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The Hamilton Middle School Unifed basketball team hit the court for their frst ever game on February 7, playing in 
front of a packed gym! The energy was electric, and the support was overwhelming from the Hamilton community. 
Photo credit: Zach Harig, Hamilton Community Schools 

    

 
 
 

Act Now: Share Your Best School Photo Today! 
Don’t miss this opportunity to showcase your school or district! Follow these 
quick steps to submit your photo: 
1. Confrm you have permission to share (per your school/district policies). 
2. Include a caption (180 characters max). 
3. Provide a photo credit (or we’ll credit your school/district). 
Email your photo, caption, and credit to mde-oeaa@michigan.gov now! 
Let’s shine a spotlight on your school—submit your photo today! 

Enjoying this newsletter? 
Click here to subscribe to the 
Spotlight. 

1 DIVISION OF ASSESSMENT, SCHOOL IMPROVEMENT, AND SYSTEMS SUPPORT 

https://public.govdelivery.com/accounts/MIMDE/subscriber/new
mailto:mde-oeaa%40michigan.gov?subject=School%20Photo%20Spotlight
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NEWS INFO 
DRC INSIGHT Portal Available 
Tomorrow for M-STEP, MI-Access, 
and Early Literacy and Mathematics 
Benchmarks Spring 2025 
Administration 

The Data Recognition Corporation (DRC) 
INSIGHT Portal will be available for on-
line administrative tasks beginning Friday, 
February 21, 2025. For detailed information 
about student management, test manage-
ment, and test monitoring, review the DRC 
INSIGHT Portal User Guide (https://mi.drce-
direct.com/Documents/Unsecure/Doc.aspx-
?id=a24b3b4d-318b-41ed-be26-e220d1f4fecf).  

DRC INSIGHT Portal users can: 
• assign Universal Tools, Designated Sup-

ports, and Accommodations 
• create and manage test sessions and 

print test tickets and rosters 
• confgure test sessions for test 

monitoring 

DRC INSIGHT Portal Training Opportunities 
DRC recently provided two online training 
presentations for M-STEP and MI-Access. 
The online training presentation provided in 
the fall for Early Literacy and Mathematics 
Benchmark Assessments also applies for the 
spring administration.  

Recordings and presentations for all online 
test administration trainings are available in 
the DRC INSIGHT Portal (https://mi.drcedi-
rect.com). 

2 continues on page 3 

https://mi.drcedirect.com/Documents/Unsecure/Doc.aspx?id=a24b3b4d-318b-41ed-be26-e220d1f4fecf
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https://mi.drcedi
https://direct.com/Documents/Unsecure/Doc.aspx
https://mi.drce
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NEWS INFO 
M-STEP Online Administration Training 
• Presentation (https://mi.drcedirect.com/Doc-

uments/Unsecure/Doc.aspx?id=52addc9e-
d26d-432e-ba5e-c4a6b624218e) 

• Recorded Webinar (https://drive.google.com/ 
fle/d/1AjTjYx6nMSooyS5e9loO09SALTN-Dh36/ 
view?usp=sharing) 

MI-Access Online Administration Training 
• Presentation (https://mi.drcedirect.com/Docu-

ments/Unsecure/Doc.aspx?id=ad2e48ef-4641-
403f-9ac3-759c35f71934) 

• Recorded Webinar (https://drive.google.com/ 
fle/d/1NnKviPSfAcccAz8li_bj9g_zI6Ybmgz9/ 
view?usp=sharing) 

Early Literacy and Mathematics Online 
Administration Training 
• Presentation (https://drive.google.com/ 

fle/d/1RQPcGdzyTRR1nC5DNU-5Mpt-
0nOgM3-kk/view) 

• Recorded Webinar (https://drive.google.com/ 
fle/d/1QVSMttUvs3Os_jRvzI1K7BB_jYs92iCB/ 
view?usp=sharing) 

Enhanced Student Experience (ESE) including 
other Resources 
• Presentation (https://www.michigan.gov/ 

mde/-/media/Project/Websites/mde/OEAA/ 
General/DRC-INSIGHT-Enhanced-Student-Ex-
perience-Guide.pdf) 

Secure Access to the DRC INSIGHT Portal 
Access to the DRC INSIGHT Portal is provided 
through the Offce of Educational Assessment and 
Accountability (OEAA) Secure Site (www.michigan. 
gov/oeaa-secure), based on user permissions in the 
site. To request access to the OEAA Secure Site, view 
the Requesting Access document (https://www. 
michigan.gov/mde/-/media/Project/Websites/ 
mde/OEAA/Secure-Site-Training/Creating-MiLog-
in-and-Request-Access-to-OEAA-Secure-Site.pdf). 

