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Morning Afternoon

8:30-8:50        Introductions and
Statewide Assessments

8:50-9:00        Systems Used in  
Statewide Assessments                        

9:00-10:00     Pre-ID
10:00-10:15   Break
10:15-10:25   TSM and Technology
10:25-11:00   Accommodations and   

Designated Supports         
11:00-11:30   Material Ordering
11:30-11:45   Real World Scenario
11:45-12:45   Lunch

12:45-2:30  Before, During, and  
After Test Administration

2:30-3:15    Round Table Discussions
(includes Break for participants)

3:15-3:45    Accountability Topics
3:45-4:00    Reports and 

Available Resources

Questions: mde-oeaa@michigan.gov

Agenda



Who We Are
 Kate Cermak: MME and miscellaneous
 Dan Evans: MI-Access
 Jessica Fenby: Test Security
 Tina Foote: Secure Site
 Phoebe Gohs: M-STEP
 John Jaquith: MI-Access and IEP/504 
 Diby Kouadio: MME
 Jennifer Paul: WIDA and Supports & 

Accommodations
 Pietro Semifero: Online Testing and Test 

Security
 Tim Tahaney: Early Literacy & Mathematics 

Benchmarks
 Sarah Thaler: SAT/PSAT



Who Are You?

Please stand if you are:
 Not a district or building test coordinator
 A new district or building test coordinator – this is your 

first year serving in the test coordinator role
 An almost new district or building test coordinator –

you have a year under your belt, this is your 2nd year 
serving in the test coordinator role

 A veteran district or building test coordinator – you 
have over two years experience as a district or building 
test coordinator 



Standardized and Criterion-Referenced

 The M-STEP is a criterion referenced, standardized 
assessment:
 “Criterion-referenced” means that the test is designed to 

measure student performance based on pre-determined criteria: 
Michigan’s Academic Standards. 

 A “standardized test” is a test that is administered in a 
consistent, standard manner. Standardized tests are designed in 
such a way that the questions, conditions for administering, 
scoring procedures, and interpretations are consistent. They are 
administered and scored in a predetermined, standard manner.



Criterion-Referenced

Assessment

M-STEP Criterion referenced based on Michigan’s Academic 
Standards for students in grades 3 through 11

MI-Access Criterion referenced based on Essential Elements, 
Extended Standards and Benchmarks

WIDA ACCESS for ELLs Measures K-12 student performance based on 
Michigan’s English language development standards

WIDA Alternate ACCESS for ELLs Measures K-12 student performance based on 
Michigan’s English language development standards 
and associated Alternate Model Performance Indicators

SAT, PSAT 10, PSAT 8/9 Criterion referenced based on College Readiness 
Benchmarks

ACT WorkKeys Criterion referenced based on skills employers find 
useful

Early Literacy and Mathematics 
Benchmarks

Criterion referenced based on Michigan’s Academic 
Standards for students in grades K, 1, and 2



Why is this important?

 Statewide, standardized, summative, criterion-referenced test 
data should:
 be used to show a snapshot of student performance: as an indicator 

of what students know and are able to do, based on Michigan’s 
Academic standards (criterion) at the time the test is taken.

 be used to make systems, program or curricular decisions
 SHOULD NOT be used to make day-to-day instructional decisions for 

individual students – the appropriate data to use for this is 
benchmarking  and formative assessment data. Individual student 
data offers an indication of student performance – if a student is not 
meeting proficiency standards, further data should be collected in 
order to make day to day instructional decisions for an individual 
student.



Statewide Assessments by Grade and Content

Grades
English 

Language
Arts

Mathematics Science Social 
Studies

English 
Language 

Proficiency

K-2 Early Lit/ Math
Benchmark

Early Lit/ Math
Benchmark

WIDA

3 and 6 M-STEP  
MI-Access

M-STEP  
MI-Access

WIDA

4 and 7 M-STEP  
MI-Access

M-STEP  
MI-Access

MI-Access WIDA

5 and 8 M-STEP  
MI-Access

M-STEP  
MI-Access

M-STEP M-STEP  
MI-Access FI

WIDA

9 and 10 PSAT PSAT WIDA

11 
(and eligible 
12th graders)

SAT  
MI-Access

SAT  
MI-Access

M-STEP
MI-Access

M-STEP
MI-Access FI

WIDA 
(all ELs 

enrolled in 
12th grade)



Testing Windows



Estimated Test Session Timing



Test Session Time Estimates: High School

Time Estimate are not applicable to any MI-Access assessments



Important Dates



TINA FOOTE
SECURE S ITE  ANALYST

PHOEBE GOHS
M-STEP TEST ADMINISTRATION AND 

REPORTING CONSULTANT

Systems Used in Statewide 
Assessments



W HAT  SYST EM S  A R E  US ED I N  PR EPA R I N G  
A N D  A D M I N I ST E R I N G  STAT E  A S S ES S M E N TS ?

I ’ M  S O  G LA D YO U A S K ED… . .



OEAA Secure Site

 Secure Site
 This is an OEAA application
 Pre-identify students for state assessments
 Print barcode labels for paper answer documents (except WIDA)
 Order paper/pencil assessment materials
 Submit WIDA testing exception request
 Group students into online sessions for M-STEP, Early Literacy & 

Mathematics (K-2) and MI-Access
 Verification of Accountable Students & Test Verification
 Incident Reporting



OEAA Secure Site

 Secure Site continued
 Student test scores, downloadable data file and reports

 Can also access new student scores
 Accountability Data Files

 Access to Secure Site
 Access is managed by the districts and access can be requested 

through the Secure Site with or without access to the Secure Site
 Request District or Nonpublic School Administration level access 

(manage users for the district or nonpublic school) use forms found 
on login page of the Secure Site

 Go to www.Michigan.gov/securesitetraining and click on “How do I 
get access to Secure Site?” link

http://www.michigan.gov/securesitetraining


eDIRECT

 eDIRECT
 This is a Data Recognition Corporation (DRC) application
 Used for MI-Access Functional Independence, M-STEP, and Early Literacy and 

Mathematics Benchmark Assessments
 Access the Test Site Manager (TSM), INSIGHT, and Toolbox to install in school
 Group students into online sessions
 Turn on supports and accommodations
 Print test tickets
 Monitor student’s testing progress

 Access to eDIRECT
 Two levels of access; technology or test administrator
 Technology role will only have the ability to download the TSM, Toolbox and INSIGHT for 

installation in the school
 Test administrator role can access all functions listed above except the TSM and Insight 

software
 Instructions on how to request access to eDIRECT can be found at 

www.Michigan.gov/securesitetraining under the Security section

http://www.michigan.gov/securesitetraining


WIDA AMS

 WIDA AMS
 This is a Data Recognition Corporation (DRC) application
 Used for WIDA Access for ELLs 2.0 and WIDA Screener
 Access the TSM, Toolbox, and INSIGHT to install on school computers
 Order additional paper/pencil materials (Initial material orders through Secure Site)
 Group students into online sessions
 Turn on supports and accommodations
 Print test tickets
 Monitor students testing progress

