
   
     

 
   

 
    

   

            
          

         

             
  

2022 M-STEP Administration 
Training for Building and District 
Assessment Coordinators 
Chapter One: Before Testing 

Phoebe Gohs 
M-STEP Administration & Reporting Consultant 
Michigan Department of Education 

Welcome to our Spring 2022 M-STEP Administration Training for Building and District 
Assessment Coordinators training series! This chapter will review important information 
and tasks that need to be done Before testing. 

I am Phoebe Gohs, the M-STEP Administration and Reporting Consultant for the Michigan 
Department of Education. 
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Objectives 

         

   
    

  
   

   
     

               
              
                  

            

               

             

      

                  
 

• What’s new in 2022 

• In Case You Missed It 
• OEAA Secure Site 

• DRC INSIGHT Portal 
• Student Supports and Accommodations 

• Preparing Staff & Students for M-STEP 

M-STEP Administration Training for Building and District Assessment Coordinators Spring 2022 

I am going to begin this training session by introducing everything that’s new for the M-
STEP in 2022. We understand that people may have had different roles or responsibilities 
over the past couple of school years, so we have an In Case You Missed It section that 
covers the things that are relatively new over the past couple of years. 

Next, I will review the tasks that need to be done in the OEAA Secure Site. 

Then, we will review the tasks that are done in the DRC INSIGHT Portal. 

Student Supports and Accommodations will be discussed. 

And then, I will end by discussing what needs to be done to prepare staff and students for 
the M-STEP. 
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What’s New 

M-STEP Administration Training for Building and District Assessment Coordinators Spring 2022 

We will start by going over things that are new for the 2022 administration. 
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Testing  Window  Update 

      

Online   Testing Grades 
 3  (mathematics only), 

 4,  5, 6,   7, 8,  11 

 Grade  3  Online ELA 
 and  all grades 

 Paper/Pencil Testing 

 6-week window  4-week window 

April   11-May  20, 2022 April   11-May  6, 2022 

        
           

     

                 
               

                 
           

                
               
    

                
                

              
      

              
             

Paper/pencil testing is now a testing window; there are 
no specific dates for testing or makeup testing. Students complete their 
test within established test window dates. 

Spring 2022 M-STEP Test Administration Training Spring 2022 

The first thing to discuss is the update to the testing windows. There are changes for both 
online and paper pencil testing. First, for online testing, there is just one 6-week test 
administration window for grade 3 – math only – and all content areas for grades 4, 5, 6, 7, 
8, and 11. That window is April 11 to May 20, 2022. 

Then there’s a four-week window, and that applies to grade 3 online ELA, and all grades 
and content areas of paper pencil testing. That four week window also starts on April 11 
but ends on May 6. 

Grade 3 online ELA has the four-week window so that student scores are available to meet 
the requirements of the Read by Grade 3 legislation. All grade 3 ELA scores must be 
complete in order for the preliminary scale score calculations and CEPI parent letters to be 
sent according to the legislatively required timeline. 

Paper pencil testing no longer has specific test dates and makeup dates; students testing 
paper pencil can complete their test on any school day within the four-week window. 
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Test  Monitoring  Application 

      

      
       

   

   

        
 

   

       
      

     
    

                 
             

     

                 
                

                
               

                 
                

                
               

               

                 
                   

               
                

Use of the Test Monitoring Application 
is optional for each session. Under the 
Test Monitoring Dropdown, select: 

1. None: no code entry 

2. Optional: a code may be entered but is 
not required 

3. Required: code is required 

If using optional use, then Restricted Access 
Dropdown selection should be “False”; if 
using required, then Restricted Access 
Dropdown selection should be “True”. 

Spring 2022 M-STEP Test Administration Training Spring 2022 

The next thing that’s new this year is the Test Monitoring Application. This is a new feature 
in the DRC INSIGHT Portal where Test Administrators can monitor student progress through 
the test during the test administration. 

This is an optional feature, so when setting up your test sessions in the DRC INSIGHT Portal 
you will see the two new menus that are highlighted here. There is the Test Monitoring 
menu and Restricted Access menu. Test Monitoring can be set to None – so there would be 
no code entry, Optional – where a code may be entered but isn’t required, or Required, 
where a student would not be able to access the test until they inputted the correct code. 
Restricted Access field can be set to false or true. False means students proceed directly to 
the test once the monitoring code is entered; True can only be selected if the Test 
Monitoring selection is Required, and this selection means that students will be placed in a 
waiting room after entering the Test Monitoring code until they are approved to enter the 
test. 

The way this looks for students is that on the Welcome page of the test where students 
verify their name and date of birth, there is a box to input the code if either Optional or 
Required are selected for the test session. The Test Administrator has to have access to the 
DRC INSIGHT Portal and get the code to start the test from the DRC INSIGHT Portal. 
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We discuss the access requirements to the DRC INSIGHT Portal later in this presentation 
when we discuss the DRC INSIGHT Portal in more detail. 
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6 Spring 2022 Spring 2022 M-STEP Test Administration Training 

Test  Monitoring  Application 

This is what the Test Monitoring Dashboard looks like during the administration. The Test 
administrator can view student names, which assessment they are logged into, and they 
can view their navigation and progress through the test for fixed form tests. Science and 
social studies are fixed-form tests, and some accommodated versions of the ELA and 
mathematics tests are fixed form. For computer adaptive ELA and mathematics tests, the 
progress column displays “NA”. This is because the adaptive tests do not have the same 
quantity of items for all students and items are delivered based on student prior responses; 
it cannot be determined ahead of time. 
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Multiplication Table Guidance   

      

        
         

     

           

         
           

           
              

              
   

               
                 

           
      

            
           

             
              

  

             
               

     

• Before requesting the Multiplication Table for mathematics, schools 
and districts must use the Multiplication Table Guidance document 
on the M-STEP web page 
(https://www.michigan.gov/documents/mde/Multiplication_Table_Guidance_1_746034_7.pdf) 

• There are ten questions to guide decision-making prior to submitting the 
request. 

• A preponderance of evidence must exist to receive this support. 
• Tests may be flagged for review for inappropriate use of this support 

• OEAA monitors the use of Accommodations to ensure students who receive 
Accommodations have an IEP or 504 plan in place and are assigned appropriately, based 
upon need. If Accommodations are misused, it could result in invalidation of results and 
building/district monitoring from OEAA. 

Spring 2022 M-STEP Test Administration Training Spring 2022 

There is a new multiplication table guidance document on the M-STEP web page. You can 
follow this link, or go to www dot Michigan dot gov slash MSTEP and go to the Supports 
and Accommodations section. As a reminder, the multiplication table accommodation is 
available for grades 4 through 7 only. 

Before requesting the multiplication table as an Accommodation to use with the 
mathematics assessment, download and review the document. There are questions that 
the IEP team needs to answer that will guide decision-making before submitting the 
request for the Multiplication Table. There should be a preponderance of evidence prior to 
requesting this Accommodation. 

OEAA monitors the use of accommodations and may flag tests for over-use or over-
assignment of this Accommodation so be sure to follow this process if you are deciding 
whether to use the multiplication table. 
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M-STEP  Mathematics:  Arabic  and  Spanish  Glossary 

      

          
  

       
           

          

         
     

        

              
                

   

                
              

           

Online test now has Arabic and Spanish Glossary available as 
a Designated Support 
• Must be assigned in the DRC INSIGHT Portal 
• These are useful for students who are learning English and have 

literacy in their first language and intermediate to high English 
proficiency 
• Selected English words on each test question and the corresponding 

Arabic or Spanish translation is provided 
• Not all words in a test question are translated 

Spring 2022 M-STEP Test Administration Training Spring 2022 

Mathematics online tests now have a Spanish and Arabic glossary available as a Designated 
Support. It has to be assigned in the DRC INSIGHT Portal before printing test tickets, like all 
Designated Supports and Accommodations. 