The chart below shows which assessment staff 
members need access to the portal and the Secure 
Site role the user will request. 

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 & INSIGHT 

Portal 

District or Building 
Coordinators 

Required • District Online Test Admin – AMS & INSIGHT 
Portal 

• Public School Online Test Admin – AMS & INSIGHT 
Portal 

• Nonpublic School Admin – AMS & INSIGHT Portal 

Test Administrators Optional; Required if 
using the Test Monitor-
ing Application 

• Public School Online Test Administrator 
• Nonpublic School Online Test Administrator 

continues on page 4 3 

https://mi.drcedirect.com/Documents/Unsecure/Doc.aspx?id=52addc9e-d26d-432e-ba5e-c4a6b624218e
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NEWS INFO 
DRC INSIGHT Portal Training Resources  
Visual demonstrations of many of the tasks de-
scribed in the INSIGHT Portal User Guide are 
available in the DRC INSIGHT mini-module online 
videos. These include: 
• Accessing Documents on the DRC INSIGHT 

Portal (https://drive.google.com/fle/d/100fYe-
BoVJ46DYCad6IQKKWIHvF9ujcJK/view) 

• Searching for Students in the DRC INSIGHT 
Portal (https://drive.google.com/fle/d/1iYOuW-
dUNUMAHwFpaFx1a8h0cxJdQ_BGz/view) 

• Accessing the Online Tools Trainings (OTTs) 
(https://drive.google.com/fle/d/1Hy8iXAL-
nbD6ZsSRbBn9EgFqc_Zd7vMjA/view) 

• Assigning and Mass-Assigning Student 
Supports and Accommodations in the DRC 
INSIGHT Portal (https://drive.google.com/ 
fle/d/1niNf_i-UlSb3xTgPW2_y-4iNRlFxv1jU/ 
view) 

• Entering Student Responses in the MI-Access 
Online Document Portal (https://drive.google. 
com/fle/d/1iEChhyHTrqveHwQyaFLmIET-
1f5rm5ZzS/view) 

• Finding Student Testing Status in the DRC 
INSIGHT Portal (https://drive.google.com/ 
fle/d/1qyoHGIBX7NPT4kbFVRszj5mz1RyDgrEp/ 
view) 

• Creating Test Sessions and Printing Test 
Tickets in the DRC INSIGHT Portal (https:// 
drive.google.com/fle/d/1mslFU4FzMHoKMUd-
VH45XwTv00i-L2HR_ /view) 

• Using Test Monitoring in the DRC INSIGHT 
Portal (https://drive.google.com/fle/d/1g7OWy-
wea9PTEBFlNDDcIAktbUPGhSFwn/view). 

M-STEP Test Administrator’s Directions 
and Manuals Available Now 

The Spring 2025 M-STEP Test Administrator’s Direc-
tions and Manuals for both the online and paper/ 
pencil administration are available on the M-STEP 
web page (www.michigan.gov/mstep) under the 
What’s New and Current Assessment Adminis-
tration sections.  

The M-STEP Test Administrator’s Directions and 
Manuals include all required content that Test Ad-
ministrators must know prior to administering the 
M-STEP.  

New in 2025: There is only one M-STEP Online Test 
Administrator’s Directions and Manual that will 
be used for all grades and content areas; the use 
of Text to Speech (TTS) for Directions is the same 
across all online tests.  

Paper/Pencil Test Administrator’s and Manual 
Documents are still provided by grade; these doc-
uments contain test directions that must be read 
aloud during testing sessions for each content area 
test in the grade. Test Administrators must explic-
itly follow the instructions provided in the M-STEP 
Paper/Pencil Test Administrator’s Directions.  

Test Administrators are required to read the Test 
Administrator Directions and Manual for the test 
mode(s) and grade(s) they will administer prior 
to test administration.  