 Access to WIDA AMS
 Two levels of access, technology or test administrator (teacher)
 Technology role will only have the ability to download the TSM and Insight for installation in 

the school
 Test administrator role can access all functions listed above except the TSM and Insight 

software
 Instructions on how to request access to WIDA AMS can be found at 

www.Michigan.gov/securesitetraining under the Security section
 Functionality in WIDA AMS varies for Michigan, refer to the Michigan Checklist at 

www.wida.us--> ConsortiumMembersMichigan

http://www.michigan.gov/securesitetraining
http://www.wida.us


WIDA.US

 Wida.us Secure Portal
 This is a WIDA Consortium application
 Used for WIDA Access 2.0 for ELLs, WAPT and WIDA Screener
 Documentation for testing
 Training to administrator and score the screener assessments
 District coordinator access to training materials
 District coordinator access to monitor training completion for district staff

 Access to wida.us Secure Portal
 Go to wida.us
 Login using “michigan” for the user name and “mitten” for the password
 If you are the WIDA (English Learner) Assessment Coordinator identified in 

the Educational Entity Master (EEM) you will need to send an e-mail to 
mde-oeaa@michigan.gov notifying us once you created your account and 
we can change your level to district coordinator to additional functions



SI and P Answer Document Portal

 SI, P Answer Document Portal
 This is a Data Recognition Corporation (DRC) application
 Used for MI-Access Supported Independence (SI) and MI-Access 

Participation (P)
 Teacher logs students responses on paper and then transfer into 

portal using the test ticket from eDIRECT

 Access to SI, P Answer Document Portal
 Link and instructions to access the portal available in the guide 

located at www.Michigan.gov/mi-access and in the Test 
Administration Manual

http://www.michigan.gov/mi-access


PearsonAccessNext

 PearsonAccess Next

 This is an ACT application
 Used for WorkKeys only
 Used to manage participation in the WorkKeys assessment

 PearsonAccess Next Access
 ACT will send the WorkKeys Test Coordinator listed in the 

Educational Entity Master (EEM) an email with their login ID and 
temporary password with instructions on how to update it and 
access

 This happens in September each year



College Board Professional Account

 College Board Professional Account
 This is a College Board application
 Used for PSAT 8/9, PSAT 10 and SAT only
 This is the all-access point for College Board tools and services
 Once access to a subsequent tool or service is granted, one can 

access from the Dashboard of their account



Services for Students with Disabilities (SSD) Online

 Services for Students with Disabilities (SSD) Online
 This is a College Board application
 Used for PSAT 8/9, PSAT 10, and SAT
 Used to apply for accommodations and to monitor the status of 

accommodation requests
 How to get access to Services for Students with Disabilities 

(SSD) Online
 Complete the request for access form at 

https://www.collegeboard.org/pdf/ssd/ssd-coordinator.pdf
 Once submitted an access code will be emailed within a few days
 Enter the access code in the College Board Professional Account to Obtain 

access to SSD Online.
 This will be added to your College Board Professional Account and become 

a part of the Dashboard

https://www.collegeboard.org/pdf/ssd/ssd-coordinator.pdf


Online SAT and PSAT Supervisors Training

 Online SAT and PSAT Supervisors Training
 This is a College Board application
 Used for PSAT 8/9, PSAT 10 and SAT only
 Required SAT training and optional PSAT training

 How to get access to Online SAT and PSAT Supervisors 
Training
 SAT and PSAT test coordinators (supervisors) listed in the 

Educational Entity master (EEM) will be emailed a link in late 
February to access the training

 This will be added to your College Board Professional Account and 
will become a part of the Dashboard



K-12 Reporting Portal

 K-12 Reporting Portal
 This is a College Board application
 Used for PSAT 8/9, PSAT and SAT only
 Access to scores and dynamic reports 

 Access must be granted by a designated district access 
manager



Michigan Student Data System (MSDS)

 Center for Educational Performance Information (CEPI) application
 Districts submit student count day from the fall, spring and end of 

year to MSDS
 Fall MSDS General Collection
 Spring MSDS General Collection
 EOY MSDS General Collection
 Other collections such as Teacher Data Link, Request for UIC, Early Childhood.

 Districts can submit Student Record Maintenance (SRM) files to 
update student information between collections

 Assessment and Accountability office uses data
 Pre-identify students
 Update student demographic information
 Assessment reporting and accountability 



Michigan Student Data System (MSDS)

 If it is in your student information system, it doesn’t mean 
it has been submitted in MSDS yet

 Don’t assume your MSDS person knows deadlines for 
assessment and accountability reporting

 Who updates MSDS for my district?
 Check the District and School Contacts page of the OEAA Secure Site



Educational Entity Master (EEM)

 Center for Educational Performance and Information 
(CEPI) application

 Collects district and school information and available to 
the public at www.Michigan.gov/eem

 Assessment and accountability offices uses
 To identify grade levels in the school
 Contact name, emails and addresses

 Who updates the EEM for my district?
 Check the District and School Contacts page of the OEAA Secure Site

http://www.michigan.gov/eem


TINA FOOTE
SECURE S ITE  ANALYST 

Pre-ID



PRE-IDENTIFICATION OF 
STUDENTS ON THE OEAA 

SECURE SITE
W W W. M I C H I G A N . G O V/ O E A A - S E C U R E



Pre-Identification – Secure Site

 General assessments (M-STEP, WorkKeys, PSAT, SAT and 
WIDA)
 OEAA will pre-ID students using the fall MSDS general collection 

(student count day data)
 District/school are responsible for pre-identifying additional 

students directly on the Secure site
 One student at a time through Student Search
 Pre-Id File Upload
 Pre-ID File Format and Template available on LOG IN page of the 

SecureSite
 MSDS Copy function on Secure Site
 This is only beneficial if the district submits Student Record 

Maintenance (SRM) Files with new enrollment on a regular basis 



Student Search



Student Summary Page



Student Demographic Page



Student Demographic Page



Pre-ID File Format



Pre-ID File Format



Pre-ID File Template



Pre-Identification – Secure Site

 MI-Access
 MI-Access is based on the student’s IEP
 All students are pre-ID to M-STEP and schools must copy them to 

MI-Access as a group
 Mass Update Assessments from the Student Assessments menu



Mass Update Assessments



Mass Update Assessments

 Other updates that can be done on the Mass Update 
Assessments page
 Reassign Assessment
 Unassign Assessment
 Content Areas Selected Online or Paper/Pencil Test Mode 
 Class/Group Code
 Research Code 1
 Research Code 2 



Reporting Codes

 Formerly known as Class/Group Codes
 Four digit numeric/alpha code created by the district or 

school
 Students can be filtered by the code on several screens of 

the Secure Site
 Including when creating online test sessions

 MI-ACCESS, M-STEP and Early Literacy and Mathematics 
score reports can be filtered by Reporting codes

 Will be available in all state assessment data files and can 
be filtered by the Reporting Codes



Reporting Codes

 Reporting Codes can be entered for students:
 On the paper/pencil M-STEP and MI-ACCESS answer document
 On the Secure Site in the Mass Update Assessment page a group at 

a time
 Pre-ID File Upload
 On the student’s demographic page



Create a Reporting Code Label

 You can create a Reporting Code Label for reporting codes 
that you create. New this year! 
 i.e. Mrs. Smiths Math Class, Fourth Grade Advance Math Class, 

Homeroom 2, etc.

