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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
https://newmeridiancorp.org/montana-aligned-to-standards-through-year-program-portal/
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Preparing Rostering Upload

Materials Needed
® Roster Upload Template

SETTINGS > ROSTERS > Upload Roster >

A& SETTINGS *

INTERIM - REPORTS~ DASHBOARD SURVEYS HELP

® Kite Educator Portal Manual

@® Enrollment Data Extract

REPORTS > DATA EXTRACTS > Student Information tab > Current Enroliment > New File
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Prepare Upload Template

Download Roster Upload Template File

Navigate to:

1.SETTINGS > ROSTERS

2.Select Upload Roster tab.

3.Click on small question mark to download the Roster Upload Template.
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SY24-25 Testlet Scheduling

Prepare Student Data

CURRENT ENROLLMENT DATA EXTRACT FROM KITE EDUCATOR PORTAL

Navigate to:

1.REPORTS > DATA EXTRACTS

2.Select New File for “Current Enroliment”

3.Fill out organizational dropdowns. Click Ok then select Yes to override
previously created file.

4.0nce the CSV icon generates, click to download to computer.
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Prepare Upload Template

Fields in Template File

Column Title

Roster_Name

Subject

Course

Attendance_School_ldentifier

School_Year
State_Student_

Identifier

Local_Student_Identifier

Student_Legal_
First_Name

Student_Legal_
Last_Name

Educator_ldentifier

Description

The name for the roster (see Best Practices for Naming Rosters
below)

Use only the acceptable subject values. No other abbreviations
will be accepted.

This field is not applicable for the Testlet assessment. Please
leave blank.

Ident tion codes assigned by the state (or other organization)
that indicate where the student attends school.

The School identifier code entered in the Roster Upload
Template file must match exactly a School Identifier code in the
state organizational table. If the codes do not match exactly, the
upload will fail.

To view School Identifiers, go to Settings > Organization.

The four-digit year that concludes the current school year.

The State Student Identifier (SSID) must match exactly a SSID in a
student’s enroliment record in Kite Educator Portal. If the two do
not match exactly, the roster record will fail to upload.

If entered, a Local Student Identifier file must match exactly a
Local Student identifier in a student’s enroliment record in Kite
Educator Portal. If the two do not match exactly, the record will
fail to upload.

A student’s first name in the Roster Upload Template file must
match exactly a student’s first name in a student’s enroliment
record in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

A student’s last name in the Roster Upload Template file must
match exactly a student’s last name in a student’s enroliment
record in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

This is a required field for a user with the Kite Educator Portal
role of Teacher.

A teacher’s Educator Identifier in the Roster Upload Template
file must match exactly an Educator Identifier in an educator’s
account in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

Acceptable
Values

Alphanumeric

M=
Mathematics
ELA = English
language arts

[BLANK]

Alphanumeric

Numeric

Numeric
Alphanumeric

Alphanumeric

Alphanummilmt. gQV
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Prepare Upload Template

Fields in Template File
Col. Column Title Description

A* Rostactlairie The name for the roster (see Best Practices for Naming Rosters Alphanumeric
= below)
M=
P . Use only the acceptable subject values. No other abbreviations Mathematics
B Subject y
will be accepted. ELA = English
language arts
c it This field is not applicable for the Testlet assessment. Please [BLANK]
leave blank.

Identification codes assigned by the state (or other organization)
that indicate where the student attends school.
The School Identifier code entered in the Roster Upload
D* Attendance_School_ldentifier Template file must match exactly a School Identifier code in the Alphanumeric
state organizational table. If the codes do not match exactly, the
upload will fail.
To view School Identifiers, go to Settings > Organization.

E* School_Year The four-digit year that concludes the current school year. YYYy

Field A: Roster Name 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.

Field B: Subject M = Mathematics or ELA = English Language Arts

Field C: Course not required

Field D: Attendance School Identifier School Code associated with school that the student attends (can be ",
found in SETTINGS > ORGANIZATION or in the Kite Student Enroliment Data Extract). w
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Prepare Upload Template

Field D: Attendance School Identifier

CAN BE FOUND IN:
» SETTINGS > ORGANIZATION OR
+ CURRENT ENROLLMENT DATA EXTRACT

’Qt/e | Educator Portal

A SETTINGS~ MANAGETESTS~ INTERIM~ REPORTS~ DASHBOARD HELP

+ 'ORGANIZATION
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_ STUDENTS
ST users

anizat A eve g ) Pa
File Homw it Draw P ge L ut Formulas Review V Automats Help bat
ml-:‘\c Aptos Narr n AN =E=EP p Text Genaral [E] D—E{f [F'/
5|0 [y Copy ~ -
Paste == == =M Cond: | Formatas Cell
1] & A =
JF P, L L - 2 A AR =] R R G $= %610 F g~ Table~ Styles
Clipboard Fo Alignment mber Styles
1 Atte 5
F G H L ) K L M
1 Jccountability_District_Identifier Accountability_School_Identifier Attendance_District_Identifier [Atandance School Identifier]School_Ye State_Stuc Local_Stu Student_
2 SCXXXX
3 SCXRXX
4
s
6
7
8




OPIl Assessment Unit - MontCAS Focused Support Video

SY24-25 Testlet Scheduling

g

Field G: not required

the Educator.

