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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



PREPARE STUDENT TESTING DEVICES
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Kite Student Portal
Updates

Click on the image to access linked resources.

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


PARENT/GUARDIAN NOTIFICATION
OF TESTING 

4 Click on the image to access linked resources.

https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/Parents%20Corner/MAST_Parent%20Notification%20Letter_Template.docx
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MAST PREPARATORY CHECKLIST

Are Test Administrators Trained and Ready
to Administer the MAST?
Prepared Test Administrators are able to...

Ensure and Uphold Test Security

Verify Student Rosters & 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.

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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Verify Student Rosters
*Within the Test Monitor Screen within window

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.

KITE EDUCATOR PORTAL TRAINING
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Verify Student PNPs
*viewable by all users with student connection

Verify student PNPs in
student’s PNP Summary

prior to testing.

KITE EDUCATOR PORTAL TRAINING
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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. 

KITE EDUCATOR PORTAL TRAINING
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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.

KITE EDUCATOR PORTAL TRAINING
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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.

KITE EDUCATOR PORTAL TRAINING
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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.

KITE EDUCATOR PORTAL TRAINING
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Live Demo:
Accessing Student Test Tickets & DACs
Verifying Rosters & Student PNPs

LIVE DEMO
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Checked rosters
Verified student PNPs are correctly set
Printed out student testing tickets and DACs
Scheduled testlets within window when students are ready to
assess
Prepared students and student testing devices for testing

Educators 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

14

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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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? 

16
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How can this information help balance
instructional time and test administration? 

Scheduling to Support Instruction

PLANNING TO ADMINISTER

Math and ELA Timing
Documents

https://opi.mt.gov/Portals/182/Page%20Files/MAST/2024-2025%20Assets/Educator%20Resources/Testlet%20Timing_Math.pdf?ver=2025-05-27-141755-220
https://opi.mt.gov/Portals/182/Page%20Files/MAST/2024-2025%20Assets/Educator%20Resources/Testlet%20Timing_ELA.pdf?ver=2025-05-27-141728-523
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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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My students have finished
testing, now what?

MONITOR COMPLETION

Check out our Monitoring Completion Focused
Support Video on the MAST Stay Informed

webpage

https://opi.mt.gov/Leadership/Assessment-Accountability/MontCAS/Stay-Informed#11175413077-focused-support-videos
https://opi.mt.gov/Leadership/Assessment-Accountability/MontCAS/Stay-Informed#11175413077-focused-support-videos
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Questions?
 

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

OPIASSESSMENTHELPDESK@MT.GOV

http://opiassessmenthelpdesk@mt.gov/