 The label will be visible on the M-STEP, MI-ACCESS and 
Early Literacy and Mathematics Reports

 The label will be included in all state assessment student 
data files



Reporting Code Label



Reporting Code Labels

 A four digit alpha/number code can be created on the screen 
but cannot assign it to specific students through this screen

 Reporting codes and labels that have been created can be 
deleted only if there are no students assigned to the reporting 
code
 You can remove or change the reporting code for students in the Mass 

Update Assessment page
 A reporting code label description can be added but it will 

NOT appear on the reports or in the data files
 Reporting code and label can be copied to another test cycle
 This does not copy the students or apply a reporting code to students

 The list of Reporting Codes and Labels can be download or 
printed



Pre-ID Student Report

 Once a student is pre-identified for testing they will be 
listed immediately on the Pre-ID Student Report

 Will list the assessments, content area and mode of 
testing for students

 Will list student demographics from MSDS
 Will list total of students pre-identified for the 

assessment by grade, content area and mode of testing
 You can unassign a student from the assessment from the 

Pre-ID Report screen



Pre-ID Student Report



WIDA Test Exceptions & False EL

 Students with significant disabilities may be eligible for a 
test exception

 Students who should never have ever been identified as 
EL may be able to receive a test exception

 A formal request process exists on a yearly basis in the 
Secure Site

 Deadlines for submission must be adhered to



Barcode Labels

 All paper/pencil answer documents must have a student 
barcode label 

 If pre-ID by the posted deadline, will receive printed 
student  barcode labels from vendor

 After deadline they must be printed from the Secure Site
 You cannot use printed barcode labels from the Secure Site for 

WIDA. Apply generic school label that is provided and bubble in 
student information on back of booklet.



Barcode Labels



Barcode Labels



IDENTIFYING USERS IN E-DIRECT

STUDENT STATUS DASHBOARD

TRAINING RESOURCES

TIMELINES

eDIRECT
for M-STEP, MI-Access, and Early Literacy



Identifying Users in eDIRECT
for M-STEP, MI-Access, and Early Literacy

 Technology Coordinators, District Coordinators, and 
Building Coordinators need to have access to eDIRECT.

 Access to eDIRECT is assigned through the Secure Site:
 District Coordinators work with the District Administrator to assign 

the role in the Secure Site
 User information is pulled from the Secure Site into eDIRECT.
 New users will receive an email from eDIRECT with username and 

password information
 Secure Site Training has a document, How do I get access 

to eDIRECT?, which is available on the webpage at: 
www.michigan.gov/securesitetraining.



eDIRECT: Test Sessions

 Users can create Test Sessions in eDIRECT.
 From the eDIRECT main page, select Test Management, 

then Manage Test Sessions:



eDIRECT: Test Sessions

eDIRECT’s User Guide contains step-by-step instructions for adding test sessions. The 
guide can be found in eDIRECT, select Documents, then search for all.



eDIRECT: Printing Test Tickets and Rosters

 Test tickets are printed from the Test Session screen in eDIRECT.
 Log in to eDIRECT, select Test Management and then go to 

Manage Test Sessions.
 Complete the Test, Entity Information, content and grade 

information and select Show Sessions.
 This will open to show test sessions.
 You can select any or all test sessions to

Print All Tickets.

NOTE: it is important that Test tickets are printed AFTER
accommodations are assigned in eDIRECT.



eDIRECT: Printing Individual Test Tickets

Test tickets can be printed for individual students. First, select the “Edit/Print” icon 
(shown below):

Next, select the student(s) whose test ticket you are printing, and then select, 
“Print Selected” (shown below):



eDIRECT: Online Training

 There are also trainings for District and Building 
Coordinators available in eDIRECT.

Date Event

Tuesday, March 6
10:00-11:00 am

M-STEP District and Building Coordinator 
Training

Wednesday, March 7
10:00-11:00 am

MI-Access Coordinator Training

Thursday, March 8
10:00-11:00 am

Early Literacy & Mathematics Assessment
Coordinator Training

Friday, March 9 All District/Building Coordinator Training 
posted on eDIRECT



Mini-Modules Available

 Go to https://mi.drcedirect.com to view eDIRECT mini-
modules:

https://mi.drcedirect.com/


PIÉTRO SEMIFERO

Technology Corner
for Online Testing



Have a communication plan Restart it

 Know who to contact and 
how

 Have a backup contact
 Not just for tech: who to 

contact for discipline, 
medical, etc.

 Close INSIGHT, re-open, 
try it again

 Reboot, re-open INSIGHT, 
try it again

 Solves most tech and 
human problems

Top Two Tips



 Student uses INSIGHT
 Test stored on 

TSM/Central Office
 Responses sent to DRC

INSIGHT, TSMs, Central Office



")Problem Solution (beyond "restart it

 Invalid password

 Login failed

 Student cannot click 
intended answer

 Whole room lost internet

 Clicked into wrong 
test, click the right one

 Too many logging in at 
once, wait 15 seconds

 That answer is wrong

 Call local tech support

Top Issues and Fixes



What exactly went wrong? Test preparation

When calling for support:
 One computer or all?
 What was the student 

doing?
 What was the error 

message?
 What did you already 

try?

 Online Tools Training 
(OTTs)

 Use whatever computer 
the students know. The 
test works on anything.

Other Tech Considerations



J E N  PA U L
A C C E S S I B I L I T Y  &  E L  A S S E S S M E N T  S P E C I A L I S T

J O H N  JA Q U I T H
S T U D E N T S  W I T H  D I S A B I L I T I E S  A S S E S S M E N T  

C O N S U LTA N T

Universal Tools, Designated 
Supports, & Accommodations



A B

 Tools that any student 
can use

 Tools that are available 
for online and 
paper/pencil tests

 Tools that may cause 
distractions for some 
students

 Tools that only students 
with disabilities can use

 Tools that are only 
available for online tests

 Tools that do not cause 
distractions for students

What are Universal Tools?



A B

 Available for all students
 Do not need to be 

identified in a student’s 
IEP

 Impact scores positively

 Available for any student 
demonstrating an 
instructional need

 Should be identified in a 
student’s IEP

 Could impact scores 
positively or negatively

What are Designated Supports?



A B

 A support for students 
with disabilities

 Something that gives 
students an advantage

 Only to be used for tests

 A support for students 
with disabilities

 Something that levels the 
playing field for students

 Use is determined by the 
IEP team

What is an accommodation?



Framework

 Universal Tools (Accessibility Tools)
 Available to all students-use is primarily student driven
 Ex. Highlighter, scratch paper, etc.

 Designated Supports
 Available to students who have a specific instructional need-use is 

primarily educator driven
 Ex. Stacked Spanish translation, text-to-speech, etc.

 Accommodations
 Available to students with disabilities or those who have 504 plans
 Ex. Braille, American Sign Language (ASL), etc. 



Which tests have these tools, supports, and 
accommodations?

 M-STEP: Universal Tools, Designated Supports, 
Accommodations

 MI-Access: Universal Tools, Designated Supports, 
Accommodations

 WIDA ACCESS for ELLs & WIDA Alternate ACCESS for ELLs: 
Universal Tools, Accommodations



Which tests have these tools, supports, and 
accommodations? Cont.

