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Objectives

❑ What’s new in 2023

❑ Systems Used in M-STEP
o OEAA Secure Site

o DRC INSIGHT Portal

❑ Preparing Staff & Students for M-STEP

❑ Common Problems and What to do



What’s New



TAM APPENDIX 
UPDATES

❑Administration Policy 
appendices:
o Calculator
o Scratch Paper
o Electronic Device*

❑Active Monitoring Best 
Practices*

❑ Incident Reporting Guide

❑How to Complete an Incident 
Report*

❑Tests Requiring Headphones*

❑DRC Test Monitoring 
Application*

*indicates new 
appendix



TAM APPENDIX 
UPDATES 
CONTINUED

❑List of Important Dates

❑DRC INSIGHT Portal User 
Guide

❑Checklists – Before, 
During, and After Testing 
for Assessment 
Coordinators

❑Test Administrator Test 
Session Checklist*

❑Assessment Integrity and 
Security for Test 
Administrators*

*indicates new 
appendix



APPENDIX C: 
ELECTRONIC 
DEVICE POLICY

❑ Students are not permitted to 
access non-testing electronic 
devices

• Must be powered off and stored away 
from work area

• Testing device cannot be accessed for 
any purpose other than testing during 
the test session

• No websites, applications, during test 
administration

❑ Staff must remain focused on active 
test monitoring throughout 
administration

• Cell phones may only be used to alert 
other staff of any issues that arise 
(emergency use only)

• Wearable technology is discouraged; 
if worn, then must be set to airplane 
mode

• Test content may never be recorded 
or photographed

• Do not check email or engage in 
other work during testing

Electronic Device 
Policy

https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/Assessment-Integrity-and-Security/OEAA-Assessment-Electronic-Device-Use-Policy.pdf?rev=9144fe17f157421297bfdbf4724e854c&hash=39EFE669AD85E8ABFF090EF0E4910D9A


APPENDIX D: ACTIVE 
MONITORING BEST 
PRACTICES

Includes administration 
practices that are:

• Required

• Best Practice

• Acceptable Practice

• Prohibited Practice

Provides clarification 
about what is 
allowed/prohibited 
during administration



Appendix F: How to Complete an 
Incident report

❑For the four most common IR types:
oTest Not Completed

oProhibited Behavior

oAccommodation/Designated Support issue

oTechnical Problems with online testing

❑Provides detailed information about what 
to include in report

❑Also provides links to Parent Notification 
forms for each regeneration request type



Appendix G: Tests 
Requiring 
Headphones

Provides clarification 
regarding which tests require 
headphones



Appendix H: DRC Test Monitoring 
Application

❑Based on feedback from last year, this 
appendix provides detailed information 
regarding how to set up and use the Test 
Monitoring Application

❑Includes screenshots showing how to set 
up the TMA in the DRC INSIGHT Portal as 
well as student view



APPENDIX M: TEST 
ADMINISTRATOR 
CHECKLIST

• Initially created by 
Godwin Heights 
Public Schools

• Optional tool for Test 
Administrators to use 
during test 
administration

• Helps verify that 
electronic devices, 
Supports and 
Accommodations, 
secure material 
handling are handled 
according to required 
policies



Appendix N: Assessment Integrity 
and Security for Test Administrators

❑Test Administrators can read this appendix 
in place of completing the Michigan Virtual 
modules to meet test security training 
requirements

❑Available in each Test Administrator’s 
Directions and Manual Documents – for 
each grade and test mode



Assessment Security Training
❑ Test Administrators can either:
oRead the new Assessment Security for Test Administrators 

document – which is available as an appendix in all Test 
Administrator’s Directions and Manual Documents, the M-STEP 
Test Administration Manual, and the Assessment Integrity 
Guide (AIG)

oComplete the MDE Assessment Security course through 
Michigan Virtual

❑ District and Building Coordinators must complete the 
full course and read the AIG.

❑ MDE Assessment Security online course refresher is
not available in Spring 2023 because the course has 
had significant updates. 



TTS Directions Updates
❑Audio Check screen will have a skip option on 

tests that are not ELA and do not have TTS 
assigned.

❑Students using TTS Directions will not be able to 
advance the screen until all directions have 
been read. 
o For students assigned TTS as a DS: Once students select 

“Play” for TTS Directions, the “Next” button will not be active 
until all directions on the screen have been read. 

o For students without TTS assigned as DS: does not require all 
directions to be read.



If initial online test administration 
is done in a test session with more 
than one test being administered, 
TTS for Directions only is 
required.