M-STEP Test Administrator’s Directions and Man-
uals are also printed and sent to schools in the Ini-
tial Material Order, with one copy included per 15 
pre-identifed students by test mode and grade. 
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NEWS INFO 
Updated: Managing the Kiosk Floating 
Accessibility Menu Guidance Document 

Students who are using a school-managed 
Chromebook while taking a College Board assess-
ment — SAT with Essay, PSAT 10, or PSAT 8/9 assess-
ment — and who have certain approved Services 
for Students with Disabilities (SSD) accommoda-
tions must have the Kiosk foating accessibility 
menu and Kiosk accessibility shortcuts enabled 
on their testing device.  

The foating accessibility menu does not need to be 
turned on for embedded text-to-speech. However, 
for other tools and accommodations (for instance, 
a large mouse cursor, a non-embedded screen 
reader, or magnifcation) the foating accessibility 
menu must be enabled.  

See the Managing the Kiosk Floating Accessibili-
ty Menu Guidance Document (https://www.mich-
igan.gov/mde/-/media/Project/Websites/mde/ 
OEAA/M-STEP/Managing-the-Floating-Accessibil-
ity-Menu-Guidance.pdf) posted on the MME web 
page (www.michigan.gov/mme), the PSAT web 
page (www.michigan.gov/psat), M-STEP web page 
(www.michigan.gov/mstep), MI-Access web page 
(www.michigan/gov/mi-access), and the WIDA 
web page (www.michigan.gov/wida) for more 
information.  

For Data Recognition Corporation (DRC) online 
testing — M-STEP, Early Literacy and Mathemat-
ics Benchmark, WIDA, and MI-Access Functional 
Independence — accessibility is handled through 
the testing engine. If devices are shared between 
College Board and DRC testers, issues may arise 
where College Board testing could create a dis-
traction and/or impact the validity of student tests. 
Review the guidance document linked above to 
ensure a trouble-free test administration. 
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NEWS INFO 
Reporting Codes and Research Codes: 
What They Are and How Districts and 
Schools Can Use Them 

Reporting Codes 
Schools and districts can use reporting codes in 
their assessment reporting. They can be used to 
group students when reports are generated and in 
developing additional purposes as determined by 
the district or school. The use of reporting codes 
and labels can be helpful in fltering reports when 
student scores are distributed to various staff 
members. 

Note: The use of Reporting Codes is optional for 
districts/schools; they are not used by the Offce 
of Educational Assessment and Accountability 
(OEAA) or the Michigan Department of Education 
(MDE) for reporting in any way. 

District/schools can create a four-digit code for 
grouping students in the Reporting Code feld on 
the OEAA Secure Site (www.michigan.gov/oeaa-se-
cure). For example, to group all of Teacher Smith’s 
mathematics students, the reporting entity (school/ 
district) would frst decide on a four-digit number 
for Teacher Smith (for example, 1234), and then 
put “1234” into each of the students’ mathemat-
ics Reporting Code feld on the OEAA Secure Site. 
Alphabetic or numeric characters, or a combina-
tion of the two, may be used. Further, the reporting 
entity could create a reporting code label “Teach-
er Smith” for Reporting Code 1234, and “Advanced 
Mathematics” for Reporting Code AM12. 

Each reporting code a district/ school creates must 
be unique. Codes are not to be duplicated, even 
if they are being used for different content areas 
and/or grade levels. 

Reporting Codes can be entered on the OEAA Se-
cure Site once Pre-Identifcation is open for the 
assessment and through the Answer Documents 
Received period, which is usually a few weeks after 
testing. 

Reporting codes and reporting code labels are en-
tered in the OEAA Secure Site through one of three 
methods – the Student Assessment Details Page, 
Pre-ID File Upload, or Mass Update Assessments. 
For information on how to create reporting code 
labels, refer to the Detailed instructions on the Se-
cure Site Training webpage (www.michigan.gov/ 
securesitetraining), under the Pre-Identifcation 
section. 