 ACT WorkKeys: Accommodations
 Accommodations that result in a National Career Readiness 

Certificate
 Accommodations that DO NOT result in a National Career Readiness 

Certificate

 SAT: Accommodations
 College Board accommodations that are approved allow for college 

reportable scores
 State-allowed accommodations DO NOT result in college reportable 

scores



Which tests have these tools, supports, and 
accommodations? Cont.

 Not all tools, supports, and accommodations are categorized 
the same way across assessments.
 Oral translation of test questions for Math

 M-STEP – Designated Support
 SAT – State-Allowed Accommodation

 Not all tools, supports, and accommodations can be used on 
the same test across both modes or across content areas. 
 Oral translation of test questions

 Allowable for M-STEP Math online and paper/pencil (1:1 ration for online 
testers, small group for paper/pencil)

 Allowable for M-STEP Science and Social Studies paper/pencil only, English 
Reader Script must be used



Do I have to apply for and record tools, supports, and 
accommodations used on tests?

 Only SAT and PSAT requires an application process for all 
accommodations used

 All tests require educators to record tools, supports, or 
accommodations used



How do I know what students can use?

 The Supports & Accommodations Table available on 
each assessment’s webpage
 This is not a menu for your IEP team
 If you have a student using a support that’s not listed, send an e-

mail to mde-oeaa@Michigan.gov so that we can review the request

mailto:mde-oeaa@Michigan.gov


What do I actually need to do in my role?

 Review the Supports & Accommodations Table
 Watch applicable videos at www.Michigan.gov/mstep
 Review additional materials
 Ensure test administrators providing scribing, etc. know about specific 

materials
 Make a list of which students need what tools, supports, accommodations
 Help coordinate practice testing for tool familiarization
 Enable supports and accommodations if needed in eDIRECT or WIDA AMS
 Assist the Services for Students with Disabilities (SSD) coordinator who 

applies for SAT or PSAT accommodations
 Order accommodated materials
 On the day of testing ensure students have all the materials they need

http://www.michigan.gov/mstep


Text-to-Speech Public Service Announcement

 Do not turn this on for a whole class, whole school, or 
whole district



Text-to-Speech and Read-Aloud Decision Guidelines

A preponderance of evidence should exist rather than a few 
marks in boxes for students.



TINA FOOTE
SECURE S ITE  ANALYST

Materials Ordering



Initial Material Orders

 Initial Material orders are done through the Secure Site
 Materials for WIDA were based on students pre-identified and the tier 

selected.
 SAT, PSAT, MI-Access FI, WorkKeys, and M-STEP standard materials are 

based on the number of students pre-identified and selected for 
paper/pencil testing (student demographic page)
 SAT, PSAT, WorkKeys based on pre-ID as of 5:00 p.m., February 13
 MI-Access and M-STEP based on pre-ID as of 5:00 p.m., February 13

 SAT and PSAT accommodations are based on applications submitted and 
approved by College Board

 WorkKeys, MI-Access and M-STEP accommodations ordered from the 
Initial Material Order page
 WorkKeys deadline 5:00 p.m., February 13
 MI-Access and M-STEP deadline 5:00 p.m., February 13



Initial Material Order



Initial Material Order



Additional Material Order

 Schools will have an opportunity to order additional 
paper/pencil materials once initial materials have arrived in 
the schools
 SAT, PSAT and additional material orders will be available through the 

Secure Site March 21 – March 28
 SAT make-up materials will be ordered through College Board

 ACT WorkKeys makeup ordering window is April 11-12
 M-STEP will be ordered through Secure Site

 Grades 5, 8 and 11 April 3 – April 24 at noon
 Grades 3, 4, 6 and 7 April 24 – May 15 at noon

 MI-Access will be ordered through Secure Site
 April 3 – May 22 at noon

 WIDA can currently now and through March 16 in WIDA AMS



Additional Material Order



Additional Material Order



PHOEBE GOHS
M-STEP TEST ADMINISTRATION AND 

REPORTING CONSULTANT

JESSICA FENBY
TEST SECURITY SPECIALIST

Administration – Before, During & 
After



What’s New in 2018



M-STEP English Language Arts (grades 3-8)

 No Performance Tasks – all grades
 Text Dependent Analysis (TDA) items at every grade
 Online Test is Computer Adaptive (CAT) and only one test 

ticket
 Paper/Pencil Test has three parts and is administered 

over two days
 For more detailed information about the ELA tests, go to 

the “Update on MDE ELA Assessments” session on 
Thursday (Feb. 15) at 10:20



M-STEP Mathematics (grades 3-8)

 No Performance Tasks – all grades
 Online Test is Computer Adaptive (CAT) and only one test 

ticket
 Paper/Pencil Test has two parts and is administered on 

one day

 For more detailed information about the Mathematics M-
STEP, go to the “Update on MDE Mathematics 
Assessments” session on Thursday (Feb. 15) at 1:00



M-STEP Science Field Test (grades 5, 8, 11)

 Required for Participation for grades 5, 8 and 11
 Aggregate Reports only
 *no Preliminary reporting for Science Field Test
 Because this is based on Field Test items, this data is not intended to 

provide proficiency information. Decisions about school improvement 
goals, curriculum, or other instructional decisions should be based on 
locally developed assessments.

 Students will receive three clusters on the Field Test
 The full test will have 6-8 clusters

 For more detailed information about the Science Field Test, go 
to the “Good News and Great News: The New Michigan 
Science Assessment” session on Thursday (Feb. 15) at 2:30.



M-STEP Social Studies (grades 5, 8, 11)

 Fixed-Form
 Two parts – grades 5 and 8; One part – grade 11

 For more detailed information about the Social Studies M-
STEP, go to the “Update on MDE Social Studies 
Assessments” session on Wednesday (Feb. 14) at 3:15



SAT/PSAT Updates

 Discontinued use of the ETS online attendance roster; schools will be able to 
create local rosters to use.

 Enhanced Nonstandard Administration Report (NAR) for SAT.
 Eliminated test center numbers (except for off-site locations).
 All shipments addressed to and returned by the test supervisor.
 Student data questionnaire and answer sheet have been combined for less 

paperwork and one less pre-ID label.
 Room and hall proctor training will be available.
 Eliminated pink test books for SAT.
 Addition of student guides for SAT.
 PSAT 8/9 test form will be disclosed this year, giving access to test questions and 

answer choices. Schools can keep these test booklets and return to students, just 
like for PSAT 10.

 PSAT questionnaire is shorter – no more questions about courses students have 
taken.

 Students are not required to supply a photo ID unless the student is unknown to 
the testing staff.



What’s New in 2018 – ACT

 Students will have 55 minutes to complete each assessment.
 The testing times and the break schedule must be observed 

exactly, even if it appears that all students have finished.