These are intended to be used for students learning English who have literacy in their first 
language plus intermediate to high English proficiency. Not every word on a test is 
translated, just selected words on each item are provided in the glossary. 
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Paper/Pencil  Testing  Braille  Forms 

      

     
   
      
   

       
   
          
          

                 
               

                  
       

                 
                  

               
               

                
          

                
                

                 
         

                 
                   

Science, Social Studies, Grade 5 Mathematics: 
• Form 1: General Form 

• Form 88: Braille Form (unique this year) 
• Form 2: Emergency Form 

English Language Arts, Mathematics (except grade 5 mathematics) 
• Form 1: General Form 

• Form 2/88: Emergency and Braille forms. All students using the 
Form 88 Test Booklet must use the Form 2/88 Answer Document 

Spring 2022 M-STEP Test Administration Training Spring 2022 

If you have any students testing with the Braille paper pencil test, this year there are some 
changes to the forms. This is important because students have to use the correct Answer 
Document with the Braille form of the test; we call the Braille form “Form 88” so they both 
mean the same thing: Braille and Form 88. 

When you order a Braille kit, you will get the correct Answer Document along with the kit 
so as long as you are using the Answer Document that came with the kit you will be good. 

But for Science, Social Studies and grade 5 Mathematics, there are three unique forms of 
Answer Documents: There’s Form 1, which is the general form, Form 88, which is the 
Braille form, and Form 2, which is the Emergency Form. If any students use the Enlarged 
Print test booklet, that goes with the Form 1 Answer Document. 

For all grades ELA and Mathematics except grade 5, there are two forms of the Answer 
Documents: Form 1 that goes with the general form or the Enlarged Print test booklet, and 
Form 2 and Form 88 are the same document. You use the Form 2/88 Emergency and Braille 
Answer Document with the Braille and Emergency test booklets. 

Again, as long as you are using the Answer Document that came in the Braille Kit, this 
should be all sorted out for you. But you should be aware that you need to be careful about 
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           which answer document students use that go along with the test booklet. 
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In  Case  You  Missed  It 

Spring 2022 M-STEP Test Administration Training Spring 2022 

This next section is going to discuss things that have been added over the past couple of 
years, in case you missed anything during the pandemic school years. 
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11 Spring 2022 Spring 2022 M-STEP Test Administration Training 

Test  Administration  Important  Dates 

First, there are three ways you can get the Important Dates; PDFs, an excel spreadsheet 
that includes all assessment programs, or a Google calendar link. These are all available for 
all statewide summative assessment programs. You can select which Google calendars you 
want to add, you can filter the excel spreadsheet, or you can use the PDFs for the program 
you are working on. These are all available from the M-STEP web page—www dot Michigan 
dot gov slash MSTEP—select the button at the top of the page, shown here by the red 
arrow. 
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Everything that a Test Administrator needs to know about the test
administration process is in the Test Administrator’s Directions
and Manuals. TAs are not required to read the Test Administration
Manual (TAM) 

 

           
        

           
 

     
     

       
     

     
     

        
    

        
     

           
               
  

            
             

            

                
        

Online Test Administrator’s Directions and Manual 
Online Test Directions are by grade 
Preview the Test Directions before administering the test 

Paper/Pencil Test Administrator’s Directions and Manual 
Grade specific, as in previous administrations 
Preview the Test Directions before testing. 

Test administration directions for all administrations are intended 
for use by Test Administrators 
Test Administrators must have a printed copy of directions. 

12 Spring 2022 M-STEP Test Administration Training Spring 2022 

The Test Administrator’s Directions and Manuals combine everything a Test Administrator 
needs to know from the Test Administration Manual with the test directions that are using 
during the administration. 

They are unique by test mode—online or paper/pencil—and by grade. The Test 
Administrator is required to read the Test Administrator’s Directions and Manual for the 
grade(s), test mode, and content area(s) that they will administrator before test 
administration. 

Test Administrators need a printed copy of the directions. They are sent to schools in the 
initial material order according to the school pre-ID counts. 

Test  Administrator’s  Directions  and  Manual 
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TTS  for  Directions  Only 

      

           
 

            
           

  

         
     

             
        

             
         

               
                  

              
               

         

            
             

            

• Schools may choose to use text-to-speech (TTS) for test directions – this 
is optional. 

• If schools choose to use TTS for test directions, the test administration 
directions must be followed to introduce and verify the correct students 
and correct test. 

• The test administration directions will direct Test Administrators where 
to begin TTS for test directions. 

• If schools do not choose to use TTS for test directions, the test 
administration directions are provided for Test Administrators to read. 

Spring 2022 M-STEP Test Administration Training Spring 2022 

Schools can choose to use TTS for Directions Only during administration. This decision 
should be made by the District or Building Assessment Coordinator. 

It’s important to note, there are directions to follow that guide students through logging in 
to the test, verifying that it is the correct test for the student, and then the TTS option 
begins. The directions for administering the test without TTS for Directions is also included, 
so it’s important that the Test Administrator know which option will be used for the 
administration and they preview the document before administering the test. 

The Online Test Administration Directions and Manual documents include directions to use 
with TTS for Directions and without. It is important Test Administrators review the 
directions before administering the test so they know which set of directions to follow. 
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Required  Assessment  Security  Training 

      

   
      

        
  

       
       

 
         

           
  

           
             

           

            
              

             
              

     

Assessment Security Training Requirements: 
• District/Building Assessment Coordinators: must complete the 

Michigan Virtual Assessment Security Modules and read the 
Assessment Integrity Guide 

• Test Administrators: must complete the Michigan Virtual 
Assessment Security Modules and/or read the Assessment 
Integrity Guide 

• For those who have already completed the Assessment Security 
Modules, a refresher course is available in place of the full 
Assessment Security Modules 

• http://bit.ly/MDEAssessmentSecurity 

Spring 2022 M-STEP Test Administration Training Spring 2022 

Assessment security training is required; District or Building Assessment Coordinators are 
required to complete the Michigan Virtual Assessment Security Modules and read the AIG 
and Test Administrators can either complete the modules or read the AIG. 

Anyone who has previously completed the Assessment Security Modules will receive a 
refresher course in Michigan Virtual in place of the full Assessment Security Modules. More 
information is available on the M-STEP web page at www.Michigan.gov/mstep, scroll to the 
Assessment Training and Resources for Educators section of the web page and select the 
document “Assessment Security Training Information”. 
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M-STEP  Science  Test:  One  Part  for  All  Grades 

 

         
        

   

     

                
           

      

One part for all grades; Breaks are encouraged where 
necessary and in accordance with school or district policy. 

Time estimate: 90 minutes 

Spring 2022 M-STEP Test Administration Training Spring 2022 

The science test is one part for all grades. Breaks are encouraged during the test session 
when students need a break, according to local school or district policy. 

The test time estimate is 90 minutes. 
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M-STEP  Social  Studies 

      

       
    
   

       
     

          
    

              
 

                
               

               
            

• Continues to measure the Michigan Academic Standards 
that were adopted in 2007 

• One test part/test ticket 
• Stacked Spanish for the online test; Designated Support 
• New item type: context-based item sets 

• Include a stimulus (context) to orient students to a time 
period, historical event, or concept 

• Followed by a set of 3-4 items to assess each of a series of 
related standards 

Spring 2022 M-STEP Test Administration Training Spring 2022 

Social studies is also one part for all grades. There is a new Stacked Spanish Designated 
Support for online social studies. And there are new item types on the test – context-based 
items. They include a context that orients students to a time period, historical event, or 
concept which is followed by three to four items related to that context. 