The created Reporting Code labels will display in: 
• Dynamic Score Reports for M-STEP, MI-AC-

CESS, SAT, PSAT (grades 8, 9, 10), and Early Lit-
eracy and Mathematics Benchmarks (K-2) 

• Student Data Files for M-STEP, MI-ACCESS, Ear-
ly Literacy and Mathematics Benchmarks (K-2), 
PSAT, SAT, ACT WorkKeys, and WIDA ACCESS 
for ELLs 2.0 

Research Codes 
Research codes can be used by a district or school 
to gather any type of additional data on groups of 
students that might be benefcial in analyzing test 
results. For example, a school can group students 
to a research code that shows which mathemat-
ics class they were in during the previous year. 
Research codes are published on the download-
able Student Data Files available through the OEAA 
Secure Site, but they do not appear on reports. 

Research codes can be assigned for each content 
area in which a student will be tested. There are 
two research codes available for each content area. 

continues on page 7 6 
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NEWS INFO 
Research Codes are pre-labeled as Research Code 1 
and 2 in the OEAA Secure Site. While there is no op-
tion for districts/schools to create a custom label for 
their research codes, they may “key” their codes as 
needed. For example, a school could decide to key 
students who had Teacher Martin for mathemat-
ics last year to “Research Code 1” by assigning that 
code to those students in the OEAA Secure Site. Al-
ternatively, the school could choose to key Teach-
er Martin’s students to “Research Code 2” in the 
OEAA Secure Site. 

Research codes are assigned in the OEAA Secure 
Site using the same process used for reporting 
codes, as detailed above. Districts/schools can use 
research code felds in any manner that fts their 
needs. These codes appear only on the Student 
Data Files for the assessment; the codes are not in-
cluded on reports. Research codes are not used by 
the OEAA or MDE in any way. 
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COLLEGE BOARD INFO 
Register for the 
Upcoming School Test 
Coordinator Part 2 
Webinar 

On Wednesday, March 5, from 
1:00 to 2:30 p.m., College Board 
will offer the School Test Coor-
dinator Part 2 Webinar for the 
Michigan Department of Educa-
tion-provided spring administra-
tions of SAT with Essay, PSAT 8/9, 
and PSAT 10. Intended for School 
Test Coordinators, this webinar 
will cover policies, procedures, 
student registration, digital 
readiness, room readiness, irreg-
ularities, retests, required online 
training, and more. 

Register here 
(https://bit.ly/3MVDUfO). 

Access to College Board’s 
State Data Management 
System (SDMS) 

On Wednesday, February 19, 
School Test Coordinators, Dis-
trict Test Coordinators, and 
Services for Students with Dis-
abilities (SSD) Coordinators 
received an email granting 
them access to the State Data 
Management System (SDMS), 
College Board’s web-based plat-
form for managing student data 
for state testing. These testing 
staff may also access SDMS un-
der “My Tools and Services” in 
their College Board professional 
account. 

To register students for the 
Michigan spring SAT Suite of 
Assessments, schools must frst 
Pre-identify (Pre-ID) test tak-
ers in the Offce of Educational 
Assessment and Accountabil-
ity (OEAA) Secure Site. College 
Board then retrieves this Pre-ID 
data and integrates it into SDMS. 

The registration data is com-
bined with SSD Online data and 
transferred to Test Day Toolkit 
and Bluebook for student test-
ing.  

Enrollment changes in the 
Secure Site will appear in SDMS 
within one business day and in 
Test Day Toolkit within two busi-
ness days. Testing staff should 
be able to view student data in 
both SDMS and Test Day Toolkit, 
beginning February 19-21. 

In Michigan, District Test Coor-
dinators, School Test Coordina-
tors, and SSD Coordinators can 
view student rosters and testing 
statuses, waive accommoda-
tions (specifc to the Michi-
gan-provided spring admin-
istrations), and “force match” 
accommodations. 

Student Registration Activity Key Dates 

Pre-ID data pulled from the OEAA Secure Site into SDMS 
for approved paper/pencil and multi-day digital testers 

February 17 – April 21, 2025 

Pre-ID data pulled from the OEAA Secure Site into the SDMS 
for single-day online testers 

February 17 – April 23, 2025 

Districts and schools gain access to SDMS February 19, 2025 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
Paper/Pencil Testing 
Guidelines 

Only schools with an approved 
online waiver, students ap-
proved for a paper/pencil test 
in SSD Online, and individual 
students with online exemptions 
due to religious or technology 
restrictions will be permitted to 
test using paper/pencil. 

