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NORMS 

Treat each other and other’s opinions
with respect
Embrace new ideas and challenge
ourselves: approach discussions with an
open mind, ready to explore new ideas,
strategies, and perspectives
Recognize that MAST is our statewide
standardized assessment
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The WHY: Successful administration of the MAST.

After
Testing

During
Testing

Before
Testing

Roster Students & Enter PNPs
Print Student Tickets & DACs
Prepare Students to Test

Schedule Testlets
Train & Prepare Staff
Prepare Student Testing Devices
Notify Families of Testing
User Management

Administer Testlets
Monitor Testlet Completion
Make-Up Testing
Access & Share Student Score Reports

Access & Share Student Score Reports
Reflect on the successes and challenges
of administration

MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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Click on the image to access linked resources.

PREPARING TO TEST



Kite Educator Portal

KITE EDUCATOR PORTAL ACCESS

5

Access the Kite Educator Portal
through the MAST Portal.

Googling “Kite” and selecting
from the search results may bring
you to a different state’s portal



KITE EDUCATOR PORTAL
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Each year you must agree to the Security Agreement. 
It will appear automatically each year.



KITE EDUCATOR PORTAL
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Kite passwords must be changed every 180 days. An
automated email will notify you of the needed change.  

Beginning July 25, 2025, Kite Educator Portal will
require multifactor authentication as a way to further

protect sensitive data and systems. Staff cell phone
numbers can be entered proactively so that users can

transition to the cell phone option, if desired, once the text
feature is implemented.
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The WHY: Successful administration of the MAST.

After
Testing

During
Testing

Before
Testing

Roster Students & Enter PNPs
Print Student Tickets & DACs
Prepare Students to Test

Schedule Testlets
Train & Prepare Staff
Prepare Student Testing Devices
Notify Families of Testing
User Management

Administer Testlets
Monitor Testlet Completion
Make-Up Testing
Access & Share Student Score Reports

Access & Share Student Score Reports
Reflect on the successes and challenges
of administration

MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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USER MANAGEMENT



USER MANAGEMENT 
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ROLES IN THE KITE PLATFORM

User Management

BUILDING TEST
COORDINATOR

(BTC)

TEACHER
(TEA)

DISTRICT USER (DU)

BUILDING USER (BU)

DISTRICT TEST
COORDINATOR (DTC)

Users may assign any user
role to the right and below

their own role 



USER MANAGEMENT 
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CAPABILITIES IN THE KITE PLATFORM
District Level 

DISTRICT TEST COORDINATOR
(DTC)

Assigned to Authorized Representative
(ARs) & System Test Coordinators (STCs)

by the OPI
At the district level, DTCs:

Manage Users: Add/modify DUs,
BTCs, BUs, and TEAs
Roster Students to Teachers
Add/Modify Student PNPs
Administer & Monitor Testlet
Completion
Set Up Kite Parent Portal: Add/Modify
Student-Parent Connection
View Student Score Reports

DISTRICT USER (DU)
Assigned to District Coordinators

assisting with MAST tasks

At the district level, DUs:
Manage Users: Add/modify
BTCs, BUs, and TEAs
All other Kite capabilities are the
same as the DTC

Assigns

Assigns
Building &
Classroom

Roles 

Assigns
Building &

Classroom Roles 



USER MANAGEMENT 
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CAPABILITIES IN THE KITE PLATFORM
School Level 

Assigns
 Classroom Roles 

Assigned to Building Principals or other
Building Coordinators

At the building level, BTCs:
Manage Users: add/modify BUs and
TEAs across the school.
Roster Students to Teachers
Add/Modify Student PNPs
Administer & Monitor Testlet
Completion
View student score reports of all
students within the school.

BUILDING TEST COORDINATOR (BTC)

BUILDING USER (BU)
Assigned to Special Education

teachers/specialists that will
administer testlets & access student
score reports across multiple grade

levels

At the building level, BUs:
Same Kite capabilities as a BTC
except unable to add/modify
users.