16 



17 

Incident  Reporting 

      

       
        

            
            

           
           

            
            

           
 

              
                 

      

              
                

                
              

          

               
                

              
    

              
          

• Report any testing irregularity within two school days 

• Test administered without a required Designated Support or 
Accommodation: 

• If a Designated Support: must submit signed form from parent indicating the 
reason for the retest and parent permission to retest and signed form from 
educator responsible for day-to-day instruction in the content area affirming the 
student uses the assigned designated support as a part of daily instruction 

• If an Accommodation: must submit signed form from parent indicating the reason 
for the retest and parent permission to retest and appropriate page(s) from IEP 
and/or Section 504 plan that indicates the required accommodation for the 
content-area test 

Spring 2022 M-STEP Test Administration Training Spring 2022 

For incident reporting, a test irregularity should be reported to OEAA within two school 
days – either of the irregularity or from the date you were notified. This is to ensure a 
timely response and resolution to the incident. 

If there is an irregularity where a test is administered without a required Designated 
Support, then the school is required to submit a signed form from the parent that indicates 
the reason for the need to retest and parent permission plus a signed form from the 
educator who is responsible for day-to-day instruction in the content area that affirms that 
the student uses the support as a part of daily instruction. 

If it is an Accommodation that is not provided during administration, the school must also 
submit the signed form from the parent with the reason for the retest and permission, plus 
the appropriate page from the IEP or Section 504 plan that list the required 
accommodation for the content area. 

Incident reports can be submitted prior to getting the required documentation; you do not 
have to wait to have everything before submitting the incident report. 
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Incident Reporting 

      

 

  
         
         
           

             
         

   
    

               
               

             
            

                   
                 

            
             

    

                  
               
                

            
                  

             
       

                

In three instances: 
1. Student becomes ill and goes home on test day 

2. Student spends less than 15 minutes (total) in test 
3. Student does not take prescribed medication on day of test 

If an incident report is submitted by 11:59 PM on the day the incident 
occurred, then the test can be regenerated. This will require: 
• Documentation of parent permission 

• Documentation of verification of incident 

Spring 2022 M-STEP Test Administration Training Spring 2022 

There are three specific testing irregularities that may occur that must be reported on the 
day the incident occurred, by 11:59 PM. Again, you do not have to have documentation 
completed before submitting the report, but the report of the irregularity has to be 
submitted by 11:59 PM that day in order for the test to be regenerated. 

The first of these instances is if a student becomes ill and goes home on test day. The test 
can be regenerated only if the report is submitted on the same day that it occurred, and 
documentation of parent permission and verification of the incident – in this case, 
attendance – is provided. Again, documentation can be submitted later, but the report has 
to be filed the same day. 

Next, if a student spends fewer than 15 minutes total in a test. This means if a students 
spends 5 minutes one day and 7 minutes another day; the cumulative total time spent 
testing has to be fewer than 15 minutes. Again, this report has to be submitted on the day 
the test is submitted. Documentation of parent permission is required—but can be 
collected on a later day as long as the report was submitted on the day of the event. This 
doesn’t require documentation of verification of the incident because OEAA can see the 
time spent testing in the DRC INSIGHT Portal. 

Finally, if a student does not take prescribed medication on the day they complete the test, 
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the test can be regenerated. Again, the report has to be filed on the day it occurs, and 
documentation can be provided subsequently. And again, parent permission is required. 
Verification of the incident can be a signed document from the parent indicating the student 
didn’t receive meds, or from whoever is responsible for administering the medications. 

Any test can only be regenerated once; this means that for any of these reasons, the test can 
be regenerated one time but if the same (or another) irregularity occurs a second time, it 
cannot be regenerated again. 
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Science:  Calculator  Policy 

      

 
             

        
     

               
 

          
           
         

      

              

              
             
               

                  
              

         

               
             

              

Calculator Policy 

• Grades 3, 4, and 5: NO Calculators are allowed for any students – including 
students with Accommodations for mathematics. Basic calculators are 
allowed for grade 5 science test. 

• Grades 6 and 7: NO Calculators for any students on part 1 of the paper/pencil 
mathematics assessment 

• Online: Calculators are embedded into the mathematics assessment and are 
available on items when a calculator is allowed. Handheld calculators are 
available as an Accommodation only for students with documented 
Individualized Education Program (IEP) or 504 plans. 

• Grades 8 and 11: Scientific Calculators are allowed on all items of the science 
assessment 

Spring 2022 M-STEP Test Administration Training Spring 2022 

The calculator policy as it relates to mathematics has not changed. No calculators are 
allowed for any students, even as an Accommodation, for mathematics in grades three 
through five. In grades six and seven, on the paper/pencil test calculators are allowed only 
on part two of the test and for the online test the calculator is embedded and available on 
items where calculators are allowed. And no handheld calculators are allowed except as an 
Accommodation, and only on items that have the calculator available. 

But for science, calculators are allowed for all tested grades: five, eight, and eleven. In 
grade five, basic calculators are allowed and grades eight and eleven have scientific 
calculators. The calculator is available on all items and is embedded in the online test. 
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Student Supports and 
Accommodations Overview 

M-STEP Assessment Administration Updates Spring 2022 

I’m going to take a few minutes here to review Student Supports and Accommodations. 
During testing, issues with supports and Accommodations are a frequent testing 
irregularity that is reported through our incident reporting tool, and accurate identification 
of student Designated Supports and Accommodations before testing begins can help 
prevent a lot of these issues from occurring. So I’m going to walk through what they are, 
some suggestions for helping keep track of what supports each student needs, and then 
how to assign them in the DRC INSIGHT Portal. 
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Universal Tools 

Universal  Tools,  Designated  Supports,  
Accommodations 

    

  
        

 
            
 

          
     

               
                

              
                

            

             
              

                
             

            

             
    

 Available to all students - use is primarily student driven 

Designated Supports 
 Available to individual students who have a specific need - use is primarily 

educator driven 

Accommodations 
 Available to students with disabilities whose need for that specific 

accommodation is documented in IEP/504 plan 

M-STEP Assessment Administration Updates Spring 2022 

First, when we speak about Universal Tools, these are tools that are available to all 
students. An example of this would be the highlighter. It’s available on each item on the 
online test for all students, and schools are allowed to provide highlighters for paper/pencil 
testers to students – just make sure they’re not using it on the answer document! So this is 
a tool for everyone, students can use it if they find it helpful. 

Designated Supports are available for students based on their specific need. These are 
decided by educators, and they should be supports that are used in day-to-day instruction. 
The most common example of a designated support is TTS for items only. Again, this should 
be decided individually by student—never assigned to a whole class, grade, or content 
area—and it should be something that the student is using in day-to-day instruction. 

Finally, Accommodations are available for students whose IEP or 504 plan documents the 
need for this Accommodation. 

21 



22 

Text  to  Speech 

    

         
         

   
   

             

        

                  
      

                 
                  

                 
              
  

               
               

There are two types of Text-to-Speech available for M-STEP -
the availability of each differs by content area and grade. 

1. Designated Support - Text-to-Speech (TTS) 
2. Accommodation - Text-to-Speech Passage (TTSPASSAGE) 

M-STEP Assessment Administration Updates Spring 2022 

To help clarify about Text-to-Speech, or TTS, there are two different types of TTS: 

TTS for items only – or just TTS, and TTS-Passage. 

TTS is a designated support. It reads only the items on the test and can be assigned based 
on the specific need of the student. 

TTS Passage is an accommodation that is available for grades 6 and 7 ELA only. TTS Passage 
reads the passages and the items. This can only be assigned if TTS or read-aloud is listed in 
the student’s IEP or 504 plan. This is not available as an Accommodation at all for anyone 
for grades 3-5 ELA because it would change the construct—or what is being measured—of 
the test. 