For schools with an approved on-
line waiver and whose students 
were Pre-identifed by February 
14, paper/pencil materials ship-
ments will begin the week of 
March 17. 

Students with an approved 
paper/pencil accommodation or 
individual exemption as of Feb-
ruary 18 will also receive paper 
materials starting the week of 
March 17. To submit an online 
waiver request for individual stu-
dents with religious or technol-
ogy restrictions, complete this 
form (https://bit.ly/430Y41m) as 
soon as possible. 

Note: Designated test staff 
must transcribe students’ mul-
tiple-choice answers from the 
paper test book into Bluebook. 
For the SAT with Essay, mul-
tiple-choice answers will be 
transcribed, but student essays 
must be written on the paper 
answer document provided and 
shipped back to College Board 
with all other return materials for 
scoring and processing. 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
Test Day Toolkit Update: 
District Test Coordinators 
Added to Test Day Toolkit 

On February 3, Col-
lege Board began 
adding the District 
Test Coordinators 
listed in the Educational Entity 
Master (EEM) (https://cepi.state. 
mi.us/eem/) to each of their as-
signed schools in Test Day Tool-
kit. Due to the high volume of 
coordinators and schools in 
Michigan, it may take approxi-
mately two weeks for this pro-
cess to be completed.  

The Primary School Test Coor-
dinator in EEM can directly add 
additional test coordinators in 
Test Day Toolkit. If the Primary 
School Test Coordinator listed in 
EEM prefers to add their District 
Test Coordinator to their school’s 
Test Day Toolkit before College 
Board does, they may do so. In 
such cases, College Board will 
see that the District Test Coor-
dinator in EEM has already been 
added and move to the next 
school that doesn’t have a Dis-
trict Test Coordinator listed. 

Complete College Board’s 
Off-Site Request Form 

Most schools will 
use their own facili-
ties for Spring 2025 
Michigan-provided 
assessments. However, if addi-
tional space is needed or your 
school is virtual, please submit 
College Board’s Off-Site Re-
quest Form (http://www.sat.org/ 
offsiterequest) by February 28, 
2025. Requests are considered 
approved unless you hear other-
wise from College Board.  

State Implementation 
Support Specialists 
(SISSs) 

College Board’s 
State Implementa-
tion Support Spe-
cialists (SISSs) are 
available in Spring 2025 to pro-
vide targeted support to Michi-
gan districts and schools. SISSs 
are hosting weekly virtual Offce 
Hours via Microsoft Teams. These 
Offce Hours will take place ev-
ery Wednesday, through April 2, 
from 2:00 to 3:00 p.m. ET. 

To view each SISS’s assigned 
regions and access the virtual 
Offce Hours meeting link, click 
here (https://bit.ly/4geHBcN).  

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

ACT WorkKeys Test Materials Shipments 

Secure and non-secure standard time and accommodations materials will be shipped for delivery in the 
week selected by the school during the Manage Participation process. 
• Test Window 1:  Week of March 3 or March 10 
• Test Window 2:  Week of March 17 or March 24 

The standard time and accommodations materials will be shipped in separate sets of boxes and may be 
delivered on different days within the selected delivery week. 

Using test materials outside of their designated test window will result in a misadministration and 
students will not receive scores. 

Test materials were shipped to the WorkKeys Test Coordinator’s mailing address (not the building ad-
dress) as listed in Educational Entity Master (EEM) (www.michigan.gov/eem) on February 14, 2025. 

FedEx tracking information will be available beginning March 3, 2025, on the Material Order Reports page 
on the OEAA Secure Site (www.michigan.gov/oeaa-secure). You can access the Material Order Summary 
Report under the Assessment Registration menu and the sub-menu of Material Orders. 

If you do not receive your test materials by the Friday of the chosen delivery week, call ACT at 800-967-5539 
for resolution. 

Within 24 hours of receiving the shipment(s), compare the packing list to the materials received, using the 
guidelines found in the ACT Test Coordinator Information Manual (https://www.act.org/content/dam/act/ 
secured/documents/pdfs/state-district-test-coordinator-paper-test.pdf). This manual is posted on the ACT 
state testing website (http://www.act.org/stateanddistrict/michigan) on the WorkKeys on Paper page in 
the Administration stage. 