Assigns



USER MANAGEMENT 
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CAPABILITIES IN THE KITE PLATFORM
Classroom Level 

TEACHER (TEA)
Must be assigned to Test

Administrators with rosters 

At the building level, TEAs:
Verify Student Information Prior to
Testing (Rosters & PNPs)
Provide Opportunities for Students
to Utilize the Kite Practice Test
Administer & Monitor Testlet
Completion
View Student Score Reports for
students rostered to them



USER MANAGEMENT 
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METHODS TO ADDING/MODIFYING USERS

User Management

MANUAL METHOD TO ADD USERS

UPLOAD METHOD TO ADD USERS

Directions for each method can be found in the Kite Educator
Portal Manual.

Users rolled-over
from the 2024-

2025 school year 

https://files.kiteaai.org/documentation/testlets/MT/Testlet_Kite_Educator_Portal_Manual_MAST.pdf
https://files.kiteaai.org/documentation/testlets/MT/Testlet_Kite_Educator_Portal_Manual_MAST.pdf
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You can also add a DLM
role to the same user

within the same screen!

USER MANAGEMENT 
MANUAL METHOD TO ADD USERS
1. Select Settings. 
2. Select Users. 
3. Select the Add User tab. 
4. Enter the user’s first name, last
name, and email address. 
5. Choose the appropriate
organization and role for the new user. 
6. Select Add. The table will populate
below. 
NOTE: If adding more than one role to
a user’s account, repeat steps 5 and 6
within this screen.
7. Select Save.

The Educator Identifier must be
a unique value and is required
when Teacher is selected as

role. It is suggested to use the
teacher’s SEID for this field.



USER MANAGEMENT 
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UPLOAD METHOD TO ADD USERS
The user upload creates or updates users in Kite Educator Portal. The user upload also
assigns 1-2 roles to a user (one is required). A CSV file template is available on the Upload
Users tab in Kite Educator Portal (click on small blue question mark next to File). You will
need to complete the CSV file using software such as Microsoft Excel outside of Kite
Educator Portal. All users (teachers, test coordinators, etc.) can be included in one CSV file. 

To upload multiple users using a CSV
file, perform the following steps:
1. Select Settings. 
2. Select Users. 
3. Select the Upload Users tab. 
4. Select the organization information. 
5. In the File field, choose Select File. 
6. Select the appropriate CSV file from
your computer. 
7. Select Open. 
8. Select Upload. 
NOTE: Users will be in Pending status until
the user responds to the activation email.



USER MANAGEMENT 
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UPLOAD METHOD TO ADD USERS
Do not change column headers.
Ensure cells are formatted to hold the leading zero of numbers, especially for school
(SCH) and district (DT) level codes. 
Document should be saved in CSV format.

A table can be found in the Kite Educator Portal Manual with acceptable values for the
template file.



USER MANAGEMENT 
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OTHER USER MANAGEMENT TASKS 
Test coordinators and others responsible for data can take several actions with user accounts.

Please ensure any users no longer at your district are deactivated. 

DEACTIVATE USER 
Select the user, then select Deactivate. Note: Users can also be deactivated through the User Upload. 

REACTIVATE AN INACTIVE USER 
Inactive users only appear if the “Include Inactive Users” box is checked. To activate an inactive user,
select the user, then select Activate. 

RE-SEND ACTIVATION EMAIL 
Select the user, then select the Send Activation Email button. 

UNLOCK A LOCKED USER ACCOUNT 
Select the user, then select Unlock. 

CLAIM A USER FROM ANOTHER DISTRICT
Select the Claim Users tab. Enter the user’s First Name and Last Name OR the user’s Educator ID. Select
Search. Select the user and then select Claim User. 
Note: A user must be Inactive to be claimed. This means that their former district must have deactivated
them previously.
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ROSTERING STUDENTS



Rostering connects a student to the teacher that will

have access to their testlet and through-year score

reports

Rostering ensures the correct testlets are assigned to

each student 

ROSTERING OVERVIEW

Why Do All Students Need to Be Rostered? 
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Students should be rostered to their primary instruction

provider for math and ELA (these can be different

teachers).

Who Should Students Be Rostered To? 



ROSTERING STUDENTS
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DTC, DU, BTC, or BU users in the Kite Platform have the capabilities to
roster students to teachers that will administer MAST testlets. 