TTS for Directions only is not an Accommodation or Designated Support. This is a Universal 
Tool available to any students and should be decided by the District or Building Assessment 
Coordinator. 
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Text  to  Speech 

    

   
       

      
         

   

   
       

          
  

           

                
           

                  

Designated Support - Text-to-Speech (TTS) 
• Available for ELA, Mathematics, Science, and Social Studies 
• Reads questions and answer options for students 
• There are no reading passages on the mathematics, science, 

or social studies assessments 

Accommodation - Text-to-Speech Passage (TTSPASSAGE) 
• Available for ELA grades 6 & 7 only 
• Reads the passages in addition to the questions and answer 

options for students 

M-STEP Assessment Administration Updates Spring 2022 

This slide reviews what is included for TTS and for TTS Passage. 

TTS is available in all content areas, and it will read questions and answer options. There 
are no reading passages on the mathematics, science, or social studies assessments. 

TTS Passage for grades 6 and 7 ELA will read the passages as well as the question and 
answer options. 
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Student  Supports  and  Accommodations 

    

           
 

              
    

      

                 
                

     

                 
                 

              
               

   

             
              

           
               

           

Create a process to review which tools students are using in 
the classroom. 
Is there a match between what is used in the classroom and what is 
available/allowable on the state tests? 

Review the Supports & Accommodations Guidance Document. 

M-STEP Assessment Administration Updates Spring 2022 

It’s important that you take time before testing to create a process that you will use to 
review which tools students are using in the classroom as a first step in thinking about 
Supports and Accommodations on the test. 

Then, you should work with your team to determine if there is a match between what is 
used in the classroom and what is available on the M-STEP. Do not review the list of 
available Designated Supports and Accommodations and then try to fit them to the student 
or students. Start with what happens in the classroom, then find what matches in the 
Supports and Accommodations Guidance. 

You can find the Supports and Accommodations Guidance document on the M-STEP web 
page at www dot Michigan dot gov slash MSTEP under the Student Supports and 
Accommodations heading. There is some good information in there, including some 
template documents that will help you keep track of what you should – and should not! – 
be assigning for students. Make sure you take a look at this document. 
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Assigning  Student  Supports  and  Accommodations 

    

  
           

         

        

           
        

  
          

      

            
            
            
               

             
 

                
             
            
               

            
                

              
               

      

               
              

                

Before testing begins: 
1. Meet with special education staff, educators to ensure you know all 

students who need any Universal Tools, Designated Supports or 
Accommodations 

2. Assign all appropriate Universal Tools, Designated Supports, or 
Accommodations 

3. Make sure all test administrators are aware of all Universal Tools, 
Designated Supports, and/or Accommodations for all students in 
their test session(s) 

4. Make sure test administrators have access to necessary materials for 
providing Universal Tools, Designated Supports and/or 
Accommodations 

M-STEP Assessment Administration Updates Spring 2022 

Before testing—which means now—you should meet with staff who are involved in 
student’s day to day instruction, including special education staff, to determine what 
students need during testing. Once you have this information—either using the template 
provided on the M-STEP web page or in another format that you have—then you should 
assign all of the Universal Tools, Designated Supports, or Accommodations in the DRC 
INSIGHT Portal. 

Once this is done, make sure that your Test Administrators are made aware of all Supports 
and Accommodations that students need in their test sessions. This is important because 
not every Support or Accommodation is necessarily delivered through the testing engine 
and if there are any issues with anything the students will be notifying their test 
administrator. Some schools use google sheets or other collaborative software to make 
sure that everyone’s aware of what is needed. Again, you can use this process or another 
process, but the important thing is that all Test Administrators know every Support and 
Accommodation that each student should or should not have in each test session. This is 
an important role of the Assessment Coordinator. 

Then, once everyone knows everything they need to know, you’ll need to make sure they 
have access to all of the materials to provide the Supports and Accommodations. This 
means things like headphones for TTS, or calculators for grade 6 or 7 students who are 
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   using a handheld calculator. 
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Assigning  Universal  Tools,  Designated  Supports,  and  
Accommodations  in  the  DRC  INSIGHT  Portal 

         M-STEP Administration Training for Building and District Assessment Coordinators Spring 2022 

           
       
  

           
            

              
             

               
           

              
            

Users can see whether a tool is considered a Universal Tool 
(UT), Designated Support (DS), or Accommodation (AC) 
while assigning tools. 

You assign students’ Universal Tools, Designated Supports, and Accommodations in the 
DRC INSIGHT Portal to ensure that students receive the appropriate supports during 
testing. 

You can see whether a support is a Universal Tool – abbreviated UT, Designated Support – 
abbreviated DS, or Accommodation – abbreviated AC – in the DRC INSIGHT Portal on the 
screen where you assign them. Make sure that you are working with educators to assign 
these appropriately. Also, you must assign all Designated Supports and Accommodations 
before you print any test tickets – if test tickets are printed before you have assigned 
Designated Supports and Accommodations, they will not be available on the student’s test. 
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Before Testing 

M-STEP Assessment Administration Updates Spring 2022 

Next, we are going to discuss the tasks that need to be done before testing. This is the bulk 
of the tasks that need to be done by Assessment Coordinators – getting everything set up 
and ready for the test administration. We’ll go through each of these tasks one-by-one. 

I will go over general information about each of these tasks, but in some cases I will refer 
you to training resources that are available on the web pages or in other trainings. 
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Test Schedules are required and must be maintained for three years. 

• Test Schedules must include: 
• District name 
• Building name 
• Building Assessment Coordinator’s name 
• Date of assessment administration 
• Location of testing session (i.e., room number, classroom, etc) 
• Starting and ending time of testing session 
• Assessment/grade/content being administered for each testing session 
• Test Administrator(s) and proctor(s) for each testing session 

M-STEP Assessment Administration Updates Spring 2022 

Before testing begins, you’re going to need to create your building or district testing 
schedule. These are required to be maintained at the district for three years, and they must 
include the information included on this slide: district and building name, Building 
Assessment Coordinator’s name, the date, location, and starting and ending time of the 
test administration, the assessment grade and content, and finally Test Administrator and 
proctor names for each testing session. 

There’s a template available in the Assessment Integrity Guide (AIG) on the M-STEP web 
page—again that’s www dot Michigan dot gov slash MSTEP—under the Current 
Assessment Administration section. You are not required to use the template, you can 
create your own, but you need to have this information on it. 
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29 Spring 2022 M-STEP Assessment Administration Updates 

Test  Session  Time  Estimates:  Grades  3-7 

Test session time estimates have not changed for M-STEP. You can see here the estimates 
for the time students spend testing – for your schedules you need to add in time for Test 
Administrators to read directions, for students to log in and for other administrative tasks. 
There are MDE recommendations for how to schedule in the M-STEP TAM. 

Also remember that M-STEP is not a timed test. Students need to be provided adequate 
time for them to complete testing. 

