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Presentation Notes
Hi, my name is Tina Foote and I am the Secure Site Analyst. I will be going over some of the functions that you will be expected to do in the OEAA Secure Site for the spring 2020 MME.


The Secure Site is located at www.Michigan.gov/oeaa- -
secure

If you don’t have access, go to

www.Michigan.gov/securesitetraining and click on the
“How do | get access to the Secure Site” link for
Instructions
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Presentation Notes
The OEAA Secure Site is located at www.Michigan.gov/oeaa-secure. The site can be accessed with your MEIS login and password. If you do not already have access to the Secure Site, you can still log in with your MEIS login and password and complete the Request Access page. This will send your request to the district administrator level user of the site for your district to approve. 

For full instructions on how to get access to the OEAA Secure Site, you can go to www.Michigan.gov/securesitetraining and click on the How do I get access to Secure Site link.

http://www.michigan.gov/baa-secure
http://www.michigan.gov/securesitetraining

Test Center Participation Page

Verify the ACT, SAT, and PSAT establishment -
process has been completed for a school

Lists status of participation and establishment
along with ACT and College Board Al and High
School Codes

Updated daily through the process

This page is used in no way to complete the
participation process
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On the Test Center Participation page on the Secure Site, schools can verify their school is identified as participating in the ACT WorkKeys, SAT, and PSAT 8/9 for grades 8 and 9 and PSAT 10.  You can also locate the College Board AI code and ACT’s High School Codes if needed. 

The Test Center Participation page will be updated daily as ACT and College Board continue to work through their processes.

The Test Center Participate page is used in no way to complete the participation process with ACT and College Board. It is only used to verified the status of a school.


Test Center Participation Page

Click on Test Center Participation from the Assessment Registration menu

4,

Secure Site

Michigan Department of Education

Home ‘ Admin | Security EASIEEUEHRECHEIEILIE Student Assessments ‘ Reports ‘ Accountability | Review Requests

Pre-Id »
TeSt Ce nt( Material Orders »
The Test Center Part Online Sessions » mpleted the participation process for ACT WorkKeys, PSAT 8/9 for grades 8 and grade 9, PSAT Fage Instructons

10 and SAT. Barcode Labels

Participation data i d and ACT.
arficipation caia 1S Online Waiver Requests T

Search Criteria WIDA Test Exceptions A

* Indicates required f District and School Contacts
“ Academic Year Test Center Participation 5D District School
2018-2019 _ Select an ISD v Select a District Select a School
Reporting Codes

Participating in
C1sAT [IpsaT8/9fors [1PSAT89for9 [IPSAT 10 [JACT WorkKeys
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To find the Test Center Participation page, click on Test Center Participation from the Assessment Registration menu. You will select the current academic year, your ISD, District and School. If you are a district level user of the Secure Site, you will not be required to select a school

If you wish to filter your search to a specific assessment, you can select ACT WorkKeys, SAT, PSAT 8/9 for 8, PSAT 8/9 for 9 or PSAT 10. You can select more than one of the assessments listed at a time. Once you have made your selections, click the Search button at the bottom right.


Test Center Participation Search Results

Cinton County RESA (13000}

Cinton County RESA (13000}

DISTRICT

Bath Community Schools (19100)

Bath Community Schools (19100)

SCHOOL

Bath High School (00218)

Bath Middle School (04880)

PARTICIPATING
N SAT

Yes

NA

SAT AI CODE!
HIGH SCHOOL
‘ CODE

230170

NA

SATTEST

LOCATION

B1234

NA

PARTICIPATING IN

PSATS Al CODE
HIGH SCHOOL

PARTICIPATING IN
PSATS89FORY

DSAT

$AICO

(Hl
0!

PARTICIPATING IN
PSAT 10

PSAT 10 Al _ ACT WORKEEY S
PARTICIPATING [N
CODE HIGH HIGH SCHOO!
LT WORKELEYS
SCHOOL CODE CODE
2370 Ho WA
[l Mg P
B
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Presentation Notes
The search results will list the school(s) based on the search criteria that you selected. You will notice that there is a separate column for each of the assessments, including a separate one for each of the grade levels for the PSAT. 

Schools only need to submit an intent to participate for the SAT, PSAT 8/9, PSAT 10 and ACT. It is not needed for any of the other state assessments.


District and School Contacts Page

List all assessment school contact types from the -
Educational Entity Master (EEM)

Changes to the list must be done in the EEM by the

district authorized EEM user

* Who's the districts EEM authorized user? You can find them and their
contact information on the District and Schools Contact page!

Users can use it to identify district and school level
contacts
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Another page on the OEAA Secure Site that users may find helpful is the District and School Contacts page. Contact types, such as M-STEP Coordinator, PSAT 8 Test Coordinator, and so on can be viewed on the District and School Contacts page. The contact types are updated in the Educational Entity Master by the authorized district EEM user.  If you find that the district and school contact information for your school or district is incorrect, you can look up your authorized EEM user from the District and School Contact page and ask them to update the EEM. Another great contact that is listed is the authorized MSDS user. MSDS is the Michigan Student Data System that districts submit the student count day data in and OEAA uses that data for pre-identification of students, student demographics, and enrollment for accountability. We’ll talk more about how OEAA uses MSDS data throughout this presentation.




District and School Contacts

Changes made to the EEM will be reflected on the page the
following day

District and School Contact page can be used to find any
district or school assessment contact person
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The Secure Site updates from the EEM nightly, so any updates to the contact information in the EEM that are made by the authorized district EEM user will be reflected on the District and School Contacts page the following day.

Users can also look up assessment contacts for any other district and school in Michigan on the District and School Contact page. This can be helpful if  you have a student that transfers in during the assessment. You can find the assessment coordinator for the previous school on the District and School Contacts page along with their email and phone number and contact them directly to find out which state assessments the student has already taken.



District and School Contacts Search

District Assessment Coordinator

EEM Authorized User
English Learner Assessment Coordinator
Interim Assessment Coordinator n
Kindergarten Entry Assessment Coordinator

dent Assessments ‘ Reports ‘ Accountability ‘ Review Requests
MI-Access Coordinator

1 MSDS Authorized User

Di cts

M-Step Coordinator
This Bincia act information from the Educational Entity Master (EEM) at www.michigan.gov/eem. It is important to
kee | 0PA 0 seg if you have a contact type missing, you can select the Contact Type from the drop down and then
sele PSAT 10 Test Coordinator iout" from the Contact Type Search Qption that opens. I contact information is missing or incorrect,
pl_e: PSAT 8/9 Test Coordinator ally but not always the district pupil accounting person) to update the EEM. The information is updated
nig

PSAT Backup Coordinator

Se

SAT Backup Test Coordinator

Page Instructions (7]

x

n
SAT SSD Test Coordinator
SAT Test Coordinator
School Report Card Contact

Technology Director
Select a Contact Type 'k

*District School

Select a District Select a School

Date

MICHIGEN

=riKducation


Presenter
Presentation Notes
To find the District and School Contacts page, once logged into the Secure Site, select District and School Contacts from the assessment registration menu. You will need to select the ISD and District and School if you would like to bring up one school. Remember, you can now search for any district or school’s contact information in Michigan. 

If you wish, you can select a Contact Type from the drop down to filter your search. You can only select one contact type at a time. If you do not select a contact type, the search will return with all contact types.  In this example, you can select the EEM Authorized User to bring back only the EEM authorized user’s name and contact information.

Once you had made your selections, click the search button from the bottom right.



District and School Contacts Search Results '-

Search Results A
DISTRICT SCHOOL ENTITY CONTACT TYPE CONTACT NAME e CONTAGT EMAIL
. |'ss ' I 'm 'm 'R |1
Allegan Area Educational Service Agency | - District Contact -- District Assessment A
(03000) Coordinator
Allegan Area Educational Service Agency
- District Contact - MI-Access Coordinator
(03000)
Allegan Area Educational Service Agency | - District Contact -- M-Step Coordinator
(03000)
Allegan Area Educational Service Agency
- District Contact -- School Report Card Contact

(03000)

Clear Filters and Sorts m
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Presentation Notes
The search results will be based on the selections that you made in the previous screen. From this page you can download or print the information if needed. The contact name, phone number and email will be filled in based on the information in the Educational Entity Master.