A student can only be rostered to one teacher per subject area.
Students must be rostered in both math and ELA.
Rostering can either be done manually or with an CSV upload. 

Rostering Students

Consider defining a standard naming convention for rosters,
which can make sorting and finding a specific roster easier
later. For example, if the teacher’s last name is followed by
the subject to create the roster name, rosters appear neatly
grouped when sorted alphabetically.

ROSTERING SHOULD BE COMPLETED AT LEAST
TWO WEEKS BEFORE TESTING WINDOWS OPEN.



ROSTERING STUDENTS
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MANUAL METHOD TO ROSTER STUDENTS 

CREATING A NEW ROSTER 
1. Select Settings. 
2. Select Rosters from the drop-down menu. 
3. Select the Create Roster tab. 

This method is best for rostering a small number of students and rostering new students 

4. Create the roster name and select
the subject and course (if applicable)
for this roster. 
5. Select the district/school from the
drop-down menu. 
6. Select Search. 
7. Choose the educator from the Select
Educator drop-down menu. 
8. Choose the students to roster by
selecting the checkbox in the Select
Student grid. 
9. After selecting the appropriate
students, select Save.



ROSTERING STUDENTS
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UPLOAD METHOD TO ROSTER STUDENTS 
This method is best for initial rostering of a large group of students.

ACCESS ROSTER UPLOAD TEMPLATE FILE 
To roster students by uploading a CSV file, following these steps: 
1. Select Settings. 
2. Select Rosters. 
3. Select the Upload Roster tab. 
4. Select the question mark symbol next to the word File. 
5. A small pop-up window will display the Roster Upload Template.

6. Select the link and open the Roster Upload Template file in a spreadsheet program
that can save data in CSV (comma-delimited) format, such as Microsoft Excel. The
file can only be uploaded using CSV format.



ROSTER EXTRACT FROM INFINITE CAMPUS
Using rosters in Infinite Campus to create an CSV to import into the Kite Educator Portal.

New this

 year! 
ROSTERING STUDENTS
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Export a MAST Roster Export from IC
1. Ensure the correct district, school, and school year are selected.
2. Under Reporting, Data Validation, select Data Validation Report
3. In the Data Validation Group Dropdown, select MAST Roster Extract 
4. Ensure the Format Type is CSV
5. Select a Start and End date that
will capture current students (end
date can be yesterday and end
date can be today). 
6. Select Generate. This will start a
download of the CSV file.
7. Open the file and adjust the
heading to match the Kite Template
8. Save the file and select it in the
Kite Educator Portal as the Roster
Upload File

FOCUSED SUPPORT
VIDEO

https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Webinars%20Training%20Page/Outreach/Focused_Support_Videos/MAST/MAST_Rostering_FSV.mp4?ver=2025-08-12-112616-877
https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Webinars%20Training%20Page/Outreach/Focused_Support_Videos/MAST/MAST_Rostering_FSV.mp4?ver=2025-08-12-112616-877


ROSTERING STUDENTS
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EDITING AN EXISTING ROSTER 

1. Select Settings. 
2. Select Rosters from the drop-down
menu. 
3. Select the district/school from the
drop-down menu. 
4. Select Search. 
5. All previously created rosters will
display. Select the desired roster to
edit/delete. 

6. The View/Edit Roster screen will automatically display. The following edits can
be made to a roster on this screen: 

Change the Roster Name. 
Change the educator connected to the roster by choosing another educator
from those available in the Select Educator drop-down menu. 
Change the students connected to the roster. This includes adding and
removing students from the roster. 
Delete the roster by deselecting all students from the roster. 

7. Once all desired edits from the available choices are made, scroll to the
bottom of the screen, and select Save.



Students should be rostered to the teacher providing their
primary instruction.
Specialists that see multiple students can be assigned BU
roles to access student score reports and monitor students
across rosters.

What about students receiving additional services? 

26

Yes, but keep in mind classroom reports and monitoring will put
all those students together.

We only have one grade level ELA/math teacher that
teaches multiple periods or classes. Can we put all
students in one roster? 

No, multiple grades can be rostered together as long as
they have the same teacher. Students just need to be
on a math AND ELA roster.

We have one teacher across multiple grade levels. Does
each grade need a separate roster? 