For ELA, student testing should take approximately two hours. Math, grades 3 through 5 is 
estimated for an hour and a half, and two hours in grades 6 and 7. and Science is estimated 
in 5th grade for an hour and a half. Finally 60 minutes is the estimate for social studies. 
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30 Spring 2022 

Test  Session  Time  Estimates:  Grade  8 

Spring 2022 M-STEP Test Administration Training 

These are the grade eight test time estimates. The M-STEP tests are estimated at an hour 
and a half for science and one hour for social studies. You can also see the time estimate 
for PSAT 8/9 is two hours and 35 minutes; remember that M-STEP is not a timed test so 
these are estimates, whereas PSAT is a timed test, so make sure you follow the procedures 
in the PSAT test manuals when administering PSAT 8/9. 
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31 Spring 2022 

Test  Session  Time  Estimates:  Grade  11 

Spring 2022 M-STEP Test Administration Training 

Here we have MME test timings; and again, the M-STEP times are just estimates as it is an 
untimed test. This is not the case for other programs so make sure you’re following 
procedures for the College Board and ACT WorkKeys tests. But for M-STEP, the science 
estimate is an hour and a half and social studies is 30 minutes. 
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OEAA  Secure  Site 

    

  
    

       
   

   
     

  
     

       

                   
              

                  
    

               
              

                  
            
                   

  

             
                

               
             
             

               
    

• OEAA web-based application 

• Pre-identify students for state assessments 

• Print barcode labels for paper answer documents 

• Order paper/pencil assessment materials 

• Off-site Test Administration Requests 

• Group students into online sessions 

• Incident Reporting 

• Accountable Students and Test Verification process 

• Student test scores, downloadable data file and reports 

M-STEP Assessment Administration Updates Spring 2022 

Next I will review the tasks done in the OEAA Secure Site. This is a site that you will use 
quite frequently throughout testing. It’s an OEAA web application that is used for many 
testing tasks, and a lot of those tasks are done before testing, but there are a few are 
during and after testing. 

In the OEAA Secure Site, you will pre-identify your students for all state assessments, it’s 
where you print barcode labels for paper/pencil answer documents – in case you were not 
able to pre-ID before the deadline for shipping of barcode labels. As a note, if you did have 
any students pre-ID’ed for paper/pencil testing before the Initial Material Order window, 
then you will get a blank sheet of labels that you can use to print your barcode labels from 
the Secure Site. 

Which leads me to ordering paper/pencil assessment materials. Your Pre-ID list of students 
is what determines your Initial Material Order, unless you go in to select additional items at 
that time. If something changes after the Initial Material Order – you have a student who 
needs paper/pencil materials that you didn’t previously plan on, or you have students 
enroll who need testing materials – then you can place an Additional Material order – 
according to the dates in the Important Dates documents. And you place all of these orders 
in the OEAA Secure Site. 
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Prior to February 21st, you could group students into online sessions in the OEAA Secure Site 
and those were pulled into the DRC INSIGHT Portal. It’s okay if you didn’t get this done by 
February 21st, you can still group students into online test sessions within the DRC INSIGHT 
Portal – that opened on March 4. 

During testing, you report any testing irregularities for M-STEP in the OEAA Secure Site, and 
after testing you use the Secure Site for the accountable students and test verification 
processes, and you access student test scores, data files, and reports through the OEAA 
Secure Site. 
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OEAA  Secure  Site 

    

         
           

      
     

     
     

            

                   
               

         

               
               

          

How do I get access to the OEAA Secure Site? 

• Log into the OEAA Secure Site with your MEIS login and 
password and complete the Request Access page 

• Instructions can be found at 
www.Michigan.gov/securesitetraining using the “How do I 
get access to Secure Site?” link 

M-STEP Assessment Administration Updates Spring 2022 

So, you’re going to need access to the OEAA Secure Site throughout testing. 

If you don’t already have access, this slide tells you how to fix that. You log into the OEAA 
Secure Site using your MEIS login and password. That will bring up the Request Access 
page, which gives you direction for how to request access. 

If you need detailed instructions or additional help, then the Secure Site training page can 
help you! Go to www dot Michigan dot gov slash securesitetraining and click right at the 
top the page “How do I get access to Secure Site?”. 
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 OEAA will Pre-ID students using the fall MSDS general collection (student count day 
data). 

• OEAA will NOT do additional pulls from MSDS for pre-identification of students. 

 District/school are responsible for pre-identifying additional students directly on the 
OEAA Secure Site. 

• One student at a time through Student Search 

• Pre-ID File Upload 

 Pre-ID File Format and Template available on login page of the Secure Site before 
logging in 

• MSDS Copy Function on Secure Site 

• More information about how to Pre-ID students is available on the OEAA Secure Site training 
page at www.michigan.gov/securesitetraining 

34 M-STEP Assessment Administration Updates Spring 2022 

The OEAA Pre-ID’d students based on your fall MSDS general collection – student count day 
– on January 5. There are no additional pulls for pre-ID that are done by MDE after that 
date – which means that any enrollment changes after this needs to be inputted by you 
into the OEAA Secure Site. 

Depending on the changes that you’ve had in enrollment (and the accuracy of the MSDS 
general collection data) for your school or district, you can Pre-ID students one at a time 
using the Student Search, or if you have a lot of students to add you can follow the Pre-ID 
file format and template to upload a lot of students. Or, if you are confident in the accuracy 
of the data in MSDS, you can use the MSDS copy function on the Secure Site. 

There is a ton of step-by-step instructions available for each of these methods of pre-ID on 
the Secure Site training page – again, it’s www dot Michigan dot gov slash 
securesitetraining. And I will suggest you may want to either memorize that web address or 
add it to your bookmarks in your browser – again, it’s helpful for Pre-ID and for login 
information, but it has help documents for anything you need to do in the Secure Site. 
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Pre-Identification of Students for State Assessments One Student at
a Time/Student Search

35 Spring 2022 

Pre-Identification  of  Students  

This is a screenshot of the Student Search page – with obfuscated data on it. That first 
column lists the student’s UIC, and then where the arrow is is where the student name is. 
Then you can see birth date and gender. 

As a note, you can search by student information (which is what is selected here, in the 
upper left), or by UIC or barcode. MDE does suggest that you use, or at least verify, the 
student UIC number. There are a lot of students who have the same or similar name, and 
even birth date isn’t always different among students in the whole state who have the 
same name. We do get a few incident reports each year where the wrong UIC student has 
been pre-ID’ed for testing and then they complete the test with the wrong UIC and it’s 
showing as Out of Level because they took a test that is in a different grade level than the 
actual student, or the student who was actually expected to test according to MSDS is 
listed as not tested because the student took the test under the wrong UIC. These are 
difficult to resolve because it’s a manual process to move student test data from one UIC to 
another and it is not something that is often done. So be sure that you Pre-ID the correct 
student with the correct UIC and you can avoid all of that. 
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36 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments  
One  Student  at  a  Time/Student  Search 

So, once you’ve found the student, and you know that you have the correct UIC, then you 
can select Pre-ID student. That is this screen that you see here. 
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37 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 

One Student at a Time/Student Search 

You’ll need to make sure that you Pre-ID to the correct test cycle, ISD, District, School and 
grade. Also, you can see the required information is listed here in red. 

At the bottom of the screen you can see other student information – such as if the student 
is identified as EL, Former English Learner, Special Education, Homeschooled, Migrant, 
Economically Disadvantaged, Homeless, in Foster Care or Military Connected. 
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38 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments  
One  Student  at  a  Time/Student  Search 

This is where you’ll enter the test mode—that means paper/pencil or online—and you can 
also assign your reporting codes or research codes here. 
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39 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Pre-ID  File 

Next we will discuss pre-identification using the Pre-ID file upload. 

On the login screen, you can download the pre-ID file upload template. This is important 
because you need to use this specific layout in order for your upload to work in the OEAA 
Secure Site, and you need to follow the codes and abbreviations that are listed in the 
template. I’ll show you a part of the template on the next page. 
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40 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Pre-ID  File  Format 

So this is just a section of the Pre-ID File Upload Template. You can see that it shows you 
the field length, the data type to be inputted, and then the field name and the specific 
information about how to complete each row. You can see, for example, the SDS Grade 
code must be inputted, and you input kindergarten as zero zero – not K, or just zero. You 
can also see the requirements for inputting the student last, first and middle name. And the 
specific codes used to identify student ethnicity. 

Again, this is a part of the Pre-ID File Upload Template – if you are going to Pre-ID using this 
method, make sure that you follow the requirements listed here. 
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41 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Pre-ID  Template 

So here’s your pre-ID file upload document. It has the columns already listed, you just input 
the data according to the requirements listed in the template. 