Off-Site Testing Request

Off-Site Testing Requests for SAT and PSAT must go
through College Board

New for 2020 - WorkKeys and M-STEP submit on OEAA
Secure Site
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In regard to off-site testing requests, for the SAT and PSAT must be submitted to College Board using their instructions. However, new for spring 2020, requests for off-site testing for the WorkKeys and M-STEP will be submitted through the OEAA Secure Site. We are still working on the screens and it should be available starting in January. I do not have access yet to the process or screens but once it is available, the instructions will be posted at www.Michigan.gov/securesitetraining. 


Pre-ldentification of Students

- January 8, 2020 OEAA will pre-identify all grade 8, 9, 10,
11 and required grade 12 students from the Michigan
Student Data System (MSDS) for the spring assessments

* Fall General Collection (student count day data)
* Student Record Maintenance (SRM) files

* The Pre-Id Student Report will be available to schools 8:00 am, January
3, 2020

* Schools will be responsible for pre-identifying additional students
directly on the Secure Site
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All students that will be taking the SAT, WorkKeys, PSAT and M-STEP will need to be pre-identified to the appropriate tests on the Secure Site. On January 8, 2020, OEAA will pre-ID the bulk of the students for each public school based on the Fall MSDS General Collection and Student Record Maintenance files that have been submitted in MSDS by January 3, 2020. So if your district MSDS person submits Student Record Maintenance files to update student enrollment on a regular basis, those students that enrolled after fall count day will be included in the pre-identification by OEAA.

Users of the Secure Site will have access to the Pre-ID Student Report at 8:00 am on January 8.

Schools are responsible for pre-identifying any additional students directly on the Secure Site.


Pre-ldentification of Students

12

Schools will receive barcode labels for student paper/pencil
answer documents for students pre-identified by 5:00 p.m.,
February 12, 2020

Schools will be expected to print barcode labels from the
Secure Site for students taking the paper/pencil assessments
that are pre-identified after February 12, 2020
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Schools will receive printed barcode labels to be placed on student’s paper/pencil answer documents for all students pre-identified by 5:00 pm on February 12. Barcode labels are required to be placed on each paper/pencil answer document. If a school is testing M-STEP online, there will be no barcode labels needed for those assessments, but the students still need to be pre-identified on the Secure Site.

Schools will be expected to print any additional barcode labels for students taking a paper/pencil assessment that are pre-identified after February 12. Just a reminder that barcode labels will be needed for all students taking the SAT, WorkKeys and PSAT as they are available in paper format only. 


Pre-ldentification of Students -

-  M-STEP students testing online will need to be put into -
online sessions on the Secure Site by 5:00 p.m., February

24

* Students will be transferred to DRC INSIGHT Portal (formerly eDIRECT)
in the test sessions

* DRC INSIGHT Portal will be available March 6, 2020

* School will need to continue to be pre-identify students directly on the
Secure Site through the end of testing for all assessments

= Students taking the online M-STEP will be transferred to the DRC INSIGHT Portal
three times a day

= Students pre-identified after February 24, will need to be put into online sessions
in the DRC INSIGHT Portal and not the Secure Site
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Students that are taking the M-STEP online will need to be placed into an Online Session on the Secure Site by 5:00 pm on February 24. This is the process in grouping students under a test administrator in order to print test tickets and manage online tests.

Students will be transferred in their online session to the DRC INSIGHT Portal (formerly known as eDIRECT) on February 24 after 5:00 pm and schools will have access to the DRC INSIGHT Portal on March 6.

Schools will need to continue to pre-identify students directly on the Secure Site through the end of testing. Students taking the online M-STEP will be transferred to the DRC INSIGHT Portal three times a day after the initial transfer. New students pre-identified after February 24, once transferred into DRC INSIGHT Portal, schools will need to be put into an online session in the DRC INSIGHT Portal. The Secure Site will NOT be available to put students into online sessions after February 24.

If you do not wish to put students into an online session in the Secure Site, you can wait until after March 6 when the students are transferred and then put them into an online session in the DRC INSIGHT Portal. This is at the schools discretion. 


Pre- ID File Upload

- Upload a Pre-ID File
* Pre-ID File Layout on log in page of Secure Site

" File can be created by the school or district and must be a .txt or
.csv file

* Pre-ID File Template on log in page of Secure Site

" Must use the Student Data File along with the template for
column formatting

" Must save as a .csv file
* A separate file must be created for each test period
= Spring 2020 test period = SAT, MI-Access, PSAT 8 and M-STEP
= Spring 2020 WorkKeys test period = WorkKeys
= Spring 2020 PSAT = PSAT 9, PSAT 10
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Presentation Notes
There are three different ways for districts and schools to pre-identify additional students on the Secure Site. One of those ways is to create a Pre-ID File and upload it to the Secure Site. 

The pre-ID file must be in our required format and you can find the pre-ID file layout at the bottom of the log in page of the Secure Site, before you log in. The pre-ID file must be a .txt or a .csv file. You may be able to recruit your district pupil accounting person to assist you with the creation of the file.  The pre-ID file can be used to submit one or more students. 

At the bottom of the login page, there is also a Pre-ID file Template. This is an excel file that is already formatted and set up that you can import or type your student information into. You must use the pre-ID file layout with the template in order to know the format that the data needs to be entered. Once you have your student data in the template, you will need to save it as a csv file before uploading it to the Secure Site.

If using the pre-ID file, you will need to create a different file for each test period. A test period can contain more than one test cycles based on the assessments that are used for accountability. For example, you can create one file for the SAT, MI-Access, PSAT 8 and M-STEP which are all in the 2020 Spring test period. All of those assessments are included in accountability and therefore are under one test period. 



Pre-File Layout

Column | Field Name

A School Building Code

B AssessmentShortName
C SDSGradeCode

D Last Name

E First Name

F Middle Name

G Ethnicity

15

Fieia
Length
5

10

50

50

50

Data Type

Text

Text

Text

Text

Text

Text

MNumeric

Data Requirements

State assigned school number, cannot be
blank

Abbreviated assessment name (See
Assessments Table above)

Student Grade — 00 = K, 01-12, cannot be
blank

Student Last Name — ‘a-z’, ‘A-Z', ./, "~ ora
space. The field can contain a space but
the entire field cannot be blank; the field
cannot contain commas.

Student First Name — ‘a-z’, ‘A-Z’, ., - or a
space. The field can contain a space but
the entire field cannot be blank; the field
cannot contain commas.

Student Middle Name — ‘a-z’, ‘A-Z" or a
space; the field cannot contain commas.
Student Ethnicity

1 - American Indian or Alaska Native

3 — Black or African American

4 — Hispanic or Latino

5 — White
6 —Two or More Races
0 — Asian

0 — Native Hawaiian or Other Pacific
Islander
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This is just a partial screen shot of the Pre-ID File Layout. As you notice it will give you the column, the field name, the length of the field and the data requirements. Notice the Ethnicity is numeric for this file. The Pre-ID file layout document is larger than this but the fields that are highlighted which is basic student information is all that is required to be in the file. Each field is required to be a part of the file, but you are only required to populate the student data in the highlighted fields.


Pre-ID Template

6 ¢ ; Pre-I0_File Template [Read-Only] [Compatibility Mode] - Excel

%UME INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
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The pre-ID Template opens in Excel but don’t forget, as I mentioned earlier, it must be saved as a csv file once you have entered your student data. The fields that are bold are the required fields that must be completed. As you can see it is basic student information. Don’t forget to use the Pre-ID File layout document to know how each field should be entered, for example, the student ethnicity is a numeric field.