ROSTERING STUDENTS
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ENTERING PNP SETTINGS



A student’s PNP or Personal Needs Profile sets

additional supports during testing within the Kite

system.

PNP OVERVIEW 

What is a PNP? 
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Students with statewide assessment accommodations

within active 504/IEPs or use designated supports in

daily learning experiences. 

What students should have PNP settings? 

District and building level users have the ability

to set PNPs. Teachers are able to view PNPs.

Who can set PNPs? 
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Universal Features 
Available to all

students within the
platform. 

ex: Highlighter, Notes

Designated Supports 
Available to any student that
has an identified need and

uses the support on a regular
basis in typical learning and

assessment experiences. 
Must be set in the PNP Settings

before administration.
ex: Masking-Answer Choices,

Reverse Contrast

Accommodations
Documented through a

student’s IEP or 504 plan.
Must be set in the PNP Settings

before administration.
ex: Speech to Text, ASL

A support is either embedded in Kite or
non-embedded (provided to students

outside of the platform)

TYPES OF SUPPORTS



Remember.... 
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Statewide assessment supports
should mirror a student’s regular
learning and testing experience. 

A student shouldn’t use an
accommodation or support only

for statewide testing. 

SUPPORTS
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DTC, DU, BTC, or BU users in the Kite Platform have the
capabilities to enter/modify student PNPs. A reminder that

when PNPs are set, the accommodation or support is
applied to testing in both math and ELA. 

Setting Student PNPs

PNPs should be set at least 24 hours prior to MAST
administration to ensure they are applied. If a student
begins to test and PNPs are not showing up, stop testing
and ensure settings have been applied in the Educator
Portal.

SETTING PNPS
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SET OR UPDATE A PNP
1. Select Settings in the navigation menu. 
2. Select Students. 
3. Enter any required filters. 
4. Select Search. 
5. Select the State Student Identifier to
highlight the row for the selected student. 
6. Select View. 

7. Select the No Settings link next to PNP Profile, or Custom if previously set

SETTING PNPS
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SET OR UPDATE A PNP (CONT.)
8. The PNP settings popup window displays. At the top of the screen, student demographic
data including full name, date of birth, gender, state student ID, and grade display. A
summary of current settings (if any) is displayed in the center of the window. The Save button
is located at the bottom of the window.

9. PNP settings are divided into the following categories: Accommodations, Designated
Supports, or Universal Features. Select the tab to see available options. Refer to the MAST
Accessibility Manual to determine which settings should be applied for your students.

SETTING PNPS
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SET OR UPDATE A PNP (CONT.)
10. The screen below shows a student that has Text to Speech: Text & Graphics and 100s Table
selected. The Descriptions for each of the tools can be displayed by toggling on the switch. 

11. Select Save when you have entered all student PNP settings. A confirmation message will
display. Select Yes to save your changes. You then can view the settings you selected on the
Summary tab.

SETTING PNPS
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Students with IEPs/504 with those accommodations written
into current plans. 
Students using designated supports on a regular basis within
classrooms. 

What students should have PNP settings turned on?

Stop testing! Pause the test, have a building- or district-level
user check the student’s PNP to ensure they are set correctly.
Once set, PNPs should sync by the next day. 

What if a student starts testing and PNP settings aren’t
showing up?

Ensure the IEP/504 accommodations match as closely
as possible to the regular assessment environment for
that student.

Many students have “separate setting” as an
accommodation. What do I do? 

PNP QUESTIONS



36

The WHY: Successful administration of the MAST.

After
Testing

During
Testing

Before
Testing

Roster Students & Enter PNPs
Print Student Tickets & DACs
Prepare Students to Test

Schedule Testlets
Train & Prepare Staff
Prepare Student Testing Devices
Notify Families of Testing
User Management

Administer Testlets
Monitor Testlet Completion
Make-Up Testing
Access & Share Student Score Reports

Access & Share Student Score Reports
Reflect on the successes and challenges
of administration

MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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STUDENT TESTING TICKETS
& DAILY ACCESS CODES



PRINT STUDENT TICKETS AND DACS
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Printing Test Tickets
DATA EXTRACT METHOD

Navigate to:
1.REPORTS > DATA EXTRACTS

2.Click on New File in  the Student Login Usernames/Passwords
row.