Online Administration of More than 
One Test in a Test Session

❑ Sometimes it is 
necessary to 
administer 
more than one 
test in a single 
test session, 
such as:

• Large group 
administrations

• Make up 
sessions



Recorded Versions of the Test: Flash 
Drives

❑All audio and video recordings are now on 
flash drives

• Listening recordings used with 
paper/pencil English language arts tests

• Designated Supports for paper/pencil tests
• Audio recordings

• Video recordings



Social Studies Time Estimate

❑Testing time estimate for grade 11 social 
studies has increased from 30 minutes to 
45 minutes



Requesting the Multiplication Table 
Accommodation
❑ Completed through 

the OEAA Secure 
Site

❑ Select the 
Assessment 
Registration menu, 
then Material 
Orders, then 
M-STEP 
Multiplication 
Accommodation 
Requests



Test Schedules



Test Schedules

• Test Schedules are required and must be 
maintained for three years.

• Requirements for what must be included in test 
schedules are listed in the Assessment 
Integrity Guide



Test Session Time Estimates: 
Grades 3-7



Test Session Time Estimates: 
Grade 8



Test Session Time Estimates: 
Grade 11



Systems used for M-STEP 
Administration



TWO SYSTEMS

OEAA Secure Site

DRC INSIGHT Portal



OEAA Secure Site



OEAA Secure Site: OEAA Application

• Before Testing
• Pre-identify students for state assessments

• Print barcode labels for paper answer documents 

• Order paper/pencil assessment materials

• Group students into online sessions 

• During Testing
• Off-site Test Administration Requests

• Multiplication Table Accommodation Requests

• Incident Reporting 

• After Testing
• Accountable Students and Test Verification process

• Student test scores, downloadable data file and reports



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

http://www.michigan.gov/securesitetraining


Secure Site Training

❑Secure Site Training page: 
www.Michigan.gov/securesitetraining

❑Questions: mde-oeaa@michigan.gov

http://www.michigan.gov/securesitetraining


DRC INSIGHT Portal



DRC INSIGHT Portal: 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



Accessing the DRC INSIGHT Portal

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



Accessing 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 
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 

TMA

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



DRC INSIGHT Portal

Available for online test administration 
tasks March 3, 2023

▪Students who were pre-identified and put into 
online test sessions in the OEAA Secure Site by 
February 20 will be 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 20th will need 
to be added to test sessions directly in the DRC 
INSIGHT Portal.



Identifying Users in the DRC INSIGHT 
Portal

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



DRC Test Monitoring Application

❑Allows users to monitor student testing 
activity during the test session

❑Test Administrators can view students who 
logged in to a test and who registered to 
the Test Monitoring Dashboard.

❑Displays student testing status, including 
the question the student is working on and 
testing status.



CONFIGURE A TEST 
SESSION TO USE THE 
TEST MONITORING 
APPLICATION

1. Navigate to Manage 
Test Sessions
1. Log in to DRC INSIGHT 

Portal

2. Select Test Management 

3. Select Manage Test Sessions

4. Select Show Sessions

2. On this screen, 
shown here, choose 
None, Optional, or 
Required in the Test 
Monitoring field

3. Choose True or False 
for Restricted Access



Test Monitoring Dashboard
❑ When a Test Administrator is using the Test Monitoring 

Dashboard, students must be provided the Monitoring Code, 
marked here. 



STUDENT VIEW: 
MONITORING CODE

• This is what the Welcome 
screen looks like for the 
student when the test 
session is set up for Test 
Monitoring to be optional. 

• If none had been selected, 
then the Monitoring Code 
field wouldn’t be visible.

• If required had been 
selected, then the 
“Continue” button would 
not be active until a 
Monitoring Code was 
entered.



STUDENT VIEW: 
WAITING ROOM

If the Restricted Access 
menu is set to True, this 
is the screen the 
student sees after 
submitting the correct 
Monitoring Code.

They have to wait until 
the Test Administrator 
admits them to the test 
session in the DRC 
INSIGHT Portal.



TEST 
ADMINISTRATOR 
VIEW: WAITING 
ROOM

This is the Test 
Administrator view of 
the Waiting Room. 

You can see the red 1 
next to the Waiting 
Room tab indicating 
there is a student 
waiting to test. The Test 
Administrator admits 
students from this 
screen.



TEST MONITORING 
DASHBOARD

This shows the view of the 
Test Monitoring Dashboard. 

