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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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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

LAST WEEK, WE LEARNED ABOUT....
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MAST PREPARATORY CHECKLIST

User Management
Have users been deactivated, created, and activated?
Have teacher roles been given to educators that will have
students rostered directly to them?

Rostering
Are all currently enrolled students rostered to a teacher in both
math and ELA?

Entering Student PNPs
For qualifying students, are all embedded and nonembedded
accommodations and supports toggled on within each student’s
PNP?
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The WHY: Successful administration of the MAST.
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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
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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
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The WHY: Successful administration of the MAST.
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MAST ADMINISTRATION TASKS
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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
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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 
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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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Testlets should not be a surprise
to students:  either in content or

format.

PREPARE STUDENTS TO TEST



17

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 (Window 2)

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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Toolbox Available in Kite

How can these tools help
students during the

assessment?

PREPARE STUDENTS TO TEST
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MAST ADMINISTRATION TASKS
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Verify Student Rosters
*Within the Test Monitor Screen within window

VERIFY STUDENT ROSTERS & PNPS

Verify student rosters within the Test
Monitor Screen (Teachers) or View
Rosters (building or district users). 

If students are not showing, reach out
to a building or district-level user to

add student(s) to roster 
prior to testing.
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Verify Student PNPs
*viewable by all users with student connection

VERIFY STUDENT ROSTERS & PNPS

Verify student PNPs in
student’s PNP Summary

prior to testing.
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If a student begins to test and PNPs are not
showing up, STOP testing.

Test administrators should contact a building or
district testing coordinator immediately and ensure

supports are correctly set before resuming. 

VERIFY STUDENT ROSTERS & PNPS



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.



PRINT STUDENT TICKETS AND DACS
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Daily Access Codes
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.
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DEMO

ACCESSING TESTING TICKETS & DACS
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Checked my rosters
Verified student PNPs are correctly set
Printed out student testing tickets and DACs
Scheduled testlets within window when my students are
ready to assess
Student testing devices are set for testing

As a Test Administrator, I have....

PLANNING TO ADMINISTER

Now What?
Using the administration script found in the MAST Test
Administration Manual, help students access testlets. 
Actively walk around the room and monitor. Ensure students have
their correct login credentials and are in the correct testlet.



ADMINISTER TESTLETS
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Test administrators can view individual
student progress status, number of
unanswered questions, and progress
through testlet.

Navigate to:
INTERIM > My Tests
Fill out organizational information in
drop down menus.
Click Search.

Students must Submit testlets to get score
report results.

Why Pause?
Pausing further secures testlets until
students are able to resume testing.
For students to reaccess testlet, TAs

must click to Resume testing.

Along with active monitoring and walking around the room, the Test
Monitor Screen can help monitor test administration & completion. 
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Before testing: Collaborate with school and/or district for
scheduling 
Administer as close to instruction as possible (at the end of
the unit/chapter)
Spread out testing throughout the window rather than
clustering all testlets into the same week 
Plan for make ups

Best Practice Considerations

I’m within a testing window, how do I schedule to administer
testlets?

PLANNING TO ADMINISTER



Think about how this cycle
works.

Could your schedule better
reflect this cycle?
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Schedule Testlets Within Testing Windows

PLANNING TO ADMINISTER
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ADMINISTER TESTLETS

Setting time boundaries

Ensuring students are completing
testlets in a timely manner and
submitting testlets for scoring

Monitoring During Test Administration

What are some ways you currently monitor
during assessments?



MOY Informational  MOY Literary  Performance Task

p50 p80 p90 p50 p80 p90 p50 p80 p90

Grade 3 18 27.2 34.6 18.7 27.6 35.5 6 12.3 17.6

Grade 4 20.3 30.1 38.7 20.6 30 38.6 5.7 11.7 16.6

Grade 5 20.8 30.6 38.4 20.4 28.7 35.4 6.7 13.6 18.2

Grade 6 18.7 26.4 31.8 18.4 25.9 31.6 6.1 11.6 15.2

Grade 7 19.6 26.6 31.7 17.5 24 28.4 6.1 11.4 14.4

Grade 8 17 24 28.5 13.9 18.8 22.5 4.7 9 12.1

Math Average Timing 

p50 p80 p90

Grade 3 9.5 15.6 20.8

Grade 4 11.9 19.4 26.2

Grade 5 10.4 16.6 21.9

Grade 6 11.0 16.5 20.8

Grade 7 12.1 18.0 22.2

Grade 8 10.2 15.3 19.0

DATA VS. PRACTICE

What might be causing
experienced administration

times to be higher than
actual testing times? 

35
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How can this information help balance
instructional time and test administration? 