ACT WorkKeys 1.0 Titles ACT WorkKeys 2.0 Titles

Reading for Information Workplace Documents 

Applied Mathematics Applied Math 

Locating Information Graphic Literacy 



Before Testing Tasks



Schoolwide Requests Individual Student Requests

 Schoolwide: November 6, 2017 –
January 12, 2018 

 For schools who cannot test on-
site

 January 15, 2017 – May 22, 2018

 For individual students who 
cannot test on-site – homebound, 
expelled with service students

Off-Site Testing Request – M-STEP, MI-Access, Early 
Literacy and WIDA

• Survey at: https://baameap.wufoo.com/forms/offsite-test-administration-
request-spring-2018/

• A link can also be found on the M-STEP webpage (www.michigan.gov/mstep)

https://baameap.wufoo.com/forms/offsite-test-administration-request-spring-2018/


ACT WorkKeys SAT, PSAT 10, PSAT 8/9

Off-Site Testing Request – College Board and ACT

 The window to 
request an off-site 
test administration 
was:

10/24/2017 –
12/15/2017

 There is no longer an approval 
process for off-site testing.  

 Schools must ensure the 
security of the test books 
during transit to and from the 
test site.  

 More information can be found 
in the Test Coordinator 
Information Manual, page 7.
 https://www.act.org/content/da

m/act/secured/documents/pdfs/
state-district-test-coordinator-
paper-test.pdf

https://www.act.org/content/dam/act/secured/documents/pdfs/state-district-test-coordinator-paper-test.pdf


PR EPA R I N G  ST UDEN TS

T EST  S EC UR I T Y

STA F F I N G

RO O M  S E T UP

OT HE R  CO N S I D E R AT I O N S

Preparing Staff and Students



Preparing Students: Tutorials

 M-STEP Student Tutorials (Including MI-Access and Early 
Literacy & Mathematics)

http://assets.drcedirect.com/States/MI/Tutorials/Student/20170113/index.html


Preparing Students: OTTs

 Link to OTTs (Chrome Browser): 
https://wbte.drcedirect.com/MI/portals/mi

https://wbte.drcedirect.com/MI/portals/mi


Preparing Students: Sample Items



Spring 2017 M-STEP Survey Results

37%

58%

2%

3%

Strongly Agree

Agree

Disagree

Strongly Disagree

STUDENTS FOUND THE ONLINE TOOLS HELPFUL IN PREPARING 
FOR THE M-STEP



Preparing Students – College Board

 Free Khan Academy, full length free SATs (www.satpractice.org)
 Assistive technology: 

https://collegereadiness.collegeboard.org/sat/practice/full-
length-practice-test-assistive-technology

 Full-length practice tests, 2 free:
https://www.collegeboard.org/students-with-disabilities/after-
approval/taking-sat-accommodations

 Practice tests for Braille and large print: 
SSD Customer Service, 212-713-8333 or 
ssd@info.collegeboard.org 

 For more information, attend the What Tools are Available to Help 
Student Succeed in High School and Prepare for College session on 
Wednesday (Feb 14) at 3:15.

http://www.satpractice.org/
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations


Preparing Students – ACT WorkKeys

 Visit  ACT WorkKeys Preparation for information on
o The curriculum
o Preparing for the tests (including FREE sample items 

and practice tests)
o The National Career Readiness Certificates (NCRCs)
o Understanding their scores.

 https://www.act.org/content/act/en/products-and-
services/workkeys-for-
employers/assessments/preparation.html

https://www.act.org/content/act/en/products-and-services/workkeys-for-employers/assessments/preparation.html
https://www.act.org/content/act/en/products-and-services/workkeys-for-employers/assessments/preparation.html


Preparing Staff: Administration
Training

 



Preparing Staff: Test Security

 Assessment Integrity Guide and Training

 The Assessment Integrity Guide states that all staff who 
participate in a state assessment or handle secure 
assessment materials must be fully trained in assessment 
integrity, roles and responsibilities, and the test 
administration manual. 



Assessment Integrity Guide

Section Summary

Prevention of Testing Irregularities Standards for assessment integrity and security aspects 
of the design, development, operation, and 
administration of paper/pencil and online state 
assessments used to prevent irregularities from 
occurring.

Detection of Irregularities Procedures for monitoring and detecting testing 
irregularities and maintaining the integrity of the state 
assessment.

Follow Up Investigations Self and Independent investigations used to determine 
if security and validity of the state assessment were 
maintained during test administration.

Remediation Resolution to allegations and irregularities in test 
administration.



Assessment Security Training

This four module training series can be used 
as a supplement to your regular district 
training to help your staff and school 
understand the importance of test security 
before, during, and after test administration.

Register at:  
http://bit.ly/MDEAssessmentSecurity



Assessment Security Modules

 After completion of the four modules participants participate in a 
comprehensive test and can earn a certificate of completion.



Secure Materials

 All secure materials must be kept in a locked storage area that is 
only accessible to the Building Assessment Coordinator. This 
includes before and after testing.

 M-STEP and MI-Access secure materials include:
 Test booklets
 Used answer documents
 Test tickets
 Used scratch paper/graph paper
 Accommodation materials
 Listening Scripts and CDs
 Picture Cards

 Information regarding secure materials for WIDA, SAT/PSAT, and 
ACT WorkKeys are available in their respective Test Administration 
Manuals.



Preparing Staff: Staffing
for M-STEP, MI-Access, WIDA, and Early Literacy

 Test Administrators (TAs) should be selected from the 
highest possible ranking from the following list. If a school 
has exhausted the availability of persons in category “1”, 
it should select staff in category “2” and so on. 
1. Licensed teachers or licensed educational administrators 

employed by the school district
2. Paraprofessionals or non-licensed administrative personnel 

employed by the school district (WIDA Exception: these staff members 
cannot be funded by Title III funds to administer the test)

3. Licensed substitute teachers who are employed by the district for 
the purpose of administering the test

Michigan Department of Education (2016). Assessment Integrity Guide



Preparing Staff for WIDA

 All coordinators and test administrators need a wida.us 
account

 This secure account provides access to online training 
modules and associated quizzes to become certified to 
administer WIDA assessments



Preparing Staff for College Board

 The staffing needed for test day depends upon the size of 
the cohort testing, the number of testing rooms, and the 
number of students in each room.

 In addition to MDE guidelines on the prior slide, 
 College Board guidelines, test day staff cannot 

Have children or members of their household taking the 
same assessment(s) the student is taking on that date in any 
location.

be employed by an outside test-prep company.
have taken the SAT within 180 days of the administration 

date.



Preparing Staff for College Board

• Every testing room needs 1 
associate supervisor.

• Unless your school tests only a 
few students, you will need 
additional staff to assist the 
supervisor. 

• For rooms with more than 34 
students, assign additional 
proctors to help.



Preparing Staff: Training – College Board

• Online SAT and PSAT Supervisor Training is provided 
through the College Board Professional Account 
(see slide 25 for additional information on accessing the 
training) 
• Approximately 45-60 minutes to complete, broken up 

into modules
• Content includes activities for before, during, and after 

test day.  Includes details on both standard and 
accommodated testing rooms.

• Mandatory for all new SAT test supervisors or anyone 
who did not complete last year.  



Preparing Staff: Training – College Board

• SSD coordinator training is available, but is the 
same as the SAT test supervisor training

• Associate supervisor training will focus on their 
role in administering the test on test day.

• Proctor training webinar will be available for 
supervisors to show to proctors and hall proctors. 

• Test day training for PSAT test supervisors will be 
also available.

• Optional, but recommended.