Test Administrators can view 
student testing status:

• Active

• Waiting

• Inactive

• Paused

• Exited

• Completed



Preparing Staff and 
Students for Testing



Preparing Staff: Required Training

▪ Test Administration
▪ Trained in all test 

administration policies and 
procedures

▪ Sign the OEAA Security 
Compliance Form

▪ Read the Test 
Administrator’s Directions 
and Manual for the tests 
they will administer

▪ Assessment Security
▪ Complete the MDE 

Assessment Security 
Modules through Michigan 
Virtual

▪ Read the Assessment 
Security for Test 
Administrators documents



Preparing Staff: What Test Administrators 
need to know

❑Building-specific information
oTest session schedules

oWhether the building is using TTS for directions

oScratch paper/materials needs for students (including 
materials needed for student Designated Supports or 
Accommodations)

oBuilding Electronic Device policy and procedures

oHow to handle materials after testing – secure storage 
and return to Assessment Coordinator



What Test Administrators need to 
know (cont)

❑Materials needed
oTest schedule

oTest Administrator’s Directions and Manual

oDesignated Supports/Accommodations for students in 
the test session

oDevices, including headphones 

oTest tickets/rosters

oPencils, scratch paper, calculators/graph paper (if 
grade 6-7 mathematics)



What Test Administrators need to know 
(cont)

❑Test Policies
o Scratch Paper Policy

o Calculator Policy

o Electronic Device Policy

❑How to prepare students for testing
o Tutorials

o Online Tools Training (OTT)

❑ How to get help with testing
o Technology Coordinator(s)

o Trouble-shooting issues (such as assisting student login)



Resources for Training Staff
❑Test Administrator Toolkit
oTraining Checklist for Test Administrators to verify 
they have received all required training/know what 
they need to know

oCustomizable PowerPoint template that can be 
modified with local information and used during 
training

❑Training for Assessment Coordinators
oSeries of 3 videos that provide information about 
before, during, and after testing

oDRC Training provides overview of online testing on 
February 28

https://www.michigan.gov/mde/services/student-assessment/m-step/training/test-administrator-toolkit-for-building-coordinators


PREPARING 
STUDENTS

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



Preparing Students: 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



Common Problems and 
What to Do

Common Problems
Incident Reports



INCIDENT 
REPORTING

Use the new appendix in the 
Test Administration Manual for 
the four most common 
incident reports:

• Test Not Completed

• Prohibited Behavior

• Accommodation/Designated 
Support Issues

• Technical Problems with 
online testing



REGENERATION 
REQUESTS

The appendix also 
includes links to the 
required Parent 
Notification Forms for 
each regeneration 
request type



Common Problems
❑Online Session Locked
o If 5 or fewer questions have been answered, contact the 

Call Center at 1-877-560-8378 and select Option 2
o If more than 5 questions have been answered, an 

Incident Report is required

❑Student becomes ill/parents remove student 
during test
oOnline: Pause and Exit; then resume with the original test 

ticket in a makeup session
oPaper/Pencil: Collect materials and flag last question 

answered, resume during a makeup session



Common Problems
Chromebook testers – Keyboard MUST be set to US 
Keyboard – if it is not, the student will not be able to use 
quotation marks or apostrophes in text boxes

▪ BEFORE testing: Select ‘Settings’ then ‘Keyboard Settings’ and 
select US Keyboard

▪ DURING testing: click outside of the text box and press CTRL-
SHIFT-SPACE BAR to select US Keyboard

Technology Coordinators can resolve this issue before 
testing by changing all keyboards to US Keyboard using 
the Google Admin Console

▪ View the Tech Bulletin: Keyboard Settings and Tips for 
Chrome OS and iPad OS Devices so Characters Display 
Correctly on the DRC INSIGHT Portal



Common Problems
❑ INSIGHT disconnections or other technical error
oContact your local tech support first

o If tech support cannot resolve the problem, the Technology 
Coordinator should contact DRC Customer Support and the 
M-STEP Coordinator submits an Incident Report

Do not direct students to continue testing if there are 
problems with technology. MDE cannot unlock or 
regenerate a test due to an unaddressed or unresolved 
technology issue after a test has been submitted.



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



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:
o Documentation of parent permission

o Documentation of verification of incident



Questions?



STAY INFORMED

To stay up-to-date on 
all assessment-
related issues, sign 
up to receive weekly 
Spotlight newsletter, 
at 
www.michigan.gov/m
de-spotlight

You’ll find:
calendar reminders

assessment task reminders

administration updates

report information

much more

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


THANK YOU.

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