I have been told that some school secretaries will leave the template on their desktop and enter new student information into it as student’s enroll. Then a few days before the barcode label deadline, they will upload the file to the Secure Site. After the barcode label deadline, they will continue to enter new students and then upload the file a few days before testing to print barcode labels and for M-STEP students to be transferred to the DRC INSIGHT Portal, the online management system.


Pre-ID File Upload

Home ‘ Admin | Security AREEEHGENEEAEEIDE Student Assessments ‘ Reports ‘ Accountability ‘ Review Requests

Pre-1d ‘“ > Pre-ld Students

P re- I D S tU Material Orders > Pre-1d Student Report

Select the method to Online Sessions > Early Roster Load Results screen are MSDS Copy (using current student data in the Page Instructions
Michigan Student Dal he site). The Pre-ID File Template and Pre-ID File Format

Barcode Label -Id Fi
document can be fou arcode Labeis Pre-ld File Upload Results Copy, it is important to select the grade the students
are currently in MSC Online Waiver Requests -acy and Mathematics, students have not yet been submitted in MSDS for the 2018/19
school year and you ] but use this year's grade as the destination grade.
WIDA Test Exceptions
Pre-ID Students District and School Contacts ~
* Indicates required f. Test Center Participation

* Pre-ID Methoc Reporting Codes

O MSDS Copy
{® File Upload ‘
* Test Period *18D * District
Select a Test Period v Select an ISD v Select a District

* File to Upload ) (the format of the file must be comma delimited csv or txt)

Select

Pre-ID File Format
Pre-1D File Upload Template (modified 9/2018) (7 ]

Pre-1D File Upload Layout (modified 9/2018) o

[ uioea | <
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Once you have created a file in the required format or have completed the template, you will need to upload it to the Secure Site. Under the assessment registration menu, hover over Pre-ID, then click on Pre-ID students.  From the Pre-ID method box, select File Upload. You will need to select the test period, refer to slide 13 if you forgot which assessments are including in a test period. You will need to select your ISD and district and the file that you are uploading. Click the Upload button at the bottom right when you are ready to submit your file.


Pre-ID File Upload Results

Home Admin Security Assessment Registration Student Assessments Reports Accountability Review Requests

P I'e = | d ReS U |t! Material Orders 4 Pre-Id Student Report

Check the status of uploaded f Online Sessions » Early Roster Load Results Page Instructions
Search Criteria Barcode Labels
* Indicates required field Online Waiver Requests ‘h
* Test Period WIDA Test Exceptions ISD District
Cycle | Aug-Dec (2016) V | select an ISD v Select a District |

District and School Contacts

Test Center Establishment

Search Resuits

BATCHID DISTRICT FILE NAME STATUS ERRORS SUBMITTED BY DATE SUBMITTED DETAILS

IENNEI I £ I 1 NG NG G

Pre-Id Students Report 18202 Pre-ID_WAPT_Upload_Dec1.csv Completed RotterHe 12/1/2016 10:44:13 AM Success: 4; Errors: 0

Pre-1d Students Report 18201 PrelD.VAWAPT.csv Completed with Errors AdamsSam 11/30/2016 6:12:42 PM Success: 167; Ermors: 7
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After you have submitted your pre-ID file, you will want to verify that the file uploaded and that there were no errors. To do this, go to the Assessment Registration menu, hover over Pre-ID and click on Pre-ID File Upload Results. 

You will need to select the Test Period, ISD and the district and then click the Search button at the right. A list of files that have been submitted will display along with the status of the file and details. The file may take a few minutes to load depending on how many files were uploaded ahead of your file. The screen will refresh to update every few seconds. 

If it indicates that the file has errors, you can click on the View Errors link and it will give you a list of the errors.  From the errors page, you can download the file that contains only the records with the errors, fix the errors and reload that file. If the file has more than 50 errors, no records from the file be uploaded to the Secure Site.


Pre-ID One Student at a Time

- Students can be pre-ID one student at a time through
Student Search

Home ‘ Admin | Security ‘ LUEEEES LR Gh[Sic sl Student Assessments 5 | Accountability ‘ Review Requests

Student Search

Mass Update Assessments

Students must have a UIC number in order to loce Incident Reports
student records from the Secure Site and from the
and does not have a UIC number, they will not cor
for the student.

When searching for a student, the search will include Page Instructions
) ) is new to the state or new to the public school system

Accountable Students & Test Verification » ) .

= student pupil accounting person to get a UIC number

Search Criteria ~
* Indicates required field
* Search by * Student Last Name ) * Student First Name ) Student Middle Initial

® Student Information ‘fo ‘ ti |:|

Quic | Student Birth Date

O Barcode ‘ MM/DDAYYYY ‘
Search Results ~

PRIMARY UIC SECONDARY UICS STUDENT NAME BIRTH DATE GENDER

4500253700 Foley Jr.. Timbra L.K. 06/11/2008 Male Black or African American
4677615228 Foriest-Smith, TIMMESHA M 06/14/1994 Female White
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Another method to pre-identify students on the Secure Site is to do them one at a time through the Student Search. It takes about 2 minutes or less per student if you have the information available.

From the Student Assessments menu click on student search. I suggest that you search by UIC number or if that is not available, you can search by student information. When searching by student information, you can enter a partial or full last name and a partial or full first name if needed to find the student. Click the Search button at the bottom right.

Find the student from the list under the Search results and click on the student’s name.


Pre-ID

One Student at a Time

Student Summary

Page Instructions

Student Demographics A
Student Name Birth Date Gender
Romo-Gomez, Leonara 10/05/2002 Male
Primary UIC Secondary UIC(s) Ethnicity
Student does not have Secondary UIC(s) Black or African American
Address
Data not available
Assign to Different Student
Current Assessments A

Pre-Id Student | “Unassign

SELECT BARCODE

No records to display.

District and School Contacts
SCHOOL GRADE ASSESSMENT CONTENT AREA TEST MODE (§ STATUS
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This will take you to the student summary page that will give you some basic information on the student. Use this information to verify that this is the correct student. It’s amazing how many students in the state of Michigan have the same name and same date of birth or similar.

If this is the correct student, click on the Pre-ID Student button.


Pre-ID One Student at a Time

Student Demographics

* Indicates required field

* Test Cycle *18D
Spring 2019 SAT v Select an ISD v
* Last Name * First Name
Romo-Gomez Leonara
* Birth Date * Primary UIC UIC Status
10/5/2002 Pending
Birth Order Additional UICs
0
City State
Michigan

* District * School

Select a District Select a School
Middle Name * Gender

Male

* Ethnicity * Grade

Black or AfricanAm_.. ¥ Select a Grade
Student Number Address
Zip Code

Other Student Information

WIDA Tier (EL Students Only)

Select a Tier

Year First Entered USA School (EL Students Only)

EL ] FEL [ sE [ fHs [0 s [0 ep O HL O Fc [ mc [

Years of Schooling (EL Students Only)

n/a v

Feeder School Code

21
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This will take you to the student’s demographic page. Select the test cycle, ISD, District, School and grade level for the student.  Public schools cannot select any of the student demographics such as English learner, special education, economically disadvantaged, and so on. Student demographics will be populated overnight from MSDS. If the student is a homeschooled student, make sure to click HS to identify the student as a homeschooled student. This will keep the student’s scores out of the district and school summary reports. 



Pre-ID One Student at a Time

Content Areas Selected o~
————————————————————————
INCLULED
TEST MO I 00 I TINLINE SESSION KMisE RFSEARCH CODE #
SESENIN

LUNTENT ARER
SELECTED

# PaparPani _—

Fruglish | anguae Asds ] ) )
) Qnling
® Papar/Pancil
. Mathemaics [ — . il -
L Online L
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In the Content Areas Selected section at the bottom of the page you can enter Reporting and Research codes for the student if desired. Since the SAT, WorkKeys, and PSAT are only available on paper, the Test Mode for those content areas will be marked as paper/pencil. However, if you are assigning the M-STEP assessment and the student will be taking the paper/pencil test instead of online, you will need to select paper/pencil for the content areas  to ensure that the appropriate materials are ordered for the student.