Important: Each box of secure test materials will include a Test Date Flyer that details the valid test dates 
of the enclosed materials. Be sure to use these materials only during the designated test window. 

If a new student arrives in your school, pre-identify their student data in the OEAA Secure Site (www.mich-
igan.gov/oeaa-secure) and print a barcode label locally; you can use either the blank page of labels that 
ACT will include with your test materials, or a white label you have purchased elsewhere. 

continues on page 12 11 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Pre-Recorded Audio Forms 
Pre-recorded audio forms will be delivered to WorkKeys Test Coordinators via a secure URL approximately 
10 days prior to the administration. 

The WorkKeys Test Coordinators will receive an email from audio@act.org, which will include a test 
window-specifc URL link, and the password needed to access the audio forms. 

Pre-recorded audio is a version of the tests based on the assessment’s reader’s script. This version includes 
audio of the written directions, test questions, and response choices. The static text identifes the test form 
and subject area test. Pre-recorded audio does not include the verbal instructions from the administra-
tion manual. 

Prior to test day, the WorkKeys Test Coordinators will review the ACT WorkKeys Pre-Recorded Audio 
Guidelines (https://www.act.org/content/dam/act/secured/documents/ACT-WorkKeys-Pre-Recorded-Au-
dio-Guidelines.pdf) and access the practice test to ensure the audio will play correctly on each device and 
browser the school plans to use during the test administration. 

On test day, the same URL can be used for all students testing within the test window. When the audio 
forms are launched, the students will watch and listen to a video, following along with a printed test book-
let, and mark their responses on a paper/pencil answer document. 

Ordering Additional ACT WorkKeys Test Materials 
If after checking in your test materials you fnd the number of students scheduled to test exceeds the 
number of test materials received, order additional ACT WorkKeys materials through the OEAA Secure 
Site (www.michigan.gov/oeaa-secure), from March 14 through March 20, 11:59 p.m. ET. Do not submit 
additional materials orders in PearsonAccessnext. 

Instructions for the Additional Material Order function can be found on the Secure Site Training web page 
(www.michigan.gov/securesitetraining). 

continues on page 13 12 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

The following WorkKeys test materials will be available for ordering: 
• Standard Time Test Administration Manuals 
• Accommodations Test Administration Manuals 
• Standard Time Test Books (Regular Print English Book) 
• English Answer Documents 
• Extended Time (Regular Print English Book) 
• Reader Script (comes with a Regular Print English Book) 
• English Pre-recorded Audio (comes with a Regular Print English Book) 
• Arabic Pre-recorded Audio (comes with a Regular Print English Book) 

• A video displays the page of the English test book that corresponds with the audio of the question 
and responses. 

• The following items are translated into Arabic: 
• Workplace Documents – directions only, not test items 
• Applied Math – directions and all test items 
• Graphic Literacy – directions and all test items 

• Large Print (no longer comes with a Regular Print English Book) 
• Braille Unifed English Braille [UEB] (comes with a Regular Print English Book) 
• Spanish Standard time (comes with a Regular Spanish Print Book) 
• Spanish Answer Documents 
• Spanish Extended Time (comes with a Regular Spanish Print Book) 
• Spanish Reader Script (comes with a Regular Spanish Print Book) 
• Spanish Pre-recorded Audio (comes with a Regular Spanish Print Book) 
• Spanish Large Print (comes with a Regular Spanish Print Book) 
• American Spanish Braille (comes with a Regular Spanish Print Book) 

Note: Translated Test Instructions (test instructions in Arabic, Chinese [Simplifed], Chinese [Traditional], 
Farsi, French, German, Haitian Creole, Korean, Russian, Somali, Spanish, Tagalog, and Vietnamese) are no 
longer orderable. The WorkKeys-Translated Test Directions for English Leaners (https://www.act.org/con-
tent/dam/act/unsecured/documents/WorkKeysTestDirections-National-EL-Supports.pdf) can be down-
loaded and printed from the ACT-hosted State of Michigan ACT WorkKeys State Testing website (http:// 
www.act.org/stateanddistrict/michigan) on the WorkKeys on Paper page in step 3: Accommodation. 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

ACT WorkKeys Training Webinars 

The ACT-hosted training webinar on February 5, 2025, provided an overview of how to 
administer the WorkKeys assessments. You may view the webinar on-demand here 
(https://bit.ly/3DYhnOs). 