Preparing Staff: Training – ACT

 Information on selecting and training testing staff can be 
found in the Test Coordinator Information Manual 
starting on page 14. 
 Access the manual from the ACT state website at 

www.act.org/stateanddistrict/michigan
 It is located in the Preparation stage.

http://www.act.org/stateanddistrict/michigan


Preparing Staff: Staffing – ACT



Preparing Staff: Testing Environment

 Quiet, orderly, have adequate lighting and ventilation 
conducive to testing

 Seating arranged to discourage any sharing of responses
 All content-related posters or classroom displays must be 

removed or covered. 
 Do Your Best! Or other encouragement posters are permitted
 MDE-Approved INSIGHT Tools poster may be displayed – but NOT at 

student desks or computers.
 “Test-Taking Tips”, word lists, maps, Math formulas, and any other 

content is prohibited and must be covered or removed.



Cell Phone Policy
for M-STEP, MI-Access, and WIDA

 Assessment Integrity Guide (p. 15, AIG) “At a minimum, 
these devices must be powered off and stored away from 
the students’ work area at all times during a test session.”

 Student should be informed of the policy before testing; 
accessing any device during testing constitutes a 
prohibited behavior and the student’s test results for that 
test will be invalidated.



Cell Phone Policy – ACT

 ACT  prohibits the use of cell phones and electronic 
devices  

 Examinees may not handle or access a cell phone or 
electronic device at any time in the test room or during 
breaks. This includes smart watches, fitness bands, and 
any other devices with recording, internet, or 
communications capabilities.

 All devices, including cell phones and wearable devices, 
must be turned off and placed out of sight.



Cell Phone Policy – College Board

 The College Board’s prohibited aids include, but are not 
limited to (unless approved as an accommodation):
Mobile phones, smartphones, smartwatches, or 

other wearable technology
 Access is not allowed once opening scripts have been 

read 
 This includes breaks

 (The only exceptions are for College Board–approved 
accommodations or State Allowed Accommodations 
(SAAs) for particular testing aids.)



Preparing Staff: Sample Seating Chart
for M-STEP



Sample Seating 
Plans – College 
Board
See page 19 of the SAT 
Supervisor Manual for 
complete details.

All manuals are located on 
the MME website at 
www.michigan.gov/mme



Sample Seating Chart - ACT

 ACT WorkKeys

See the Test Coordinator 
Information Manual page 7 for 
additional details.

• Average 15 - 30 
standard-time 
examinees in each 
room

• Arrange seating so 
there is a minimum of 3 
ft. between examinees



Real-World Scenario

 A student has a documented medical need to access a 
cell phone during testing – an example is for students 
who are diabetic and the student’s cell phone displays 
and monitors the student sugar levels.

 There are two options for how to address this situation:
 Test the student in a one-on-one proctored session so the student is 

supervised throughout the test
 Place the student cell phone on the Test Administrator desk for 

monitoring during testing.



GET TING STARTED

DURING THE TEST ADMINISTRATION

ENDING A TEST SESSION OR PART

Administration



Getting Started with M-STEP: Online Administration

 Online Test Directions
 Online Test Directions are by grade
 Preview the Test Directions before administering the test

 Test Tickets 
 Secure Material – be sure to collect these after testing
 Students may only have one test ticket at a time. Test Directions 

must be read if students are to start another session
 Accommodations that are available on INSIGHT are printed on the 

test ticket, but any other accommodations are NOT listed. Be sure 
you are aware of accommodations before administering a test



Getting Started with M-STEP and MI-Access: 
Paper/Pencil Administration

 Test Directions
 Paper/Pencil Test Directions are by grade
 Preview the Test Directions before administering the test

 Answer Documents
 Be sure the Barcode Labels are affixed to each student’s Answer 

Document in the space provided
 If necessary, barcode labels can be printed from the Secure Site
 Accommodations and Supports should be completed by a Test 

Administrator or Building Coordinator ONLY

 Test Booklets



M-STEP Scratch Paper and Calculators

 Scratch Paper
 Secure Material – be sure to collect these after testing

 Calculator
 Grades 3, 4, and 5: NO Calculators are allowed for any students –

including students with accommodations. 
 Grades 6, 7, and 8: 

 NO Calculators are allowed for any students on Part 1 of the 
paper/pencil Math assessment

 OL: Calculators are embedded into the assessment. Handheld 
calculators are available as an accommodation for students with 
documented IEPs or 504 plans. 

 P/P: Calculators are allowed for Part 2 for all students. 



SAT/PSAT Calculator Policy and Guidelines

General policies are as follows:
 All questions can be answered without a calculator.
 College Board recommends that students bring and use 

a calculator, preferably one they are familiar with, on the 
Math Test – Calculator portion of the SAT or PSAT. A scientific 
or graphing calculator is recommended.

 Students should supply their own calculators. If your school 
provides calculators, be sure that students are familiar and 
comfortable with how to use them.

 Students may also bring acceptable backup calculators in 
case their primary calculator or batteries fail, but they need 
your permission to use them.

 Students may not share calculators. 



ACT WorkKeys – Calculator Policy

 Calculators may only be used on the Applied Math test.
 Calculators cannot be shared during the test.
 Examinees may use any 4-function, scientific, or graphing calculator not on the 

prohibited list (see below.) 
 Entire calculator policy is posted on the ACT hosted Michigan WorkKeys website in 

the Administration stage including the list of prohibited calculators.

 www.act.org/stateanddistrict/michigan

http://www.act.org/stateanddistrict/michigan


WIDA Scratch Paper Policy

 Scratch paper can be used for all domains
 Speaking: NOT advised that students write out their 

responses in advance of answering



College Board – Photo ID Policy

 Students are required to supply a valid photo ID only if 
the student is unknown to the testing staff.

 Page 58 of the SAT Supervisor Manual provides the 
complete Photo ID Requirements.
(www.michigan.gov/mme)



During the Test Administration

 Active Monitoring
 Unobtrusively move through the room during testing
 Maintain an unobstructed view of all students
 Full attention should remain on testing at all times
 Avoid distracting behaviors:

 Conversations with other staff
 Reading books or newspapers
 Eating
 Working on a computer or phone
 Grading papers

 Video Surveillance Cameras
 For safety and security, these are allowed during the test session. Cameras 

should be directed away from test items. Recordings of test sessions must 
be deleted as soon as possible.



Ending a Test Session or Part
for M-STEP, MI-Access FI, and Early Literacy

 Online schools
 Collect all test tickets, test rosters, scratch paper and graph paper 
 Be sure students exit the testing engine

 Paper/Pencil Schools
 Collect test materials individually (do NOT pass down rows)
 Verify that each student has turned in both the Answer Document 

and Test Booklet
 Return secure materials



Real World Scenario

 A student has left the room with scratch paper.
 What should you do?

 Notify the Test Coordinator immediately
 Locate the missing scratch paper if possible
 Determine if test security was compromised
 Create an incident report



ENSURING ALL  STUDENTS HAVE TESTED

HANDLING TEST MATERIALS

RETURN OF PAPER/PENCIL  MATERIALS

After the Test Administration



Have all students tested?
for M-STEP, MI-Access, and Early Literacy

 Online Schools:
 In eDIRECT, go to Manage Test Sessions
 Search for your school’s sessions, and then select “Status Summary”

 The Status Summary will show the number of students not started, 
in progress, and completed for each content area and test session.