After you are done, click on the Save button at the bottom right.


23

MSDS Copy

Student data for pre-ID can be copied from MSDS into the Secure Site for
a test cycle

The MSDS data will be from the Fall MSDS General Collection (fall
student count day) and student record maintenances (SRM) files

submitted
* |If new students have not been submitted in MSDS, they will not come up on the
MSDS Copy function
*  Check with your district student pupil accounting person to determine their

practice and timing of when they submit new student enrollment in MSDS
Student data for pre-ID can be copied from MSDS into the Secure Site for a

test cycle

*  The MSDS data will be from the Fall MSDS General Collection (fall student
count day) and student record maintenances (SRM) files submitted
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The final way to pre-identified students is the MSDS Copy function on the OEAA Secure Site.  It’s important to note that the data will be from the Fall MSDS General Collection which is the fall student count day. This is the same data that OEAA used to pre-ID students for schools. 

MSDS copy is only beneficial if a district submits enrollment information in MSDS for students through student record maintenance files on a regular basis. If t his is the case, then you can easily copy those new students into the Secure Site for pre-identification. You may want to check with your district MSDS person, usually the district pupil accounting person to determine how often they submit new student enrollment in MSDS.

MSDS Copy is not available for nonpublic schools.


MSDS Copy

Home ‘ Admin | Secunity JEASERENCENERELSIEULIM Student Assessments ‘ Reports ‘ Accountability ‘ Review Requests

Pre-ld A" > Pre-Id Students

P re- | D Stu Material Orders » Pre-Id Student Report

Select the method to Online Sessions > Early Roster Load Resuits screen are MSDS Copy (using current student data in the Page Instructions
Michigan Student Dat Barcode Labels _ he site). The Pre-ID File Template and Pre-1D File Format
document can be fou Pre-1d File Upload Resuits Copy, it is important to select the grade the students
are currently in MSC Online Waiver Requests -acy and Mathematics, students have not yet been submitted in MSDS for the 2018/19
school year and you , but use this year's grade as the destination grade.
WIDA Test Exceptions

Pre-ID Students District and School Contacts A
* Indicates required f Test Center Participation

" Pre-ID Methoc Reporting Codes

{® MSDS Copy

(O File Upload ‘

*18D Enrollment in MSDS o * District Enrollment in MSD$ o School Enrollment in MSDS o * Grade Enrollment in MSDS o

Select an ISD v Select a District Select a School v Select a Grade v

Special Education (SE) in MSDS English Leamer (EL) in MSDS ()

{@AII OYes ONo W {@ Al OYes ONo
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Presentation Notes
To access MSDS Copy, go to the Assessment Registration menu, hover over the Pre-ID and then click on Pre-ID Students. In the Pre-ID method  box, select MSDS Copy.  Select the ISD, District, school and grade. This would be based on the student data that was last submitted in MSDS. Click the search button at the bottom right.

Filtering students  by special education or English learner may not be beneficial for pre-identification to SAT, WorkKeys, PSAT and M-STEP but can be for MI-Access and WIDA ACCESS.




MSDS Copy

Select Destination Information

* Indicates required field

* Destination Test Cycle

Selecta TestCycle +

S—— ]

* Destination Grade

Select a Grade

achool

Select a School

Search Results

SCHOOL STUDENT NAME BIRTH DATE GENDER AS OF DATE
I, 1 |7 G G G
D Delton-Kellogg High School (00900) 5034570894 Anaya, BIANNCA 08/231999 F 10107/2015 1
D Delton-Kellogg High School (00900) 1262743673 Anson, TOLIESHA 06/22/1999 F 10/07/2015 1
D Delton-Kellogg High School (00900) 3801681572 Aukerman. TSAIKE 06/20/1999 M 10/07/2015 1
=
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Presentation Notes
Your search results will include students that are showing as enrolled in MSDS in the school and grade level that you selected. Just above the student listing a new section called Select Destination Information opens up. From this section, you will need to select the destination test cycle and the destination grade. The destination grade should be the same grade that you search for the student since we are using the 2019-2020 school year data from MSDS. 

You can go through and select the students from the list that you wish to copy into the secure site for pre-identification. Once you have your students selected, click the submit button at the bottom right. 

This will create a pre-ID file of the students selected and upload them into the Secure Site. You will want to verify that the file loaded correctly without errors. You can verify the file on the Pre-ID File Upload Results that we went through on slide 17.


Pre-ldentification of MME Students

IMPORTANT: -
Students must be pre-identified to all three MME

assessments SAT, WorkKeys and M-STEP separately. This is
important for barcode labels and for accurate initial material
orders paper/pencil testing and transferring to the DRC
INSIGHT Portal for M-STEP online testing

Grade 8 students must be pre-identified in the PSAT 8 AND
M-STEP
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Presentation Notes
When pre-identifying students to the MME, it is important to remember that you must pre-identify them to all three components of the MME. So that would be the SAT, WorkKeys and M-STEP. 

For Grade 8, students must be pre-identified to the PSAT 8 and M-STEP.

This will ensure that you get the correct barcodes, test materials and students taking the M-STEP online are transferred into the DRC INSIGHT Portal.



Mass Update Assessments '-

Students pre-identified to one of the three MME -
components can be copied over as a group to the
remaining two MME components

Students pre-identified to PSAT 8 or M-STEP can be
copied over the other assessment
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There is a way to copy students from one test cycle to another test cycle. So for example, if you pre-identify your new students to the SAT, you can then go to the Mass Update Assessments page and as a group copy them into the WorkKeys and the M-STEP.

For grade 8 students, you can pre-ID them to PSAT 8 and then copy them into the M-STEP.

Of course, you can just pre-ID the students to all the appropriate assessments separately through the Pre-ID File Upload, Student Search or MSDS Copy.


Mass Update Assessments

RS Reports  Accountability  Review Requests

Accountable Students & Test Verification

Mass Update Assessments  suentsean

7 Mass Update Assessments Page Instructions (/]

A

Search Criteria Incident Reorts

* Indicates required field

* Test Cycle *18D * District School
Select a Test Cycle 4 Selectan ISD Select a District Select a School
Grade Special Education (SE) Homeschooled (HS) Assigned Limited English Proficient (LEP)
Al v @Al Oves ONo @AI Oves ONo OAl ®ves ONo @A Oves ONo
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Presentation Notes
If you chose to use the Mass Update Assessments page, you can find it under the Student Assessments menu and click on Mass Update Assessments.

In the Test Cycle field, you will need to select the test cycle that the students are already pre-identified to on the Secure Site. Select the ISD, District and school. You can filter by grade also to bring back a smaller list of students.

Click on the Search button to the bottom right.


Mass Update Assessments

Search Criteria

* Indicates required field

~ Test Cycle ~18D ~ District School

| Spring 2017 M-STEP v | | Barry ISD (08000) v | | Delton Kellogg Schools (08010) v | | Delton-Kellogg High School (00900)
Grade Special Education (SE) Homeschooled (HS) Assigned Limited English Proficient (LEP)

Al v @A Oves ONo @Al Oves ONo Oal ®@ves ONo @A Oves ONo

F N

Search Results

* Indicates required field
* Mass Update Type * Copy to Test Cycle
| Copy to Different Test Cycle v | | Spring 2017 WorkKeys WorkKeys v |

CONTENT AREA SELECTED - TEST MODE REPORTING CODE |
SELECT SCHOOL | ASSIGNED STUDENT NAME BIRTHDATE | GRADE
% [ w [ % [ % [ & [ w [ = [ = |

NG I O END ENGD END EED D D NG o
Anaya, BIANNCA 5034570894 08/23/1999 Yes-ON

| | 00900 Yes Anson, TOLIESHA 1262743673 06/22/1999 " NIA NIA Yes - ON Yes-ON

| | 00900 Yes Aukerman, TSAIKE 3801681572 06/20/1999 1 NIA NIA Yes - ON Yes - ON

29
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In the search results section that opens, you will select Copy to different test cycle from the mass update type drop down. From the copy to test cycle drop down you will select the test cycle that you wish to copy the students to. This will allow you to copy students from one test cycle to another. Don’t worry, it doesn’t remove them from the original test cycle, it just copies them.