Just as an idea – which at this point would have to be for next year - some schools will 
maintain this document from student count day in the fall up until it is time to Pre-ID 
students, so that this information has been inputted as students enroll and then it’s all 
ready to go when you are ready to validate your Pre-ID student list. 
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42 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
MSDS  Copy 

This screen shows you the MSDS Copy process for pre-identifying students. You can see in 
the box under “Pre-ID Method” the MSDS Copy option has been selected. 

It’s important that you use the information as submitted in MSDS in order for this to work, 
and in order to make sure that you have accurate reporting of results – both for the 
students who are expected to test for accountability calculations but also in order to view 
the student’s results. 
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43 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
MSDS  Copy 

Once you’ve inputted the information on the previous screen, you will view this screen 
(again obfuscated for privacy). You need to select the destination test cycle – that is the test 
cycle that you are pre-identifying the student to test in, then grade and content area. 
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44 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments
Mass  Update  Assessments 

 

Here you can see the Mass Update Assessments screen. From here, you can change the 
testing mode – online or paper/pencil – you copy students from M-STEP to MI-Access 
(remember when you do this to remove the student from M-STEP for that content area!) 
and you can copy students from one component of MME to another component all done 
as groups of students, instead of individually. 

I have a note about pre-identification of students for MI-Access. Each year MDE receives a 
few incident reports where a student has completed both the M-STEP and MI-Access 
assessment in the same content area. In order for this to occur, you have a student who sat 
down twice to take a test in the same content area – which is not something anyone wants 
to see happen. 

One reason that this happens is that an Assessment Coordinator does not remove the 
student from M-STEP – this is not automatic. Make sure that you remove students from M-
STEP who are taking MI-Access in that content area. 

Another issue can happen if you haven’t finalized your Pre-ID list before students are pulled 
into the DRC INSIGHT Portal – which this year happened on February 21st. If you have any 
students who are taking MI-Access in a content area that are still pre-ID’ed to M-STEP in 
that content area on February 21st, then they will be pulled into the DRC INSIGHT Portal. 
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And once a student is pulled into the DRC INSIGHT Portal they cannot be removed. 

When this happens, if the student is listed in a test session, then there will be test tickets 
generated and printed when you print the test tickets. Once there is a printed test ticket, it is 
natural for the Test Administrator to administer the test, assuming that if a student has a test 
ticket then the student should test. One way that some schools have solved this potential 
problem is to create a test session that is called “Not Testing” – or something like that – 
where they can put those students so that there is no test ticket printed out and therefore 
no reason for the test to be taken. Remember – accountability calculations are made based 
on MSDS enrollment data, not what’s in the DRC INSIGHT Portal, so it is not an issue if you 
have students who are in the DRC INSIGHT Portal as not testing. 

If you need more information about how to use this screen, there are detailed step-by-step 
instructions available on the Secure Site Training Page – www dot Michigan dot gov slash 
securesitetraining. 
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Pre-ID Student Report 
• Once individual students are pre-identified for testing, 

they will be listed immediately on the pre-ID Student 
Report. The report will: 
• list the content area and mode of testing 
• list student demographics (updated from MSDS) 

• Students can be unassigned from the assessment on the 
Pre-ID Report 

Spring 2022 

The Pre-ID student report is available so that you can view students who are pre-identified 
for testing, including by grade and content area, mode of testing – that is, paper/pencil or 
online – and demographic information based on what exists in MSDS. 

You can use this page to unassign students from an assessment if you notice any errors in 
your Pre-ID list. Remember, unassigning a student from a test in the OEAA Secure Site does 
not remove the accountability to test; accountability is based on MSDS information. 
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46 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Pre-ID  Student  Report 

Here is what the Pre-ID Student report looks like. Each column can be filtered so that you 
can look at this list based on any of the listed categories. You can also see the total count 
pre-ID’ed by content area and total according to test mode. 

Remember you can unassign students from testing if you see them on this list but they 
should not be. This is another opportunity to verify that your students who are taking MI-
Access in a content area are not also Pre-ID’ed for M-STEP. Search by Test Period and then 
select Spring 2022. 
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Student Barcode Labels 

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

• If pre-identified by the posted deadline, their printed barcode 
labels will be provided by the vendor 

• After the deadline, labels must be printed from the OEAA Secure 
Site 

Spring 2022 

Barcode labels are required for all paper/pencil answer documents. You must have a 
student barcode label on each answer document. 

If you pre-identified by February 16, then barcode labels will be printed and shipped with 
your Initial Material Order. If not, then you have to print them from the OEAA Secure Site. 
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48 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Student  Barcode  Labels 

To find barcode labels in the Secure Site, from this screen, you search by test cycle, ISD, 
district and school, and you can filter your results by student name, UIC, grade, or test 
mode – paper/pencil or online – to print barcode labels. 
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49 Spring 2022 

Pre-Identification  of  Students  for  State  Assessments 
Student  Barcode  Labels 

This note pops up on your screen when you select “Print Barcodes” on the lower left of the 
search results. There are specific labels and settings that are required when you are 
printing your barcodes, so make sure you read this so that your barcodes are printed 
correctly. 
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Initial Material Orders (IMO) are done through the OEAA Secure Site, 
based on pre-ID. 

 IMOs are sent to the M-STEP Coordinator as listed in EEM 
 Users can select the date for delivery: the default delivery date is March 28 

through 30, 2022. An alternate delivery date is available and can be selected 
for April 4-6, 2021. 

Additional Material Orders (AMO) are also done through the OEAA 
Secure Site but are based on materials selected by the user after the 
IMO window has closed. 
The dates for the IMO order window and AMO order window are 
posted in the M-STEP List of Important Dates document on the M-STEP 
web page (www.michigan.gov/mstep). 

M-STEP Assessment Administration Updates Spring 2022 

Initial Material Orders were done through the OEAA Secure Site and are based on your Pre-
ID counts. 

Additional materials orders will also be done in the OEAA Secure Site, this function is 
available once the IMOs have arrived in schools. Dates for material delivery are listed here 
and in the Important Dates documents: March 28 through 30 is the default date range, and 
April 4 through 6 are the alternate dates, in case your school or district has a conflict for 
the default dates. 

Deliveries for AMOs are based on ordered materials. 
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51 Spring 2022 

Initial  Material  Orders 

This is the Initial Material Orders screen, or IMOs. You search by test cycle, and then you 
can select your shipping destination and your delivery dates. The first date listed is the 
default date, but you can change that in case there’s something happening in your district 
or building during that week. 

The address listed is based on the address for the M-STEP Coordinator in EEM. Make sure 
you verify that this is correct so that your materials are sent to the correct place. 

IMOs are automatically generated based on your Pre-ID count – this window has closed for 
Spring 2022, but you can view your order from this screen. 

51 



52 

Additional  Material  Orders 

 

        
       

  
         

            

               
          

         

• Schools will have the opportunity to order additional 
paper/pencil materials once initial materials have arrived 
in the schools 

• M-STEP will be ordered through the OEAA Secure Site 
• April 7 – May 3, 2022 at noon for all grades and content areas 

Spring 2022 

You can still place material orders if you have any need for additional materials. The 
window for Additional Materials Orders is listed here – April 7 through May 3rd. 