Handling Test Materials: Online
for M-STEP, MI-Access, and Early Literacy

 Secure materials to destroy:
 Test Tickets
 Test Rosters
 L1 Glossaries
 Used Scratch Paper/Graph Paper



M-STEP and MI-Access Handling Test Materials: 
Paper/Pencil

 Secure materials to return:
 Used Answer Documents
 Unused ELA/Mathematics 

Answer Documents
 Used Orange Special 

Handling Envelopes
 Used and unused Test 

booklets
 ELA Listening CDs and Scripts
 Accommodated versions
 Picture Cards and Cover 

Sheet
 Audio CDs

 Secure materials to destroy
 L1 Glossaries
 Used Scratch paper/graph 

paper
 Unused science and social 

studies answer documents
 P/SI Scoring Documents
 Unused Orange Special 

Handling Envelopes

Keep: Signed Security Compliance forms for 3 years



ACT WorkKeys Handling Test Materials: Paper/Pencil

 Materials to Return
 Processing envelope with Testing Staff List, Test Administration 

Forms, Pre-printed site header, and Answer documents
 If applicable, also include Student Identification Forms, Large Type 

Worksheets, Reader, Interpreter, and Transcriber Agreements, 
Irregularity Report, Voided or Replace Answer Documents

 Used and Unused Test Booklets and Accommodations Forms
 Translated Test Directions

 Materials to destroy
 Administration manuals
 Unused Answer Documents
 Unused student barcode labels



SAT/PSAT Handling Test Materials: Paper/Pencil

 Navigate to the MME website at www.michigan.gov/mme
 Locate the SAT Supervisor Manual under the SAT (College Entrance 

Assessment) heading
 See pages 50-51 of the manual for complete details

http://www.michigan.gov/mme


WIDA Handling Test Materials: Paper/Pencil

 Secure Materials to Return
 Test Administrator’s Script
 Student Storybook
 Student Response Book
 Activity Board
 Cards and Card Pouch
 Listening and Speaking CD
 Speaking Test Booklet
 Student Test Booklet
 Human Reader Accommodation 

Script
 Large Print Test Materials
 Braille Test Materials

 Secure Materials to Destroy
 Unused labels
 Scratch paper



Paper/Pencil Return of Materials
Deadlines

M-STEP MI-Access WIDA SAT/PSAT ACTWorkKeys

Gr 5, 8, 11: 
May 2, 2018

May 30, 2018 March 30, 2018 April 26, 2018 May 3, 2018

Gr 3, 4, 6, & 7: 
May 23, 2018

Each assessment has detailed information regarding how to return 
materials in their respective Test Administration Manuals. Be sure 
to follow these directions.



COMMON PROBLEMS
INCIDENT REPORTS

Common Problems and What to 
Do



Common Problems
for M-STEP, MI-Access FI, Early Literacy, and WIDA

 Online Session Locked
 If 5 or fewer questions have been answered, contact the Call Center 

at 1-877-560-8378 and select Option 2
 If more than 5 questions have been answered, an Incident Report is 

required

 Student becomes ill/parents remove student during test
 Online: Pause and Exit; then resume with the original test ticket in a 

makeup session
 Paper/Pencil: Collect materials and flag last question, resume testing 

in an individual one-on-one proctored makeup session, submit an 
Incident Report



Common Problems
for M-STEP, MI-Access FI, Early Literacy, and WIDA

 INSIGHT disconnections, not advancing, or other 
technical error
 Contact your local tech support first
 If tech support cannot resolve the problem, the Technology 

Coordinator should contact DRC Customer Support and the District 
Coordinator submits an Incident Report



Incident Reporting for M-STEP, MI-Access FI, WIDA, 
and Early Literacy and Mathematics

 If any testing irregularity occurs, the District Coordinator 
must report to the Office of Educational Assessment and 
Accountability as soon as possible

 The M-STEP Test Administration Manual has detailed 
information regarding how to submit an Incident Report 
in Appendix C, pages 89-99; each assessment TAM will 
have information specific to the assessment.

 The Secure Site Training page also has detailed 
information about how to access and use the Secure Site 
Incident Reporting Tool at www.michigan.gov/baa-secure.

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


Incident Reporting for ACT WorkKeys

 Refer to the ACT WorkKeys Administration Manual page 
30 for instructions on completing and returning the ACT 
WorkKeys Testing Irregularity Report.
 www.act.org/stateanddistrict/michigan

http://www.act.org/stateanddistrict/michigan


Incident Reporting for SAT and PSAT

 Refer to the applicable Michigan Supervisor Manual for 
instructions on completing and returning the Supervisor’s 
Irregularity Report (SIR)
 www.Michigan.gov/mme

http://www.michigan.gov/mme


Examples of “Testing Irregularities”

 Student becomes ill and goes home before completing a 
test

 Building emergency during the test session
 A student is not provided assigned accommodations, OR 

a student is provided accommodations that are not 
assigned.

 Student Prohibited Behavior during the test session



Incident Reporting Tool 
for MDE developed assessments

Sample ISD (12345) Sample School District (12345) Sample School (12345)



Incident Report



Round Table Discussions



Questions?
For questions related to 
each topic, see the listed 
MDE staff.

 MI-Access: John Jaquith and Dan Evans
 IEP or 504 Questions: John Jaquith
 Supports & Accommodations and 

WIDA: Jennifer Paul 
 M-STEP: Phoebe Gohs
 Early Literacy & Mathematics 

Benchmark Assessment: Tim Tahaney
 MME: Diby Kouadio, Kate Cermak
 SAT/PSAT: Sarah Thaler
 Secure Site: Tina Foote
 Online Testing and Test Security: Pietro 

Semifero and Jessica Fenby
 Something else? Kate Cermak



TINA FOOTE
SECURE S ITE  ANALYST

Accountable Students and Test
Verification

 



Accountable Students & Test Verification

 Verification of Enrollment for Accountability Purposes
 The last opportunity to verify and update student enrollment and 

demographics in the Michigan Student Data System (MSDS)
 Students enrolled in the school in MSDS and will be included in 

accountability calculations
 SRMS can update MSDS after the spring general collection through 

the designed window provided by our office (after testing) for 
assessment and accountability reporting

 Check for homeschooled and nonpublic school students on the list
 Homeschooled students must have a residency code of 07 or 15 in MSDS 

to be excluded from accountability
 Nonpublic school students must have a residency code of 04 or 08 in 

MSDS to be excluded from accountability



Verification of Enrollment for Accountability

 Verification of Enrollment for Accountability Purposes
 Accountable Student Groups

 Demographic groups used for accountability and assessment reporting
 Click on links to drill down to student list
 Student list is filtered for you

 Accountable Students and Demographics
 Full list of students
 Can filter to review



Verification of Enrollment for Accountability

 Student demographics
 English learner (EL) previously known as LEP – student is identified 

in an EL program in MSDS 
 Students are EL for the full school year. When exited from EL, the 

student would no longer be EL the following year but will be formerly 
English learner (FEL)

 WIDA ACCESS for ELLs is a test for EL students only - if student is not 
marked as EL in MSDS, the test will be invalidated