You will need to select the student records that you wish to copy and click the save button at the bottom right.


Pre-ID Student Report -

30

Use to ensure students are pre-identified to all three -
components of the MME (SAT, WorkKeys, and M-STEP

science and social studies)

Use to ensure grade 8 students are pre-identified to PSAT
and M-STEP

Download into an Excel Spreadsheet and move columns
and add columns as needed to organize your testing such

dsS.

* Use it as a checklist to ensure all paper/pencil answer documents are
returned

* Use it to keep a list of students that did not test and jot down the reason
—you will need this information later

* Use it to create a testing schedule
by
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Presentation Notes
Once students are pre-identified either by OEAA or by the school, they will appear on the Pre-ID Student Report. You will want to use this report to ensure that all students are pre-identified to the appropriate assessments. 

You can download the Pre-ID Student Report into an excel spreadsheet and delete columns or add columns to help with organizing the assessment. I have heard of some schools that use it to check off the return of paper/pencil materials to make sure they return every answer document. Others will use it as attendance sheets for students to sign in and for creating a testing schedule. 



Pre-ID Student Report

Home Admin Securty

Pre-ID Stude

The Pre-1D Student Report will
assessments must be pre-iden
"Unassign" button at the bottor

Pre-Id Students
Material Orders Pre-Id Student Report
Onling Sessions ’ Early Roster Load Results

Barcode Labels Pre-Id File Upload Results

Online Waiver Requests

PSS o Ml Student Assessments  Reports ~ Accountability ~ Review Requests

udents, including home schooled students, taking online or paper and pencil Page Instructions |
1eck box to the far left and unassign them from the test cycle by clicking the

Search Criteria
WIDA Test Exceptions
* Indicates required field
* Test Period Test Center Establishment ycle
‘ Select a Test Period v ‘ ‘ Select a Test Cycle v ‘

18D

* District

Selectan I1SD

‘ ‘ Select a District ‘

31

~Testing Mode Select Content Areas

@Al Oonline O Paper and Pencil

School

Select a School
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To access the Pre-ID Student Report, you will go to the Assessment Registration menu, hover over pre-ID and then click on Pre-ID Student Report. From the search screen, you will select the test period or test cycle, ISD, district and school. If you are a district user, you are not required to select school and can bring up a district list. 

Don’t’ forget, a test period includes multiple test cycles, so if you select Spring 2020 from the Test Period drop down, it will bring up a combined list of students assigned to take the SAT, M-STEP, PSAT 8 and MI-Access. If you view the report this way, don’t forget you will need to need to access the 2020 WorkKeys and 2020 PSAT for PSAT 9 and 10 also.

You can also filter your report by online or paper/pencil testing. This would only apply to M-STEP and MI-Access since the other assessments we are talking about are paper/pencil only.

Once you have made your selections click on the Search button to the bottom right.


Pre-ID Student Report

32

Search Criteria

* Indicates required field

* Test Period OR = Test Cycle ~Testing Mode Select Content Areas
| Select a Test Period v] | Spring 2017 M-STEP v @Al Ooniine O Paper and Pencil "] Check Al "
1 English Language Arts
*18D * District School v
N [ Mathematics
| Barry ISD (08000) | | Detton Kellogg Schools (08010) v | | Delton-Kellogg High School (00200) =

Pre-IDed Students A

STUDENT ENGLISH SOCIAL

CHoOL 5 STUDENT NAME GENDER ETHNICITY m$$ﬁmmmm SCENCE | ey
- /. 0 Jd4 ' Ot d0 R oo b
[ DclondeloggipSchool | S0MSTORO4 12763 Avava BIANNCAL B F i Hgacorldo NN (NN NN 10800 MSTEP- | MSTEP-
(00900) ON ON
Defo-Kelagg High Schoo MSTEP- | MSTEP-
[ {674%T3  1M6T  Anson TOLIESHAP G F 11 Vinie NN YN NN 19
(00500) ON ON

e Lo [ ooicos
-~

Total Pre-IDed Students

L3 GRADE ENGLISH LANGUAGE ARTS MATHEMATICS SCIENCE SOCIAL STUDIES TOTAL FOR GRADE
PAPER ONLINE PAPER ONLINE PAPER ONLINE PAPER ONLINE PAPER ONLINE
11 o o 1] o (8] 8 o 8 o} 8
Total for Content Area o 2} o o o 8 o 8 o

8
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Presentation Notes
The list of students will be based on the selections from the search criteria. The Pre-ID report will display student information, along with each content area or assessment the student is assigned to based on the test period or test cycle that was selected. 

When reviewing the report, if you see a student that will not be testing in the assessment that was searched, select the student and click on the Unassign button at the bottom right. This will unassign the student from the test and they will fall off the Pre-Id Report. It’s important to know that unassigning a student does not remove a student from accountability. Unassigning a student only means that they will not be testing. If a student moves, they should be exited in MSDS to remove them from accountability calculations.



Barcode Labels '-

All paper/pencil answer documents require a student -

barcode label on it for scoring
* Missing barcodes can impact scoring and association to the correct
student

* Answer documents without barcodes may not be scored

Barcode labels for students pre-identified on the Secure
Site by 5:00 p.m., February 12 will be printed and shipped
from the contractor

New students pre-identified after February 12, missing or
damaged barcode labels must be printed by the school
from the Secure Site

MICHIGEN
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All paper/pencil answer documents must have a barcode label on it for scoring. Answer documents without a barcode label may not be scored or could be associated with the incorrect student or school. 

As mentioned earlier, barcode labels will be printed and shipped to schools for students that are pre-identified on the Secure Site by 5pm on February 12.  Schools will need to print barcode labels from the Secure Site for students that are pre-ID after February 12 and for students that you did not receive a barcode label for or to replace barcode labels that have been damaged. 


Barcode Label '-

There is a different barcode label for each assessment -

SAT, WorkKeys, M-STEP, PSAT 8, PSAT 9 and PSAT 10
barcode labels must be used on the correct answer
document

The assessment name (Spring 2020 SAT, Spring 2020
WorkKeys, etc.) will print on the barcode label based on
the Test Cycle you select, ensure it is placed on the
correct answer document
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It is important to note that there is a different barcode label for each assessment. This means that students taking the MME will have a unique barcode label for the SAT, a unique  barcode label for the WorkKeys and a unique barcode label for the M-STEP science and social studies.  

The assessment name will be printed on the barcode label to help you ensure that the correct one gets on the correct answer document.


Barcode Label

35

Home Admin Security

Barcode Labels

Assessment Registration Student Assessments

Reports Accountability Review Requests

Page Instructions L

@
Search Filter
Test Cycle® 18D District” School*
| Spring 2015 M-STEP v ‘ Barry ISD (08000) v | Delton Kellogg Schools (08010) Delton Kellogg Elem. School (00901) +
Last Name First Name Middle Initial
uiC Birth Date Grade Gender
‘ ‘ | Select a Grade - Al -

Search Results

0

ELCICUEEER I Select All | Unselect All

‘ Delton Kellogg Elem. School (00901)

‘ uic
7]

‘ 9074950397

NG G

‘ Anderson ‘ KRISTAPHER ‘ 04/13/2005

PRE-ID DATE ‘ GRADE ‘ ELA ‘ MA ‘ SC ‘ 55

EEENG NG A

‘ LAST NAME ‘ FIRST NAME ‘ BIRTH DATE
7]

‘ 01/06/2015

G EEl

‘ MSTEP

‘ MSTEP

= L

Starting Position: ‘ 1

Number of Copies: ‘ 1

4
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To print barcode labels, from the Assessment Registration menu click on Barcode Labels. You will need to select the test cycle, ISD, District and school. You can use the additional filters if you feel it would be beneficial in your search. The Pre-ID After Date is a great feature. This will allow you to bring up all students that were pre-identified after the February 12 deadline.  Once you have made your selections, click on the Search button at the bottom right.