These dates are also listed in the Important Dates documents. 
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53 

Materials  Delivered 

Online Testing Paper/Pencil Testing 
All buildings for online and Graph Paper – one Blank Labels - for schools that have any students Pre-
paper/pencil testing receive: per Pre-IDed student IDed for paper/pencil testing 

in grade 6 or 7 
• OEAA Security Compliance Forms Listening Scripts, CDs – based on number of ELA test 

booklets ordered for paper/pencil testing only 
• Test Administrator’s Directions and 

Paper/Pencil Test Booklets/Answer Documents –Manual (according to Pre-ID test 
based on students Pre-IDed for paper/pencil testing or 

mode) available as ordered 

Pre-ID Labels – per student Pre-IDed for paper/pencil 
testing; one for each content area tested 

Return Kit – for schools with any students Pre-Id’ed for 
paper/pencil testing. Includes Instructional for 
Materials Return, FedEx Air Bills, Return Kit Cover 
Sheet, and Special Handling Envelope 

Accommodated materials – If ordered, 
accommodated materials packaged in a kit 

M-STEP Assessment Administration Updates Spring 2022 

We are asked frequently what comes in the Initial Material Orders – which are based on 
Pre-ID count. So, here we go: 

Everyone receives OEAA Security Compliance Forms and the Test Administrator’s 
Directions and Manual – either online and/or paper/pencil, depending on their Pre-ID 
count. The Test Administrator’s Directions and Manuals are sent at a rate of one per twenty 
pre-ID’ed students. 

Then, for schools that only have online testing in their Pre-ID count, if they have 6th or 7th 

grade students, they will also receive one graph paper per student. 

For schools that have any student pre-ID’ed for paper/pencil testing, then they will receive 
blank labels that you can print barcodes on, if necessary, listening scripts and CDs, of course 
the test booklets and answer documents, and your printed Pre-ID labels, based on the 
students who were Pre-ID’ed to paper/pencil testing on or before February 16th. Return kits 
are now only sent to schools that have students Pre-ID’ed for paper/pencil testing. 

If you had no students Pre-ID’ed for paper/pencil testing during the Initial Material Order 
window but subsequently order paper/pencil materials during the Additional Material 
Order window, you will be sent the Return Kit with your Additional Material Order. 
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Finally any schools that ordered any accommodated materials will receive those according to 
the materials ordered. 
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Inventory materials upon receipt 
Use the packing slip included with each order to verify that all 
materials listed are included in your order 
Secure materials must be returned to the scoring contractor. If any 
secure materials are not returned by the materials return deadline, 
MDE will contact the school to locate the missing materials. If the 
missing materials were not identified by the receiving school as 
missing during the inventory process when received, MDE will expect 
the school to locate missing materials. 

M-STEP Assessment Administration Updates Spring 2022 

Make sure that you inventory all of your secure materials when you receive them. Use the 
packing slip that’s included in your delivery to verify that everything listed on the packing 
slip is included in your order. 

If there are any secure materials that are required to be returned to the scoring contractor 
– such as listening scripts or CDs, accommodated versions of the test, test booklets, et 
cetera – that are not returned, you will be required to locate the missing materials. You 
cannot say at that point that you didn’t receive them – you need to tell us that at the time 
of delivery. 

If you do your inventory and there are any materials that are on your packing list that you 
did not receive, send us an email at mde-oeaa@Michigan.gov so that we can locate the 
missing secure materials. 

This is important because failure to return all secure materials may result in the district or 
school being placed on a future monitoring list. 
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Managing  Secure  Materials 

    

           

        

 
   
      

 
 
  

   
    

      

                
       

               
               

               
              

           

                
 

           
             

                 
              

    

Must be retained in one secure, locked location within the school 

During testing, must be distributed and collected each day 

Online testing: 
Test rosters and tickets 
Used scratch paper and used graph paper 

Paper/pencil testing: 
Test Booklets 
Used Answer Documents 
First language (L1) glossaries 
Accommodated versions of the test 
Used scratch paper and used graph paper 

M-STEP Assessment Administration Updates Spring 2022 

On our random visits to schools, management of secure materials comes up as an issue in 
some schools. So this slide is a reminder: 

All secure materials must be retained in a secure, locked location within the school. This 
cannot be just in a locked office – like on the principal or Assessment Coordinator’s desk – 
because it’s possible that the office can be left unattended and the materials are not 
secure. They need to be locked in a cabinet or drawer when not in use. 

Next, all secure materials must be distributed and collected each day. 

Secure materials for online testing are test rosters and test tickets, and any used scratch or 
graph paper. 

For paper/pencil testing, secure materials include test booklets, used answer documents. 
L1 glossaries, any accommodation version of the test, listening CDs or scripts, reader’s 
scripts, used scratch or graph paper – and more. Make sure you review the TAM if you have 
any questions about what are secure materials, look on page 63 for more information 
about materials and materials handling. 
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DRC  INSIGHT  Portal 

    

    
       

  
     

  
   

       
       

          
   

              
            

     

                
                

           
              

Data Recognition Corp. (DRC) application 

System used to manage online testing for M-STEP 
Online test sessions 
Assigning online Designated Supports and Accommodations 
Printing/managing test tickets 
Monitoring student testing status 

Access is granted through the OEAA Secure Site 
District, nonpublic school, and public school administrators need access 
Test Administrators do not need secure login to access tutorials, 

manuals, or other documents 

M-STEP Assessment Administration Updates Spring 2022 

The DRC INSIGHT Portal is the system used to manage online test sessions, assign 
Designated Supports and Accommodations, to print and manage test tickets, and during 
testing to monitor student testing status. 

Access to the DRC INSIGHT Portal is granted through the OEAA Secure Site, based on role 
assignment in the OEAA Secure Site. If you need help getting access to the DRC INSIGHT 
Portal, go to the Secure Site training page at www.Michigan.gov/securesitetraining and 
select the document under Security called “How do I get Access to DRC INSIGHT Portal?”. 

56 

www.Michigan.gov/securesitetraining


57 

DRC  INSIGHT  Portal 

 

        
         

           
      

          
             

          
        

             
  

                
              

                
               

               

Available for online test administration tasks March 4, 2022 
Students who were pre-identified and put into online test 

sessions in the OEAA Secure Site by February 21 were copied 
into the DRC INSIGHT Portal test sessions. 

Students can continue to be pre-identified in the OEAA Secure 
Site and will be copied into the DRC INSIGHT Portal three times a 
day. 

Students pre-identified after February 21 will need to be added 
to test sessions directly in the DRC INSIGHT Portal. 

Spring 2022 

The DRC INSIGHT Portal will become available for online test administration tasks beginning 
on March 4. 

Students who were Pre-ID’ed and put into online test sessions in the OEAA Secure Site by 
February 21st will be copied into the DRC INSIGHT Portal and put into test sessions. 

But you can still Pre-ID students in the OEAA Secure Site and these students will be copied 
into the DRC INSIGHT Portal three times a day. These students who are pre-ID’ed after 
February 21st will need to be added to test sessions in the DRC INSIGHT Portal. 
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Identifying  Users  in  the  DRC  INSIGHT  Portal 

 

         
      

           
  

             

     

 Who  Needs 
Access? 

Required   or Optional  Secure  Site Role 

 Technology 
Coordinators 

Required • 
• 

 District Online   Technology-AMS  &  INSIGHT Portal 
 Public  School Online   Tech-AMS  &  INSIGHT Portal 

•      Nonpublic School Online Tech-AMS &I  NSIGHT Portal 

 District  or  Building 
 Assessment 

Required • 
• 

 District Online   Test  Admin-AMS  &  INSIGHT Portal 
 Public  School Online   Test  Admin-AMS  &  INSIGHT Portal 

Coordinators •  Nonpublic  School  Admin-AMS  &  INSIGHT Portal 

 Test 
Administrators 

 Optional;  Required  if  using  the 
 Test  Monitoring Application 

• 
• 

 Public  School Online   Test Administrator 
 Nonpublic  School   Online Test  Administrator 

              
              

         

                
               

            
      

               
              
               

     

Technology Coordinators, District Coordinators, and Building Coordinators need to 
have access to the DRC INSIGHT Portal. 

