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• Webinar will be recorded.
• Recording will be posted to the OPI Assessment 

Unit’s webpage: Staying Informed

Subscribe to the OPI Assessment Unit 
YouTube Channel
• Viewers can 'subscribe' to the OPI 

Assessment Unit YouTube Channel

• Depending on notifications settings: you can 
receive an automatic notice each time the OPI 
Assessment Unit uploads a new video.

Recording Disclaimer
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https://opi.mt.gov/Leadership/Assessment-Accountability/MontCAS/Stay-Informed
https://www.youtube.com/channel/UCgsWd6zUIKofEjL7J6zN3Zg?sub_confirmation=1
https://www.youtube.com/channel/UCgsWd6zUIKofEjL7J6zN3Zg?sub_confirmation=1
https://www.youtube.com/channel/UCgsWd6zUIKofEjL7J6zN3Zg?sub_confirmation=1


Virtual Zoom Basics

❑Mute your mic when it is not in 
use.

❑Share your video, if possible.

❑Clearly name yourself as a 
participant.

❑Use the chat to introduce 
yourself and engage with your 
peers.
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Overview of the ACT with Writing
• Pre-test Activities
• Preparation Tasks
• Timing and Scheduling
• MyACT Accounts
• Reporting (Learning Lab)
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Objectives
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Testing Windows

Test Windows

Test Window 1
March 26-29, 2024 and    
April 1-5. 2024

Test Window 2
April 9-12, 2024 and 
April  15-19, 2024

Test Window 3
April 23-26, 2024 and 
April 29-May 3, 2024

● 3 separate 
windows

● run consecutively
● 9 days in each 

window
● 27 testing days 

available



I. Pre-Test Activities
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Parent Testing Notice#1

Montana’s List of 14 Critical Non-Test Questions

https://opi.mt.gov/Portals/182/Page%20Files/Statewide%20Testing/ACT%20Page/Montanas%20List%20of%20Critical%20Non-Test%20Questions.pdf
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ACT Student Privacy 
Assurances Form

Who should complete this form?
● System Test Coordinator
● ACT Test Coordinator

Why do we sign this form?
● Student privacy best practices
● Ensure parents/guardians are aware of the non-test portion of the 

administration. 

“I certify that our school has informed 
parents/guardians about testing transparency 
including the voluntary nature of the survey (i.e., 14 
State Use non-test questions)”.

“I certify that our school has informed 
parents/guardians about the 14 State Use 
non-test questions and the intended use 
surrounding answered questions”.



• Privacy Terms & Conditions of Use 
(within PANext)

• Ensure Users are Added in PANext
– Ensure Users have completed 

TSA
• Review the Test Administrator 

Manual
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Test Security 



Training Session
• Required for all proctors and room supervisors
• Prior to test day
• Separate from Briefing Session
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ACT Staff Training

Briefing Session
● Required each test day morning
● Ensure staff understand their responsibilities

○ Cell phone and calculator policies
○ How to handle breaks
○ What to do if a prohibited behavior occurs
○ Additional information specific to the test site



II. Preparation Tasks
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ACT with Writing -
Preparation

• Enroll students missing from your PANext 
Student List.

• Confirm test dates and ensure school 
scheduling.

• Perform Site Readiness tasks.
• Ensure TestNav is downloaded.
• Perform Mock Administration.
• Prepare testing rooms. 



Student Data Uploads:
• December 12, 21023 (initial upload)
• January 19, 2024 (final upload)
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Enroll New Students

Enroll/Unenroll Process: 
https://content.act.org/montana/r/QpKRhRdNS9iDnJm
1dXwQng/dKgqGLFR7HjycTLcT4dWPQ
● Use Option 2
● Enrolling

○ Column A - leave blank
○ Column J - enter O (letter)

https://content.act.org/montana/r/QpKRhRdNS9iDnJm1dXwQng/dKgqGLFR7HjycTLcT4dWPQ
https://content.act.org/montana/r/QpKRhRdNS9iDnJm1dXwQng/dKgqGLFR7HjycTLcT4dWPQ
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Confirm Test Date(s)

What if I need to change my test date?

Create a session (or sessions) in the test
Window you wish to test in.

Testing Window Create Sessions (timeframe)

Window #1 (March 26-April 5) Now through April 4

Window #2 (April 9-April 19) April 3 through April 18

Window #3 (April 23-May 3) April 17 through May2



• Ensure all 
equipment meets 
requirements

• Download the 
TestNav 
application

• Conduct the 
mock 
administration
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Site Readiness #1
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• Instructional materials in the 
room must be removed or 
covered.

• Signage of testing to ensure 
a quiet environment.

• Ensure required seating 
arrangements are met in 
each testing room. 
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Room Prep
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Prepare Testing Rooms#2
Additional ACT Requirements
● Face the same direction
● Be spaced as far apart as possible
● Seated no closer than specified in the Coordinator’s 

Manual
● Seated in straight rows and columns
● Able to see the room clock without looking around

Off-Site Testing is required if the school 
cannot meet the seating requirements. 



III. Timing and Scheduling
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Online Testing
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#3

● Flexibility
● Streamlines make up testing
● Potential to shorten testing time slightly
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Scheduling



Testing Times
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Section Time

English 45 minutes

Mathematics 60 minutes

Required Break 15 minutes

Reading 35 minutes

Science 35 minutes

Writing 40 minutes

Total Time Without breaks: 3 hours 50 minutes
With breaks: up to 4 hours 50 minutes



IV. My ACT Accounts
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MyACT Accounts #5
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MyACT Non-Test Information Instructions for 
Students sheets are included in your materials 
shipment.

For newly enrolled students, the ‘Student Code’ 
will be found in PANext. 
● Setup > Students > Student Code
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MyACT Accounts#4

● Students will have access to online scores earlier.

● Can send scores to up to four colleges/universities free of charge.

● Access to online prep activities.

● MyACT account can link to other ACT test opportunities.



V. Reporting 
(Learning Lab)
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Accessed via Success.ACT.org
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Online Reporting

● Print Score 
Reports

● Saves data for 
5 years

● Many ways to 
look at data
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Online Reporting



Questions
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Thanks for Attending

Office of Public Instruction
Assessment Division

OPIAssessmentHelpDesk@mt.gov
844-867-2569
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mailto:OPIAssessmentHelpDesk@mt.gov
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