3.Fill out organization drop-downs in the Create Extract pop-up
window then choose OK.

4.Once the report is generated, click on the PDF icon to download
to your device.



PRINT STUDENT TICKETS AND DACS
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Navigate to:
1. INTERIM > MY TESTS

2.Fill out the organization drop-downs.
3.Select the testlet for which you want to print student test tickets.
4.Click on Tickets button.

Printing Test Tickets
TEST MONITOR SCREEN METHOD

Not available until in an open testing window, and tickets become unavailable
after the student has completed that specific testlet.

Student login credentials
remain the same

throughout the school year.



Navigate to:

1.MANAGE TESTS > DAILY ACCESS

CODES

2.Select the Test Day

3. In the Daily Access Codes column,

select either the PDF or CSV icon to

open the file. 

4.Select Done once you have finished

viewing the Daily Access Codes grid.

PRINT STUDENT TICKETS AND DACS
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Daily Access Codes

DACs are available at
2:30 PM the day before
testing and on Friday for

Monday testing
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The WHY: Successful administration of the MAST.
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MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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PREPARING STUDENT
TESTING DEVICES



Windows: Same Student Portal app for SY25-26. Windows 10 no

longer supported but can still be used with some limitations. 

Action: Due to how Windows handles system-level geolocation

APIs and their interaction with security-restricted environments,

like Kite Student Portal, location access is required. IT staff will

need to make sure this is enabled as outlined in the SY25-26

Kite Student Portal Updates document.

Chrome: Same Student Portal app for SY25-26. 

Action: School IT staff will need to make a slight change in the

Google Admin console as outlined in the SY25-26 Kite Student

Portal Updates document.

PREPARE STUDENT DEVICES
OBJECTIVES
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Kite Student Portal Updates

https://opi.mt.gov/LinkClick.aspx?fileticket=A8K9nDaYeWI%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=A8K9nDaYeWI%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=A8K9nDaYeWI%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=A8K9nDaYeWI%3d&portalid=182


iPad: no changes for the 2025-2026 school year.

Mac: no changes for the 2025-2026 school year.

PREPARE STUDENT DEVICES
OBJECTIVES

44

Kite Student Portal Updates (cont.)
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The WHY: Successful administration of the MAST.
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MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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NOTIFYING FAMILIES OF
TESTING



Federal Requirement: Provide parents with transparency

on testing including participation requirements, time

requirements, and information available from the

assessments in a timely manner (ESSA Section 1112).

State Requirement: Notify parents using OPI guidance

on the assessment purpose, requirement, and individual

student performance including how these data will be

used (ARM 10.56.102(6)).

What are the notification requirements for
statewide testing? 
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PARENT/GUARDIAN NOTIFICATION
OF TESTING 

http://legcounsel.house.gov/Comps/Elementary%20And%20Secondary%20Education%20Act%20Of%201965.pdf
https://rules.mt.gov/browse/collections/aec52c46-128e-4279-9068-8af5d5432d74/policies/c14ec95b-2b17-4be3-9031-5aca7beb6dad


PARENT/GUARDIAN NOTIFICATION OF
TESTING OVERVIEW 

How do I prepare the MAST Notice of Testing
Letter for distribution to parents/guardians?
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What is Montana’s requirement for participating
in statewide testing?



Use OPI Parent Notice Letter Customization Checklist to prepare letter

for distribution.

Schools may notify parents through a variety of means of communication,

such as a newsletter, e-mail, or by postal service as long as they are

confident the communication will reach parents/guardians prior to

testing & in a timely manner.

PARENT/GUARDIAN NOTIFICATION
OF TESTING 

OPI MAST Notice Letter Template
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https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Participation/ParentNoticeCustomizationChecklist.pdf?ver=2019-10-11-143652-170
https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Parents%20Corner/MAST_Parent%20Notification%20Letter_Template.docx


PARENT/GUARDIAN NOTIFICATION
OF TESTING 
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NOTIFYING PARENTS/GUARDIANS 
OF TESTING

51

In Montana, there is no “opt out” law, and state law requires
all students in public and accredited non-public schools to
participate in statewide testing. Therefore, in accordance
with ESEA-ESSA Section 1112(e)(1)(B)(ii), parents may
refuse to have their child participate in statewide
assessments, but the parent refusal will count negatively
against the school’s participation rate within the
accountability process. 