 Test Administrators do not need access to view student tutorials, mini-modules, 
and the TAM 

 If Test Administrators are using the Test Monitoring Application, they will need secure 
access 

Spring 2022 Spring 2022 M-STEP Test Administration Training 

User access to the DRC INSIGHT Portal is required for both Technology Coordinators and 
Building and District Assessment Coordinators. The roles to be assigned in the OEAA Secure 
Site are listed here; they haven’t changed from prior administrations. 

New this year is that if your Test Administrators are going to use the Test Monitoring 
Application they will need to have secure access. Again, if they are not using the Test 
Monitoring Application, then they don’t need secure access; they can access student 
tutorials, mini-modules, and the TAMs without access. 

If they are using the Test Monitoring Application, then they do need access, and they 
should be assigned either public or nonpublic Online Test Administrator roles in the OEAA 
Secure Site. Then they will get the email from the DRC INSIGHT Portal with information 
about how to access their account. 
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DRC  INSIGHT  Portal:  Printing  Test  Tickets  and  Rosters 

         

        
     

         
       

      
      

      
           

                
             
          

             
               

               
     

            

                
                  

     

• Test tickets are printed from the Test Session 
screen in the DRC INSIGHT Portal. 

• Log in to the DRC INSIGHT Portal, 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. 
M-STEP Administration Training for Building and District Assessment Coordinators Spring 2022 

Once your Pre-ID is done, test sessions are set up, AND you have assigned all Universal 
Tools, Designated Supports, and Accommodations, then you can print your test tickets. A 
quick reminder – you have to assign Universal Tools, Designated Supports, and 
Accommodations before test tickets are generated. If you print your test tickets and then 
add a support afterwards, the support won’t be available when the student logs in to test. 

To print your test tickets, log into the DRC INSIGHT Portal, select Test Management, and 
then go to Manage Test Sessions. 

Complete the Administration, entity information, grade, and content area and select Show 
Sessions. 

This will bring back all of the test sessions according to your filtered results. You can select 
test session test tickets to print, or you can select Print All Tickets to print all of the test 
tickets for the filtered results shown. 
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DRC  INSIGHT  Portal:  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): 

M-STEP Administration Training for Building and District Assessment Coordinators Spring 2022 

Test tickets can also be printed individually. You select the Edit/Print icon shown in the first 
image, and then select the student or students whose test ticket you are printing, then 
select “Print Selected” 
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61 Spring 2022 M-STEP Assessment Administration Updates 

DRC  INSIGHT  Portal  Assessment  Coordinator  Training 

There are mini-modules, each no longer than five minutes, that explain in detail how to do 
each function in the DRC INSIGHT Portal. Once you are logged in, go to General 
Information, then select the Documents tab, and filter on mini-modules and select Show 
Documents. 
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DRC  INSIGHT  Portal:  Student  Preparation 

    

     
  
      

      
       

  

                  
                

        

               
                 
      

                 
             

                 
       

Student Tutorials are available in 
DRC INSIGHT Portal 
OTTs can be accessed through the 
INSIGHT Testing Engine or by the 
link on the M-STEP web page using 
a Chrome browser 

M-STEP Assessment Administration Updates Spring 2022 

It is important that students are aware of how the items on the test work, and the tools 
that are available to them before testing day. This ensures that students can focus on the 
content – and not the testing engine – on testing day. 

There are student tutorials and online tools training – or OTTs – that should be used. You 
can launch INSIGHT, and the tutorials are the yellow link at the bottom, and you can see 
the OTTs listed under each assessment logo. 

You can also access them from the M-STEP web page, as long as you use a Chrome 
browser. Go to the Parent/Student Information section and select the link “Online Practice 
for M-STEP ELA, Math, Science and Social Studies”. The page that opens has a link to the 
OTTs on the top portion of the page. 
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DRC  INSIGHT:  Student  Tutorials 

    

 
   

   
  

   
     

    

              
                 

                 
  

                
                  

 

MDE recommendation: 
• View tutorials with 

students 

• Model use of OTTs 

• Provide students 
opportunity to practice 
OTTs on the device the 
students will use during 
testing 

M-STEP Assessment Administration Updates Spring 2022 

To prepare students for testing, MDE recommends that a teacher view the tutorials with 
students as a class and then models the use of OTTs. Once students are familiar with this, 
then they should have an opportunity to practice with the OTTs on the device that they will 
use during testing. 

The image here shows you what the tutorials look like. They’re each a short video that 
focuses on one thing in the test. They use a child voice, and there is closed captioning on 
each tutorial. 
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Scratch  Paper 

    

  
  

          
   

       

               
               

    

                
             

                 
 

Scratch Paper Policy 
• Universal Tool 
• Graph Paper – required for grades 6 and 7 mathematics; optional 

for grades 3 – 5 

• Secure Material – be sure to collect after testing 

M-STEP Assessment Administration Updates Spring 2022 

Here is a reminder about the scratch paper and calculator policies. The full policies are 
available on the M-STEP web page, in the Test Administration Manual, and in the Test 
Administrator’s Directions and Manual documents. 

For scratch paper, it is available as a Universal Tool. On the mathematics test, graph paper 
is required for grades 6 and 7 and optional for grades 3 through 5. 

Don’t forget that used scratch paper is a secure material. Be sure to collect after testing for 
secure destruction. 
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Calculator  Policy 

    

 
             

         
       

               
 

          
           
         

      

             
 

               
                
  

               
                  

Calculator Policy 

• Grades 3, 4, and 5: NO Calculators are allowed for any students – including 
students with Accommodations for mathematics. Basic calculators are allowed 
for grade 5 science test on all parts/items. 

• Grades 6 and 7: NO Calculators for any students on part 1 of the paper/pencil 
mathematics assessment 

• Online: Calculators are embedded into the mathematics assessment and are 
available on items when a calculator is allowed. Handheld calculators are 
available as an accommodation only for students with documented 
Individualized Education Program (IEP) or 504 plans. 

• Grades 8 and 11: Scientific Calculators are allowed on all parts/items of the 
science assessment 

M-STEP Assessment Administration Updates Spring 2022 

I discussed the calculator policy at the beginning of this presentation. But, again, you can 
find this on the M-STEP web page, in the TAM, and in the Test Administrator’s directions 
and Manuals documents. 

And, again, there are no changes in the calculator policy for mathematics. The update was 
to allow a basic calculator for grade 5 science and a scientific calculator for grades 8 and 11 
science. 
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Stay  Informed! 

 

    

               
              

 

               
         

Sign up for the Spotlight! 

http://public.govdelivery.com/accoun 
ts/MIMDE/subscriber/new 

Spring 2022 

Are you signed up for the Spotlight? It’s our weekly newsletter that includes all of the 
important information that you need to know throughout the year. It comes out on 
Thursday afternoon. 

If you’re not signed up yet, go to www.Michigan.gov/mstep, scroll down until you see the 
Spotlight logo, click it, and you can sign up there! 
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67 Spring 2022

Thank you. 

For more information about this 
presentation: 
Office of Assessment and Accountability 
Email: mde-oeaa@michigan.gov 
Phone: 877-560-8378 

Thanks for joining me for this first chapter of the 2022 M-STEP Administration Training! You 
can see our contact information here if you have any questions - email mde-
oeaa@Michigan.gov or call 877-560-8378 and follow the prompts. 

Also, if you have ideas, suggestions, or ways that you manage your test administration tasks 
that you think other schools might find helpful, send us an email! We include those in 
Spotlight articles, and all of the Helpful Hints that you see in the TAM came from tips from 
folks from the field. Let us know what’s working for you! 

Make sure that you join me for chapter 2 of this training where we will discuss the tasks 
that need to be done during testing! 
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