Scheduling to Support Instruction

PLANNING TO ADMINISTER
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Consider
Setting time boundaries for MAST by:

 Checking the timing documents and letting
students know how much time they will have
(untimed does not have to mean unlimited)

Teaching for the first part of the period and
then assessing at the end helps establish a
natural time boundary

ADMINISTER TESTLETS
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Consider
Actively monitoring:  Walking around and checking
student progress helps with students taking too long.
Try: “I notice you have been on this number awhile.
Let’s try moving on and coming back to it at the end”
Encouraging students who may be rushing to slow
down a bit 
Having students raise their hands when they are
finished before they submit their assessment. You can
use this as an opportunity to have a student go back
and review if he/she rushed.

ADMINISTER TESTLETS
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The WHY: Successful administration of the MAST.
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MAST ADMINISTRATION TASKS
TEST ADMINISTRATORS



Meet federally mandated standardized testing

completion guidelines in accordance with section

1111(c)(4)(E)(iii).

Identify and understand different methods of

monitoring testlet completion.

Monitor testlet completion within window

40

MONITORING TESTLET COMPLETION
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Using the Dashboard (high-level)
Reminder: this percentage shares percent of students completed

with all testing for the window.

Using the Test Administration Monitoring Data Extract
Most useful for identifying individual students and testlets needing

to be completed.

Using the Test Monitor Screen

Multiple Methods:

MONITORING TESTLET COMPLETION



High level testlet completion can be monitored at the district level to ensure all students
are completing testing. The Dashboard is updated at noon and midnight Central Time and
shares the number of students that have completed all testing.

1.DASHBOARD
2.View by school or by district.
3.Download Extract if needed.

42

Using the Dashboard

MONITORING TESTLET COMPLETION



Navigate to:
1.REPORTS > DATA EXTRACTS

2.Select the Test Administration and Monitoring tab.
3.Click on New File.
4.Once the file has loaded, click on the csv icon to download a document that can be

filtered to identify testlets that in progress, unused, or paused.
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Using a Data Extract

Filtering must be performed to generate a list of students and names of
testlets left to complete. Use this short video to learn how to filter the data
extract.

This method is the most efficient and effective method to find individual
students and testlets needing to be completed.

MONITORING TESTLET COMPLETION

https://opi.mt.gov/Portals/182/Page%20Files/MAST/2024-2025%20Assets/Educator%20Resources/Filtering%20the%20Test%20Monitoring%20Data%20Extract.mp4?ver=2025-06-12-131326-970
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Filtering the Data Extract

DEMO

MONITORING TESTLET COMPLETION



Testlet completion can also be monitored by grade level and testlet using filtering options in the
INTERIM > My Tests section of the Kite Educator Portal.
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Using the Test Monitor Screen

MONITORING TESTLET COMPLETION
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Using the Test Monitor Screen

MONITORING TESTLET COMPLETION
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I have a new student, and I
don’t know what testlets they

still need to take.

MONITOR COMPLETION
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Using the Test Status Report for 
Student Mobility

Navigate to:
1. INTERIM > VIEW RESULTS

2.Testlet Report dropdown 
3.Choose the Test Status Report
4.Fill out the organizational information for the individual student.
5.Click Search.

MONITORING TESTLET COMPLETION
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Using the Test Status Report for 
Student Mobility (cont.)

5. Select the three dots in one of the student identifier columns (state ID, last name, or first
name). Hover over Filter then click in the empty box under Show items with value that: contains
[enter state ID, last name, or first name]. Depending on column selected for filtering. Click on
Filter.

6. This will display ELA or math testlets for the student. If the cell under the testlet name says:
a.Report Available: the student has completed the testlet, and a report is available.
b.Unused: the student has not yet taken this testlet and should complete the assigned

testlet at your district.
c.N/A: the student took that specific testlet in a previous testing window in their previous

district. Their score report is available.

MONITORING TESTLET COMPLETION
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Accessing the Test Status Report

DEMO

MONITORING TESTLET COMPLETION
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Considerations

MONITOR TESTLET COMPLETION

Plan for make-ups:  We know students will be absent
during testlets.
Make-ups can occur in the classroom. Is there a time when
the rest of the class is working quietly and a student could
complete a testlet?

Remember:  Students do not have to leave the classroom for
makeups.



General and Completion Outreach are ways the OPI helps to support districts in meeting
federally-mandated standardized testing completion guidelines. Districts are expected to

assess all eligible students at a participation rate of at least 95% in accordance with
section 1111(c)(4)(E)(iii).
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General & Completion Outreach

MONITORING TESTLET COMPLETION
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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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OCTOBER 15  MAST TRAINING WILL COVER...TH
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MAST ADMINISTRATION TASKS
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Questions?
 

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

OPIASSESSMENTHELPDESK@MT.GOV

http://opiassessmenthelpdesk@mt.gov/
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Today’s Live Demos 
Accessing Student Test Tickets & DACs
Monitoring Testlet Completion: Dashboard,
Data Extract, Test Status Report

Recap from last week:
Answer any lingering questions regarding:

user management
rostering
entering student PNPs