A list of students will come up that match your selection. You can select all or select some of the students from the list. You can select the starting position for the labels. So for example if you have already used the sheet of labels to print 2 labels, you can start on position 3 to continue to use the remaining labels. You can select the number of copies that you would like printed. When printing labels for M-STEP, you can select two to ensure that you get a label for the science and the social studies answer document.

Once you have made your selections, ensure you have the correct labels in the printer. You should be using an Avery 5161 or 5961 which is a 1 by 4 inch label with two columns and 20 to a page. When you are ready, click on the Print Barcodes button at the bottom right.


Barcode Labels

[=] Barcode Printing Instructions X

« Adobe Acrobat is used to display barcode labels.

+ Barcode labels require Avery 5161 which is a 1" x 4" label, 20 to a
page, two columns wide. Avery 5961 is the same label but available
in a larger quantity.

+ Adobe issue: use the print icon in Adobe to print labels; not the File
Print menu option. Set the following options (if available):

= The shrink oversized pages or fit to page option should NOT
be checked.

= Auto-rotate and center pages option should be checked.

= 5Set Page Scaling to None.

+ Starting position indicates the position of the first label to be
printed. Labels are printed top to bottom, left to right. The left
column contains positions 1-10. The right column contains positions
11-20.

B

ok
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Presentation Notes
A box will pop up with barcode printing instructions to ensure that your barcodes print correctly on the labels. After you have read the instructions, click OK.


Barcode Labels '-
- Labels will come up in Adobe -
* Make sure pop up blockers are disabled
Click the Printer Icon in adobe to print and follow the

previous printing instructions that displayed.

Do not click on File and print, this is part of the web
browser and will not print the labels.
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Adobe will open with the barcode labels. If it does not open, please make sure that you have pop blockers disabled for the site. 

In the adobe document, click the printer icon and then follow the instructions that came up in the previous pop up. 

If the instructions are followed and the correct labels are used, you should have no problems with the barcode labels.


SAT and PSAT Material Orders

- SAT standard materials will be sent based on the
number of students pre-identified on the Secure Site

minus the approved accommodation applications

* Accommodated materials will be sent based on the approved
applications submitted in College Boards SSD system

e Standard material count will be based on the number of students
pre-identified in Secure Site on February 12 at 5:00 pm

® I[mportant to have all your students pre-identified to ensure the proper
number of initial materials

* Standard material order can be viewed on the Initial Material Order
page but it can only be changed by the number of students pre-
identified for testing

= Accommodated versions cannot be viewed on the order screen
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Now that we have pre-identified our students let’s talk about the how the testing materials will be ordered.

For SAT and PSAT 8/9 and PSAT 10, the standard materials will be based on the number of students that are pre-identified on the Secure Site by 5:00 pm on February 12. Accommodated materials will be sent based on the submissions in the college board SSD system. 

You can view the number of standard materials that will be ordered for the school from the Initial Material Order page of the Secure Site. The Initial Material order page will show the full number of students pre-ID. You cannot see the accommodated materials on the Secure Site but only in the SSD system. College Board will subtract the number of accommodated orders from the standard material order once they have received the order after February 12.

It is important to ensure that every student that is enrolled on February 12 has been pre-identified to ensure that you get the right amount of testing materials for the initial day of testing.



SAT and PSAT Material Orders

- Additional material orders, if needed, can be entered on -

the Additional Material Order page of the Secure Site
* March 27 — April 7
* These are additional initial day material, not make up orders

- Makeup materials will be ordered through College Board
April 14 - April 16
* An email with instructions will be sent to the contacts listed in the EEM
* Short window, mark on your calendar

* PSAT — you will use initial day testing materials and additional material
can be ordered April 14 — April 16

Lo
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We know that there is an influx of students, so there will be an opportunity to order additional materials from the Additional Material Order page on the Secure Site March 27 – April 7. These are additional materials for the initial day of testing, not for make up testing.

Make up materials for the SAT will be order directly from College Board April 14 – April 16. SAT Test Coordinators listed in the EEM will receive an email with instructions just prior to the order date. This is a short window and materials cannot be ordered after April 16 for the makeup testing so you might want to mark it on your calendar. For the PSAT assessments there are no separate makeup materials. You will use the initial day materials for makeup testing. If needed, you can order additional initial day testing materials for PSAT April 14 – April 16 also.



WorkKeys Material Orders

WorkKeys standard materials will be based on the number of students pre-
identified on the Secure Site
 Standard material count will be based on the pre-ID in Secure Site on
February 12 at 5:00 pm
* The number of standard materials can only be updated based on the
number of students pre-identified

" Important to have all your students pre-identified to ensure the proper number of
initial materials

Schools must enter in accommodated material orders on the Secure Site by
5:00 pm, February 12

* The number of accommodated versions ordered will be subtracted from
the standard materials order
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The standard materials for Workkeys will be based on the number of students pre-identified on the Secure Site by 5:00 pm on February 12. You do not have to submit requests for approval to ACT for accommodated versions. If you need accommodated versions based on a student’s IEP, then you can enter the order directly on the Initial Material Order page of the Secure Site by 5:00 pm on February 12.  The number of accommodated materials that you order will reduce your standard material order by that amount. 

It is important to have all your students pre-identified by 5:00 pm on February 12 to ensure that you have the correct amount of materials for testing.


WorkKeys Material Orders

The full initial material order can be viewed on the Initial Material -
Order page of the Secure Site

Additional material orders, if needed, can be entered on the
Additional Material Order page of the Secure Site March 23— April 7

Make Up tests will be ordered from the Additional Material Order
page of the Secure Site April 15— April 16

* Short window — mark your calendar
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You can view the initial material order that includes both standard and accommodated tests on the Initial Material Order page of the Secure Site.
If needed, you can order additional standard and accommodated materials from the Additional Material Order page of the secure site March 23 – April 7. 

Makeup tests for WorkKeys will also be ordered from the Additional Material Order page of the Secure Site April 15 – April 16. No orders for make materials can be placed after April 16, so you might want to mark your calendar.


M-STEP Material Order

42

M-STEP initial standard material orders will be based on the students
pre-identified AND selected for paper/pencil testing as of 5:00 pm,
February 12

* You can view this on the Initial Material Order screen of the Secure Site

Accommodated materials will be ordered from the Initial Material
Order screen on the Secure Site

* Braille and Enlarged Print will require the selection of the student(s)

If an accommodated version is ordered and saved, students may
continue to be pre-ID but you will need to manually change the
number of standard materials on the order screen by 5:00 pm,
February 12

Additional materials can be ordered from the Additional Material Order
page of the Secure Site April 7- April 28
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The M-STEP initial standard materials will be based on the students that are pre-identified by 5:00 on February 12 AND that are marked as paper/pencil testing. Remember on slide 21, I showed you how to mark a M-STEP student as taking the paper/pencil test rather than online. You can order accommodated versions of the test from the Initial Material Order page on the Secure Site. If you are ordering braille or enlarged print, you will be required to select the student that will be using the braille or enlarged print.

The standard material order will continue to be updated based on pre-ID of students, however, if you enter an order for an accommodated test and save it, that will save the full order and the standard materials will not continue to update based pre-ID. If you need more standard materials after the order is save, you can go in and adjust the standard material order manually and save it up until 5:00 pm on February 12. 