The MontCAS Policies and Procedures for Participation in Statewide
Assessments explains the state participation policies and procedures to

register and include students in each of the statewide assessments.

http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Participation/MontCAS%20Policies%20and%20Procedures%20for%20Participation%20in%20State%20Assessments.pdf
http://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Participation/MontCAS%20Policies%20and%20Procedures%20for%20Participation%20in%20State%20Assessments.pdf
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The WHY: Successful administration of the MAST.
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MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS
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PREPARING TEST
ADMINISTRATORS
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Ensure and Uphold Test Security
Verify Student Rosters
Verify Student PNPs
Print Student Testing Tickets & DACs
Prepare Students to Test
Schedule Testlets Within Window
Administer Testlets
Monitor Testlet Completion
Access & Share Student Score Reports

Modules to support these components can be found in the
MAST for Educators PPTX, PDF, and Facilitator Guide.

PREPARING TEST ADMINISTRATORS 

Prepared Test Administrators are able to:

https://opi.mt.gov/Portals/182/Page%20Files/MAST/Train%20the%20Trainer%20Slide%20Decks/MAST%20for%20Educators_slide%20deck.pptx?ver=2025-08-19-160951-460
https://opi.mt.gov/Portals/182/Page%20Files/MAST/Train%20the%20Trainer%20Slide%20Decks/MAST%20for%20Educators_slide%20deck.pdf?ver=2025-08-19-161015-280
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.proofpoint.com%2Fv2%2Furl%3Fu%3Dhttps-3A__opi.mt.gov_Portals_182_Page-2520Files_MAST_Train-2520the-2520Trainer-2520Slide-2520Decks_MAST-2520for-2520Educators-5FFacilitator-2520Guide.pdf-3Fver-3D2025-2D08-2D26-2D081633-2D860%26d%3DDwMGaQ%26c%3DeuGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM%26r%3DqTSDak_aMBcMiCU8IMsMqzWcZSHrDPXU6tJXQenMKuw%26m%3DjL1u1W8zUFdQ3lkyKGkvQZ33o2lhESA9lIW_A2t1YhI9b9okrvPYh4Xi5Hr3N3Ew%26s%3DOP9DvcqAHJ3dxPPDBp4ErwM0ryufnhwF2ZroCuxKqZ0%26e%3D&data=05%7C02%7Ctphillips%40newmeridian.org%7C9c68536f2f13428a957408dde4abb4be%7C6f21103d854b4d1da3788fabe9e5ee96%7C0%7C0%7C638918150292152652%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=hZYM8fvHePO0ljAHxPrN2sWZ4SeUFB7Vu3JnvLPmkU4%3D&reserved=0
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Click on the image to access linked resources.

PREPARING TEST ADMINISTRATORS 

https://opi.mt.gov/Portals/182/Page%20Files/MAST/2024-2025%20Assets/Educator%20Resources/MAST%20for%20Educators%20One-Pager.pdf?ver=2025-08-19-143219-090


56

Tutorials for Test
Administrators

PREPARING TEST ADMINISTRATORS 

https://opi.mt.gov/LinkClick.aspx?fileticket=Ug1mcBx9Hcs%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=Ug1mcBx9Hcs%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=Ug1mcBx9Hcs%3d&portalid=182
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PREPARING TEST ADMINISTRATORS 

MAST for Educators: Slides and a
facilitator guide to support staff

training 

Kite Training Videos: Short videos
specifically for Test Administrators to
gain familiarity the Kite Portals and

test administration
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PREPARING TEST ADMINISTRATORS 



PREPARING TEST ADMINISTRATORS 

Accessing the Kite Educator Portal
Things to remember:

The activation email will be sent to your

district registered email address.

Be sure to check junk/spam in case email is

rerouted.

