00:40:34.996
DESE: And then my colleagues at DESE and Student Assessment Services, Shannon, Julia, David, Rob, and many others, we're happy to answer your questions about student participation, accommodations, any other policy questions that you may have.


252
00:40:36.016 --> 00:40:47.696
DESE: And then, on the next slide is, again, contact information for DESE, but I want to, before we log off, to see if there are any other questions.


253
00:40:47.876 --> 00:40:50.766
DESE: That came in that want to answer.


254
00:40:51.946 --> 00:40:52.646
DESE: Okay.


255
00:40:52.856 --> 00:40:58.246
DESE: So, my colleagues are shaking their heads here, so we'll wrap up and,

256
00:40:58.356 --> 00:41:05.465
DESE: Thank you again for joining us this morning and appreciate your time. Thank you, everyone.