If you need additional materials after the initial order deadline, you will have an opportunity to order additional standard and accommodated tests from the Additional Material Order page of the Secure Site April 7 – April 28. There are no separate tests for the makeup testing.


Accessing Material Order Pages

‘ Admin ‘ SEEHINIE  Assessment Registration S fly @at=staiss g Tty i3 ‘ Reports ‘ Accountabili

Pre-Id 3

Secure Sii

Check the Home pag

Initial Matenal Orders

Online Sessions > Additional Material Order

Search Filter Barcode Labels Emergency Material Order s
* Indicates required f Online Waiver Requests Material Order Reports
Due Date _
WIDA Test Exceptions

Select a Test Period

District and School Contacts

Test Center Establishment

Reporting Codes
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To access the Initial and Additional Material Order page on the Secure Site, go to the Assessment Registration menu, hover over material orders and click on either Initial Material Orders or Additional Material Orders.



Create or Edit an Order

Initial Material Orders

The Initial Order Saved column indicates if an order has been saved for the school. Testing Online indicates if the school is administering the test online. The
Pre-ID Total for Paper column is the count of students pre-identified for the assessment but not identified as testing online. To create an arder, update an

Page Instructions 7]

V4
order or view an order, click on the link in the far left column.
Search Criteria ~
* Indicates required field
* Test Cycle *18D * District School
Spring 2018 WorkKeys WorkKeys v Barry ISD (08000) v Hastings Area School District (08030) ¥ Hastings High Schoal (05882) v
Search Results ~

44

(| create Order

OPEN ORDER

INITIAL ORDER SAVED

ORDER NUMBER STATUS

Hastlngs High School (05882)

4>

:E_:E-:EIEE-_:EI:EI

PRE-ID TOTAL FOR
PAPER

ORDER SUMMARY TESTING ONLINE

1 items in 1 pages
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Select the Test Cycle, ISD, District and School from the drop downs. If you are a district level user, you are not required to select a school. Click the Search button at the bottom right of the Search Criteria section.

The list of schools will come up based on your search. To view or create an order, click on the Create Order button. If it is a saved order or you have view only access, the link will save View Order.


Verify Shipping Address

Initial Material Order Details A
TestCyce \-STEP, distict user can Ditct Schoo
_ select school or district to ship _ n o
Spring 2017 M-STEP to East Lansing School District (33010) East Lansing High School (01025)
SAT, PSAT and WorkKeys wil
only be shipped to school
Shipping Information Y PPe A
" Indicates required field
* Shipping Destination Address o
School v Atin: Tina Foote
501 BURCHAM DRIVE
EAST LANSING, M| 48823
Ly
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Even though material orders are based on the number of students pre-identified, you should still always check the initial material order for accuracy and to verify the shipping address. For SAT, PSAT and WorkKeys, tests will always be shipped to the school. 

For M-STEP, a district level user can select that materials be sent to the schools or to the district. It is important to note that the selection for one school will apply to all schools. If you select district, then all initial test materials for M-STEP would be sent to the district office for all schools in the district. The selection will default to school just in case a selection is not made.

For any of the assessments, if the test coordinator and address in the Address field is incorrect, this should be corrected in the EEM by the authorized district EEM user by the February 12 deadline. If you don’t know who that is, you can find their name and contact information on the District and school contact page of the secure site.


Material Order

Material Counts (Initial Order) v

Extended Time, Regular Print Book: 1

Accommodations, Arabic Audio DVD with Regular Print
English Book:

Accommodations, Spanish Extended Time, Regular Print
Spanish Book:

Accommodations, Braille UEB with Regular Print Book:

Accommodations, American Spanish Braille with Regular
Print Spanish Book:

Accommodations, English Audio DVD with Regular Print
English Book:

Standard Time Administration Manual:

Accommodations, Translated Test Instructions:

Accommodations, Spanish Audio DVD with Regular Print
Spanish Book:
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Again, even though the standard materials are based on the pre-identification of students, I still advise you to verify this just to make sure you are getting the materials that you need. 

Just a reminder that you will need enter orders for accommodated materials for Workkeys and M-STEP on the Initial Material Order page.


Incident Reports

This is for M-STEP

* To report an incident for SAT, PSAT or ACT WorkKeys, follow College
Board and ACT instructions

Complete an incident report:
* Requesting a new test (online or paper/pencil)
* Reporting a student who is resuming testing (paper/pencil only)
* Reporting test irregularities and misadministrations
* Marking a test “Do Not Score” (paper/pencil only)
* Marking a test “Prohibitive Behavior,” and
* Marking a test “Nonstandard Accommodation”

Check the M-STEP manual for more details
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Presentation Notes
If something unexpected happens during testing, in most cases you will want to submit an incident report on the Secure Site. Incident Report function on the Secure Site is not used for ACT or College Board assessments. You will want to follow instructions in their manuals for reporting any incidents.

For the M-STEP you would want to submit an incident report to request a new test, whether it be paper/pencil or online, to report a student that will be resuming testing for paper/pencil, reporting test irregularities and misadministrations, or to have a test marked as a prohibitive behavior. You can find more details about when an incident report should be submitted in the M-STEP Test Administration Manual.


Incident Reports

Home  Admin Security  Assessment Registration Student Assessments Reports  Accountability Review Requests

Accountable Students & Test Verification

Incident Reports Student Search

When completing the Search Criteria fields below, do not Mass Update Assessments icident report that was already submitted for a student. Page Instructions
The Incident Report page can only be used for M-STEP and Incident Reports T or Workkeys assessments, please follow the instructions in the SAT and
WorkKeys manuals b

Search Criteria A

* Indicates required field

* Test Cycle ISD District School
Select a Test Cycle v Selectan ISD Select a District Select a School
Student Last Name Student First Name Student UIC
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Presentation Notes
To access the Incident Report, go to the student assessments menu and click on Incident Reports. Before you can enter a new incident report, you must first perform a search. Select the Test Cycle, ISD, District and School and click the search button at the bottom right. If you are looking for an incident report that has already been completed for a student, you can include the student’s name or UIC number in your search.


Incident Reports

L

* Indicates required field
* Test Cycle ISD District School
| Spring 2017 M-STEP v | | Select an ISD v | | Select a District | | Select a School |
Student Last Name Student First Name Student UIC
Search Results
- ~ INCIDENT ~
VIEWIUPDATE REPORT ID DISTRICT SCHOOL INCIDENT CATEGORY SUBCATEGORY STATUS CREATED BY SUBMITTED DATE ASSIGNED TO
HE DG BNNE DNNE] BN DN E2 INE] DG DN E7 N E2
Review Report 2295 1 Qther Other Submitted 11/15/2016 04:13 PM -
Additional
Wrong test
Review Report 2060 03 Misadministration Information 10/10/2016 10:20 AM -
administered
Requested
d Create Incident Report | Download | Print
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Presentation Notes
The search results will bring up incident reports that have already been created for the test cycle which can be viewed. To create a new incident report, click on the Create Incident Report button at the bottom right.


Incident Report

* Indicates required field

Requestor Name Requestor Phone Requestor Email CC Emall

Foote, Tina - -
Contact Title Contact Name @ Contact Phone Contact Email
Test Cycle 18D * District * School

Spring 2017 M-STEP | Select an ISD v | Select a District Select a School
* Grade * Content Area —* Testing Mode———
| Select a Grade | Select a Content Area | Paper/Pencil QOnline
* Incident Category * Incident Subcategory * Date and Approximate Time Incident
| Select an Incident Category | Select an Incident Subcategory Occurred

©
Incident Description A

* Indicates required field
* Incident Description
The description should be as complete as possible and include-
+ a list of staff involved by name and role, 0
« a description of the incident, and 0

+ whether security of any test item or secure material was potentially compromised. o

B W EER D TCO T B 7 U ape b
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Presentation Notes
On this page, note that your information should be populated automatically as the requestor. The phone number and email address is taken from your MEIS account. You can enter an email address of another staff member you would like notified of the incident in the CC Email field or leave it blank.  The Contact Title, Contact Name, Contact Phone and Contact Email should populate with the district level assessment coordinator from the EEM that will also receive a notice of the incident report that is filed.