This webinar will be repeated on March 6, 2025, 3:30-5:00 p.m. ET. To attend online, register 
here (https://bit.ly/4ar6n8p). 

ACT WorkKeys Spring 
2025 Schedule of Events 

ACT WorkKeys Spring 2025 
Schedule of Events (https://con-
tent.act.org/michigan/r/Sched-
ule_of_Events_for_WorkKeys_-_ 
Michigan_-_Spring), posted on 
the ACT-hosted State of Mich-
gan ACT WorkKeys State Test-
ing website (http://www.act.org/ 
stateanddistrict/michigan) on 
the WorkKeys on Paper page. 

ACT WorkKeys List of 
Important Dates 

ACT WorkKeys List of Im-
portant Dates (https://www. 
michigan.gov/mde/-/media/  
Project/Websites/mde/OEAA/As-
sessment-Calendars/ACT_Work-
Keys_list_of_Important_Dates. 
pdf), posted on the MME web-
page (www.michigan.gov/mme). 
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TRAINING 
College Board Webinar: School Test 
Coordinator, Part 2 
• Wednesday, March 5, 2025, 1:00–2:30 p.m. 
• for School Test Coordinators, District 

Test Coordinators 
• Register here (https://bit.ly/3MVDUfO) 

ACT WorkKeys Webinar: Paper Testing 
Webinar 1 
• Thursday, March 6, 2025, 3:30–5:00 p.m. 
• for School Test Coordinators 
• Register Here (https://bit.ly/4ar6n8p) 

IMPORTANT DATES 
FEBRUARY 2025 

21 M-STEP Create/Manage Online Test Sessions and assign Universal Tools, Designated Sup-
ports, and Accommodations in DRC INSIGHT Portal. Ends: May 16, 2025 

21 MI-Access Create/Manage Online Test Sessions and assign Universal Tools, Designated Sup-
ports, and Accommodations in DRC INSIGHT Portal. Ends: May 23, 2025 

28 Early Literacy and Mathematics Benchmark Assessments Create/Manage Online Test Ses-
sions in DRC INSIGHT Portal. Ends: May 30, 2025 

28 SAT, PSAT 10, PSAT 8/9 for Grades 8 & 9 Request Off-Site Testing. Ends: February 28, 2025 

MARCH 2025 

WIDA ACCESS Additional Material Order Window in WIDA AMS. Ends: March 28, 2025 

APRIL 2025 

WIDA ACCESS for ELLs/WIDA Alternate ACCESS for ELLs Test Window. 
Ends: April 4, 2025 
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OFFICE OF EDUCATIONAL ASSESSMENT & ACCOUNTABILITY 

OEAA ABBREVIATIONS 
A rotating list of OEAA abbreviations frequently used in Spotlight 

Issued: Feb 20, 2025 

Acronym Name Acronym Name 

DRC Data Recognition Corporation LID List of Important Dates 

EEM Educational Entity Master SDMS State Data Management System 

ESE Enhanced Student Experience SISS State Implementation Support 
Specialists 

OEAA PHONE TREE OPTIONS 
Option 1 - For inquiries related to state assessment policy; the OEAA Secure Site; administration of the 
M-STEP, MI-Access, Early Literacy and Mathematics; and Accountability Reporting 
Option 2 - For inquiries related to the SAT, PSAT, or WorkKeys testing: 

Option 1 - eligibility to test and the OEAA Secure Site 
Option 2 - administration of the College Board assessments (PSAT 8/9, PSAT 10, SAT) 
Option 3 - administration of the WorkKeys work skills test 

Option 3 - For inquiries related to WIDA, the English Language Learner assessment; Call 866-276-7735 for 
assistance with the WIDA Screener and the WIDA Secure Portal 

Option 4 - For all other calls 

Option 5 - To report known unethical testing practices by a school on any state assessment 

Option 6 - To repeat these options 

Questions or Comments? 
Contact MDE at: 

Mail: 608 W. Allegan St., PO Box 30008, Lansing, Michigan 48915 
Assessment Questions: mde-oeaa@michigan.gov 

Accountability Questions: mde-accountability@michigan.gov 
Phone Assistance: 877-560-8378 

Website: www.michigan.gov/oeaa 16 
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