Verification of Enrollment for Accountability

 Special Education (SE) – student is identified in a SE program in 
MSDS
 This includes speech
 WIDA Alternate ACCESS for ELLs (ELs with disabilities) and MI-Access 

test is for special education students only, so if a student is not marked 
as SE in MSDS, the test will be invalidated

 Economically Disadvantaged (ED) – student is identified in one of 
the four categories (will remain ED for a full school year):
 free/reduced lunch
 Migrant
 homeless
 included in direct certification file from the Department of Health and 

Human Services



Verification of Enrollment for Accountability

 Homeless (HL) – student is identified in MSDS as homeless and will 
remain homeless for the full school year

 Migratory Status (MS) – updated in the Michigan Migrant Education 
Database System (MEDS) and loaded to MSDS and pulled from 
MSDS



Accountable Student Groups



Accountable Students & Demographics



Accountable Students & Test Verification

 Verification of Answer Documents
 Only opportunity to report missing tests (online and paper/pencil 

test)
 Only opportunity to review tests marked prohibitive behavior (PB) 

and nonstandard accommodated (NS) and appeal
 Issues are submitted from the Secure Site
 Know who tested and who did not test (and why) beforehand
 Have access to seating charts



Verification of Answer Documents



Verification of Answer Documents

 Verification of Answer Documents
 Missing Tests

 Students that took at least one test but missing one or more
 Not available for SAT, WorkKeys, PSAT – only one answer document

 Submit a missing test issue for those that were taken but missing (online 
and paper/pencil)

 Must attach the seating chart showing the student was in attendance for 
testing 

 If test was not taken, submit a Not Tested reason
 Prohibited Behavior

 Test was marked with a prohibited behavior
 Have a list of students available that were marked with a prohibited 

behavior
 Appeal prohibited behavior it is marked in error



Verification of Answer Documents

 Verification of Answer Documents
 Nonstandard Accommodations

 Test was marked with a nonstandard accommodation
 Have a list of students available that used a nonstandard 

accommodation
 Appeal nonstandard accommodation if it is marked in error

 Alternate Assessment Received Not SE
 Students taking the MI-Access and WIDA Alternate Access must be 

identified as special education in MSDS or test will be invalidated



Verification of Answer Documents

 Out of Level
Student grade compared from MSDS and test taken
 If MSDS is incorrect, it can be corrected
 If the grade level tested is incorrect, the test will be 

invalidated
 Answer Documents Received

Full list of answer documents received
Verify all students are listed
 Important to verify all students that tested are listed!
Submit a missing student issue



Accountable Students & Test Verification

 Answer Document Issues
List of answer document issues that have been submitted 

for the school
Review the status and comments

 Answer Document Appeals
List of appeals for prohibited behavior and nonstandard 

accommodation appeals that have been submitted
Review the status and comments

 We cannot identify all possible issues. Review carefully.



Verification of Not Tested

 Verification of Not Tested
 Possible accountability exemption and required federal reporting
 Have teachers keep track of reasons students did not test

 Can use the download Pre-ID Student Report
 Have medical documentation ready
 Family vacations – absent
 Students suspended – required to test
 Administrative Error – data that could have been fixed in MSDS 

(such as student exit date), misunderstood if a student needed to 
test



Verification of Not Tested

 Enter MI-Access S and P alternative social studies test
 No MI-Access for grade 12 students
 For mixed M-STEP and FI students, if IEP states a student was to take 

a science test but science is no longer available in that grade, submit 
as MI-Access student

 If a reason is not entered, it will be defaulted to “absent” for 
accountability reporting.



Accountable Students & Test Verification Task List



Secure Site Support

 www.Michigan.gov/securesitetraining
 Documentation

 Email mde-oeaa@Michigan.gov
 Call 877-560-8378, select option 3

 For more detailed information about accountability 
related topics, go to the MDE Accountability Update 
session on Thursday (Feb 15) at 2:30

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



MDE Reporting 
Systems

 Dynamic Score Reporting System
 MI School Data – Mischooldata.org
 MI-Learn – Pilot program



Dynamic Score Reporting Site

For more information about the 
reports available in the Dynamic 
Score Reporting Site, go to the M-
STEP (and MI-Access and Early 
Literacy & Mathematics 
Benchmark) Reporting Overview
session on Thursday (Feb. 15) at 
2:30.



MI School Data

For more information about MI School 
Data, go to the Overview of MI School 
Data Reporting session on Thursday (Feb. 
15) at 1:00 pm.



MI-Learn (Pilot Program)

For more 
information about 
MI-Learn, go to 
the Overview of 
MI-Learn 
Assessment 
Reporting System 
for Students, 
Parents, 
Educators session 
on Wednesday 
(Feb. 14) at 10:20 
am.



College Board K-12 Reporting Portal

Educators can access scores for the College Board suite of 
assessments through the K-12 Reporting Portal. 

See the College Board 
Michigan website for
more information:
https://collegereadiness.
collegeboard.org/
state-partnerships/michigan

.

https://collegereadiness.collegeboard.org/state-partnerships/michigan?excmpid=MTG308-AL-1-mat
https://collegereadiness.collegeboard.org/state-partnerships/michigan?excmpid=MTG308-AL-1-mat
https://collegereadiness.collegeboard.org/state-partnerships/michigan?excmpid=MTG308-AL-1-mat


ACT Reports

 Information on ACT 
score reports is located 
on the ACT Michigan 
website under the 
Interpretation stage.

 www.act.org/
stateanddistrict/michigan

http://www.act.org/stateanddistrict/michigan


WIDA AMS

 Educators can access pdf reports in WIDA AMS
 For more information about the reports available, please 

refer to the WIDA AMS User Guide at wida.us 

https://www.wida.us/assessment/AMS/WIDA_AMS_User_Guide_2017.pdf
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Resources Available



Test Administration Manuals

 Include information about:
 Test Administration Policies: Scratch Paper, Calculators, Supports & 

Accommodations, Call Center, Incident Reporting, Security
 Responsibilities and Checklist of Tasks for each role



High School Manuals



Secure Site Trainings
www.michigan.gov/securesitetraining



Assessment Webpages

 Each assessment has its own page:
 M-STEP: www.michigan.gov/mstep
 MI-Access: www.michigan.gov/mi-access
 MME: www.michigan.gov/mme
 WIDA: www.michigan.gov/wida

 Each assessment page follows the same organization:
 What’s New
 Current Assessment Administration
 Student Supports and Accommodations
 Content Specific Information
 Professional Development
 Reporting
 General Information
 Parent/Student Information

http://www.michigan.gov/mstep
http://www.michigan.gov/mi-access
http://www.michigan.gov/mme
http://www.michigan.gov/wida


Stay Informed

 Sign up to receive weekly 
Spotlight issues to stay up-
to-date on all assessment-
related issues at: 
www.michigan.gov/mde-
spotlight

 You’ll find:
 Date Reminders
 Assessment Task reminders
 Administration Updates
 Report Information
 Much more!

http://www.michigan.gov/mde-spotlight


Make a Plan!

 Which resources will you need and use when you get 
back to your school or district?

 Which resources will you share with a colleague who is 
not here today?

 What are the three most important things from this 
session that you will report back to your colleagues and 
coworkers?
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