Incident Report

Request Action A

* Indicates required field
* Resolution Action

No resolution action needed

Unlock online sessions ﬂ

Regenerate online sessions ()
O Order emergency paper materials

Students Involved or Impacted A

* Indicates required field
* Were specific students involved in or impacted by the incident? {@)

Yes * No

Attach Documentation A

Attach documents to support the Report (Allowed extensions are: doc, docx, .xIs, xlsx, csv, txt, pdf)

Select

Save and Submit
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As you start to answer the questions on the incident report, additional questions or options will open or change and guide you through submitting your incident report. Please make sure to provide as much detail as you can so that we can get this resolved for the you and the student as quickly as possible.

You have the ability to attach a document to support your report if you feel it is need or appropriate. 

I want to point out the Save and Save and Submit buttons at the bottom right of the screen. If you click Save, this will save the incident report and allow you to go back into it and update additional information. This does not submit the report to OEAA. Once the report is complete, you will need to click Save and Submit.

Once you click Save and Submit, you can no longer make changes to the incident report and it will be submitted for OEAA review.


Accountable Students and Test Verification '-

- Three functions in this process
* Verify enrollment for accountability reporting

= Available in May

* Verify the receipt of answer documents, paper/pencil and online
= Available in May/June

 Verification of students not tested
= Available in June
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Presentation Notes
What I considered one of the most important functions on the Secure Site is the Accountable Students and Test Verification.  There are three functions to this process. In May, you will have the opportunity to verify enrollment from MSDS in the Secure Site for accountability purposes.  In late May or June, schools will have the ability to verify the receipt of answer documents by the scoring contractor. This is for online and paper/pencil tests. And in June, schools will have the opportunity to provide a reason a student did not test. 


Accountable Students Enrolled and Demographics

- Verification of accountable students and -
demographics

* List of enrolled students and demographics will be available on
the Secure Site to view

= Based on Fall and Spring MSDS collections and student record
maintenance (SRM) files submitted in MSDS

* Last opportunity to update MSDS with student enrollment, exit
and demographics for accountability and assessment reporting

* Need to involve the district MSDS person

= You can use the District and School Contact page of the Secure Site to
find your district MSDS person

* This is for grades 3-8, 11 and some required grade 12

= Does not include grades 9 and 10
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The verification of Accountable Students Enrolled and Demographics will be a list of students from the Michigan Student Data System that we are showing as enrolled in the school and will be included in accountability calculations.  This list will also include the student demographics that will be used for assessment and accountability reporting such as special education, economically disadvantaged and a few others.  This list will be based on the Fall and Spring MSDS General Collections and Student Record Maintenance files that have been submitted in MSDS. 

This will be the last opportunity to update MSDS for assessment and accountability reporting.  You will need to work closely with your district MSDS person. Don’t know who that is, look for their name and contact information on the District and School Contact page of the Secure Site.

The list of students will only include the grades used in accountability so it will be grades 3-8, 11 and some required grade 12. Grade 9 and 10 are not included in accountability, so you do not need to update MSDS for assessment and accountability purposes for those two grades.


Answer Documents Received and Not Tested '-

Verify answer documents have been received and -

processed by the contractor
* Paper/pencil
* Online

Only opportunity to submit Missing Test

Only opportunity to appeal incorrectly identified M-STEP
prohibitive behavior and nonstandard accommodation
designations

This is available SAT, PSAT 8/9, PSAT 10, WorkKeys and M-
STEP

Lo
Date MICHIGAN

54 Department °
=t Education


Presenter
Presentation Notes
On the Answer Documents Received and Not Tested function, you will have the opportunity to verify that each test that was taken is accounted for both online and paper/pencil. This will be the only opportunity to report a missing test, view tests that may be invalidated and may be able to be fixed, and to appeal any incorrect M-STEP prohibitive behavior or nonstandard accommodation designations.

The answer documents received will be available for SAT, PSAT 8/9, PSAT 10, WorkKeys and M-STEP.


Answer Documents Received and Not Tested '-

Opportunity for schools to submit a reason a student did -

not test
* Possible accountability participation exemption
* Required for federal reporting

Available for grades 3-8, 11 and some required 12
* Does not include grades 9 and 10
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Schools will also be asked to submit reasons why a student did not test. This is needed for possible accountability exemptions and also required for other federal reporting. This is only needed for grades that are included in accountability, so that would be grades 3-8, 11 and some required grade 12. Again, grade 9 and 10 are not included in accountability, so you will not need to submit a not tested reason why those students did not test. 
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Accountable Students & Test Verification

Things to do ahead of time....

Inform your student pupil accounting person that -
OEAA will pull student enrollment, exits and

demographics for accountability and assessment

reporting in June
* Using an “as of date” on or before May 29, 2020

* June deadline will be announced later
* This will be for grades 3-8, 11 and required grade 12

OEAA will not use the MSDS End of Year Collection, so
Student Maintenance Files (SRM) will need to be
submitted to update student information

Watch for additional communications in the Spotlight
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Even though it seems like a long way off, there are things that you can do ahead time to ensure that the verification processes are quick and easy, especially since it is at the end of the school year. Let your student pupil accounting person know that OEAA will be pulling student enrollment, exits and demographics for accountability and assessment reporting in June. It is important to inform them that that we only be using student data with an “as of date” on or before May 29, 2020. The deadline to update MSDS data will be June but again, we will only use data with an “as of date” on or before May 29. 

OEAA will not use the MSDS End of year Collection for student enrollment and demographics, so SRM files will need to be submitted to update student information. Watch for the June deadline and additional information about this in the Spotlight this spring.


Accountable Students & Test Verification '
Things to do ahead of time.... -

- Districts do NOT have to wait to update MSDS until the -
OEAA review period, SRMs can be submitted after the

spring MSDS general collection and through testing

* Give a copy of the Best Practices, MSDS Reporting Guide for Trouble-
free Accountability Data located at
www.Michigan.gov/securesitetraining to the district student pupil
account person
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Districts do not have to wait to update MSDS until the OEAA review period. SRMs can be submitted after the spring MSDS General Collection through the end of testing. This would ensure that student data is updated for assessment and accountability reporting.

Make sure to get a copy of the Best Practices, MSDS Reporting Guide for Trouble-free Accountability data to your district MSDS user. It can be found at www.Michigan.gov/securesitetraining.

http://www.michigan.gov/securesitetraining

os to do ahead of time....

- Ask teachers to keep track of students that did not test -
with the reason why and turn that information in to a
centralized person

* This will not be needed for grades 9 and 10

* You will need this to identify if a test is missing or was not taken

* You will need this to select a reason a student did not test in June
= Required federal reporting

Accountable Students & Test Verification '
Thin -

= Possible accountability exemption for participation
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Ask teachers to keep track of students that did not test with the reason why they did not test and turn it in to a centralized person. It will be needed when verifying answer documents received to know if a student did test or if they did not test and if they did not test, what reason to submit why the student did not test.

Again, not tested reasons would not be needed for grades 9 and 10 because they are not included in accountability.


Secure Site Support

www.michigan.gov/Securesitetraining -
Email mde-oeaa@Michigan.gov

Call 877-560-8378, select option 3
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You can find supporting documents for each of the functions mentioned at www.Michigan.gov/securesitetraining. You can also email mde-oeaa@Michigan.gov with assessment and Secure Site questions. Also, feel free to contact our Secure Site call center at 877-560-8378 and select option 3 from the phone menu. 

I hope that this helped you to prepare for the Spring 2020 testing season. Thank you.

http://www.michigan.gov/Securesitetraining
mailto:mde-oeaa@Michigan.gov
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