State_Student_
Identifier

Local_Student_Identifier

Student_Legal_
First_Name

Student_Legal_
Last_Name

Educator_ldentifier

FIELDS IN TEMPLATE FILE

The State Student Identifier (SSID) must match exactly a SSID ina
student’s enrollment record in Kite Educator Portal. If the two do
not match exactly, the roster record will fail to upload.

If entered, a Local Student Identifier file must match exactly a
Local Student identifier in a student’s enroliment record in Kite
Educator Portal. If the two do not match exactly, the record will
fail to upload.

Astudent’s first name in the Roster Upload Template file must
match exactly a student’s first name in a student’s enrollment
record in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

Astudent’s last name in the Roster Upload Template file must
match exactly a student’s last name in a student’s enroliment
record in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

This is a required field for a user with the Kite Educator Portal
role of Teacher.

A teacher’s Educator Identifier in the Roster Upload Template
file must match exactly an Educator Identifier in an educator’s
account in Kite Educator Portal. If the two do not match exactly,
the record will fail to upload.

Field F: Student's State Identifier. (Pull from Kite Enrollment Data Extract)

Field H: Student First Name (Pull from Kite Enroliment Data Extract)

Field |; Student Last Name (Pull from Kite Enroliment Data Extract)

Prepare Upload Template

Numeric

Numeric

Alphanumeric

Alphanumeric

Alphanumeric

Field J: Educator Identifier A required field for a user with the Kite Educator Portal role of Teacher. A

teacher’s Educator Identifier in the Roster Upload Template file must match exactly an Educator Identifier in
an educator’s account in Kite Educator Portal. If the two do not match exactly, the record will fail to upload.
Best practice is to use the Educator’s SEID number when creating teacher roles. This value must be unique to
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Prepare Upload Template

Field J: Educator Identifier

CAN BE FOUND IN:
» SETTINGS > USERS

Best practice for choosing an Educator ID when creating Teacher roles is to use the Educator’s SEID number.
The Educator ID must be unique to the educator.

A SETTINGS - INTERIM~ REPORTS~ DASHBOARD SURVEYS HELP

| ORGANIZATION Upload Users
PARENTS
ROSTERS
W STUEENTS Criteria e
USERS
s x ¥ DISTRICT: *| Demo District x ¥ | SCHOOL! Select
— e o
Status : Last Name +  First Name ¢  Educator ID :  Email
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SY24-25 Testlet Scheduling

Prepare Upload Template

FIELDS IN TEMPLATE FILE

Column Title Description R TS

| Values
The educator’s first name entered in the Roster Upload Template
file must match exactly the educator’s first name in the Alphanumeric
educator’s account in Kite Educator Portal. If the two do not
match exactly, the record will fail to upload.
The educator’s last name entered in the Roster Upload Template
file must match exactly the educator’s last name in the 2
educator’s account in Kite Educator Portal. If the two do not Aphanumaclc
match exactly, the record will fail to upload.
To remove a student from a roster, type REMOVE in column M.
Otherwise, the field should remain blank.
M Remove_From_Roster . REMOVE

= = NOTE: A roster can also be removed manually using the user [BLANK]

interface.

K* Educator_Legal_First_Name

L Educator_Legal_Last_Name

Field K: Educator's First Name

Field L: Educator’s Last Name

Field M: To remove a student from a roster, type REMOVE in this column otherwise leave this field blank.
Students can be removed manually using the user interface as well.
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UPLOAD THE EDITED TEMPLATE FILE

i

From the Upload Roster tab, select the Select File button.
Find the saved Roster Upload Template file. Select Open.
The file name appears in the file field. Select the blue Upload button.

Upload Roster: Select Criteria

STATE:" Kansas w"

Fila: & *

Salect File o

Testlat_Roster_Upload.csv

DESTRICT. | Sunfiower District

SCHOOL, Meadowlark School

=50

Once the upload completes, a confirmation message will appear, indicating the number of records

updated and the number of records rejected, if applicable. Select the SCV file icon in the File
column to read the error messages related to the upload. The error file will display the line

number for the record that has the error.
Fix the lines in the file that had errors, remove the lines that uploaded successfully, and follow the

previous steps to upload again.

Uploaded

Friday, September 08, 2022 3:44:26 PM
Friday, September 08, 2022 3:40:32 PM
Friday, September 059, 2022 10:05:34 AM

Paga 1 of 1

Status
COMPLETED 1
COMPLETED a2

FRILED 0

10 T  per page

Created/Updated Rejected Alars  File

0 L)
0 -
o 8
1-3 of 3 itemns

)




MAST Rostering: Upload Method

Assessment Focused Support Video

L Questions? W

PROGRAM & PRODUCT DESIGN QUESTIONS:
MAST@NEWMERIDIANCORP.ORG

KITE PLATFORM INQUIRIES:
KITE SUPPORT DESK: (855) 277-9752
7:30a.m. - 4:00 p.m. MST

Kite-support@ku.edu

OPI Assessment Help Desk: SR,
1-844-867-2569
opiassessmenthelpdesk@mt.gov
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Questions?

Contact the OPI Assessment Unit:
opiassessmenthelpdesk@mt.gov

344.867.2569
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