Be sure to bookmark and use the unique

Montana Kite URL: 
https://educator-testlet.kiteaai.org/AART/logIn.htm

Use your full district email address as the

username when logging in. 59

https://educator-testlet.kiteaai.org/AART/logIn.htm


TA responsibilities include:
• Complete the necessary training and certification requirements.
• Follow the OPI’s policies and procedures for test
administration, test accessibility and test security.
• Administer state assessments in accordance with the
assessment-specific Test Administration Manuals. 
• Report any testing irregularities that occur to the Building
Coordinator.
• See Appendix H: TA Roles and Responsibilities for Test
Security.

All individuals involved in state testing share responsibility for maintaining
test security. School systems should ensure that all staff are familiar with
their roles and responsibilities before, during, and after testing, as well as
throughout the entire testing window. 

PREPARING TEST ADMINISTRATORS 

Perform Test Security Training

60

https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Test%20Security/FY2021/Roles_Document_TA_FY2021.pdf?ver=2020-11-09-155204-390#:~:text=This%20document%20provides%20information%20on%20the%20responsibilities%20of,standardized%20test%20administration%20procedures%20and%20test%20security%20policies.
https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Test%20Security/FY2021/Roles_Document_TA_FY2021.pdf?ver=2020-11-09-155204-390#:~:text=This%20document%20provides%20information%20on%20the%20responsibilities%20of,standardized%20test%20administration%20procedures%20and%20test%20security%20policies.


In the testing classroom
What constitutes coaching? 
What constitutes a security breach/serious testing
irregularity and how to report it? 
What materials can and cannot be displayed in the testing
classrooms?
Follow the procedures and guidelines outlined in the MAST
Accessibility Guide for student accommodations and
designated supports.

PREPARING TEST ADMINISTRATORS 

Key Information for Test Administration

See MontCAS Test Security Manual for guidance.
61

https://opi.mt.gov/LinkClick.aspx?fileticket=p4aMwqH4OV0%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=p4aMwqH4OV0%3d&portalid=182
https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Test%20Security/MontCASTestSecurityManual.pdf?ver=2019-10-28-090749-197
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PREPARING TEST ADMINISTRATORS 

Test Timing Documents: Estimated
administration times of testlets 

ELA Performance Task Rubrics: Scoring
rubrics for writing performance tasks
(Window 2) that should be shared with
educators to use throughout the year. 
Student-facing rubrics coming this fall. 

Math Reference Sheets: Grades 5-8; can be
used on testlets and classroom activities at
teacher’s discretion 

Standards Blueprints: Lists standards
& content attributes of each testlet
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PREPARE STUDENTS TO
TEST
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Have you....
Let students know the purpose of the assessment
Used practice tests to familiarize students with the format
and how to use tools: e.g. Review questions before
reading comprehension passages, highlighting key words,
blocking out answers they rule out, how to come back to
questions they want to review
Projected the practice tests on your whiteboard and work
through examples with the whole class or in small groups
Used the rubrics found on MAST portal to prepare
students for the writing Performance Task

PREPARE STUDENTS TO TEST
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Testlets should not be a surprise
to students:  either in content or

format.

PREPARE STUDENTS TO TEST
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Practice Tests

PREPARE STUDENTS TO TEST
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Practice Tests

https://student-testlet.kiteaai.org/
username: tech.demo

password: MAZE8

Click on Practice First.
1.Choose ELA or Math.

2.Select the grade band then Take Test.

PREPARE STUDENTS TO TEST

https://student-testlet.kiteaai.org/
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Types of Practice Tests 

PREPARE STUDENTS TO TEST

grade banded with both
standalone and
passage-based

questions

questions specific to
each grade that span
the content covered

across testlets

mock questions for
familiarization with

platform
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Click on image to access PDF with links.

https://opi.mt.gov/Portals/182/Page%20Files/MAST/2024-2025%20Assets/24-25%20Assessment%20MAST%20Training.pdf?ver=2025-09-15-121701-243
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Questions?
 

 OPI ASSESSMENT HELP DESK:
1-844-867-2569

OPIASSESSMENTHELPDESK@MT.GOV

QR Code for Today’s Slide Deck

http://opiassessmenthelpdesk@mt.gov/
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Live Demo in Kite
User Management: 

Adding roles to existing users
Deactivating Users
Claim Users

Rostering Students to Teachers
Entering Student PNPs


