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A. General Information on Transcribing Student Responses into the MCAP
Government and LS MISA Kiosk

For Winter, Spring, and Summer administrations of the MCAP Government and LS MISA, itis
required that student responses from any paper test are transcribed into an online test form
in the MCAP Government and LS MISA Kiosk. This will ensure that student responses from
paper assessments will be scored and reported on a rolling basis, along with responses from
computer-based assessments.

Paper tests include the following: Standard paper (English and Spanish), Large Print (English and
Spanish) and Braille.

Please note that paper tests will not be scanned for scoring purposes, only for inventory
purposes. It is the responsibility of the school/LEA to ensure that student responses are input
directly into the kiosk.

Original student response must always be transcribed at the school level by an eligible Test
Administrator or someone under the direct supervision of an eligible Test Administrator. At least
two people must be present during transcription of student responses. It is recommended that
one of the individuals is the STC.

Before the Test Administrator can transcribe the student responses into the kiosk, the school
must ensure that the student has finished testing, then assign the appropriate accommodations,
create a separate class, schedule tests, and transcribe into the MCAP Government and LS MISA
Kiosk.



Step 1: Assign Accommodations
Students should be assigned to the appropriate accommodations in the student’s profile before
you schedule the test session.

To assign an accommodation:

1. Logintothe MCAP Government and LS MISA Portal.

2. Onthe portal home page, click Administration.
3. Atthe top of the Administration page, click Students.
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From the drop-down menu at the top of the page, select the school where the student is
currently enrolled.

Locate the student’s name in the Student list and then click Edit.
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6. Clickthe Accommodations tab to display the list of available accommodations.

7. Select Alternate Representation Paper Test accommodation to receive the right form to
transcribe in.

8. Whenyou are done, click Save.

Step 2: Create a separate Class

To create a class for students whose responses will be transcribed:

1. Logintothe MCAP Government and LS MISA Portal.

2. Onthe Portal home page, click Administration.
3. Atthe top of the Administration page, click Classes.
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From the organization drop-down list, select the school where the students who will be taking
the test are currently enrolled.

Select the Subject you are creating a class for.
Click Create Course Level Class.
In the class name field, type the name of the new class for transcribing.

Select a course from the Choose a Course drop-down list.
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Under the Search for Students section, you can filter the student list by grade and/or class.

Tip: To further limit the results, select Show only students that are not assigned to a class.

10. To add students to the class, select one or more students from the students list. To select
multiple students, press and hold Ctrl and then select student names from the list.

11. Click the Add button to move the students to the class list on the right.

Student names appear dimmed or grayed out in the list on the left when they have been added to
the class list on the right. Note: Classes are limited to a maximum of 250 students.


https://lsmisagovportal.cognia.org/
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12. To remove students from the class, select one or more students from the class list on the right,
and then click Remove button.

13. When the class list is complete, click Save to create the class.

Step 3: Schedule Test Sessions
To schedule the class for a test:

1. Logintothe MCAP Government and LS MISA Portal.

2. Onthe Portal home page, click Administration.

3. Atthe top of the Administration page, click Test Scheduling.

Select the Organization, Program (LS MISA & Gov Operational), Subject, and then select the
test that your student(s) took on paper.

Displaying scheduled tests in Grand Canyon Elementary School

Exports »
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Sample LS MISA Test

There are no tests scheduled that match the selected criteria.

4. Click Schedule New Test.
5. Inthe classes list, select the class you just created.
6. Whenyou are done, click Schedule to save the test session.

7. Locate the test session in the Scheduled Tests table and click View Details/Student Logins in
the column on the right to view the scheduled test details.

8. The Scheduled Test details page displays the session access codes and student test logins.
9. Studenttest logins can be exported from the Scheduled Test details page as a PDF or CSV file.

10. Select the students whose login information will be exported. To select all the students in the
table, select the check box in the top-left corner of the header row. To select individual
students, select the check box next to each student’s name.
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Export Logins for Selected Students (14) Add Report Code (14) Invalidate (14) Unlock (14)

Last Name First Name Username Password  Form Name Date/Time Created  Test Report Code  Status Date/Time Started Date/Time Completed
| Session
Demo Brown 782361509 HCRosaz) o2MPleLSMISA 07/25/20256:16:19 1:Not Invalidate
Form PM
Started
. Session
Demo Darryl 420512686 THDRWsxs 2MPIeLS MISA 07/2520256:16:18 1:Not Invalidate
Form PM
Started
i Session
Demo Dax 383976425 prkDsygN  2MPleLSMISA 07/25/20256:16:19 1:Not Invalidate
Form PM
Started
. Session
Demo Devante 283360810 oHRaNWyN 3TPIe LSMISA 07/25/20256:16:19 1:Not Invalidate
Form PM
Started
Session
Demo Floyd 468392382 PoAAKHGR SMPIELS MISA 07/25[20256:16:19 1:Not Invalidate
Form PM
Started
. Session
Demo Geovany 868150064 FkoEBACE 2TPIRLSMISA 07/25/20256:16:19 1:Not Invalidate
Form M Started

11. To export the logins, click the Export Logins for Selected Students button. A pop-up box will

appear with the option to choose a PDF or CSV version of the export.

Note: Student logins can also be exported in bulk for all tests and subjects. For more
information on exporting student logins, please see the MCAP Government and LS MISA Portal

User Guide, which is available on the Maryland Help & Support page.

Export Logins

Select a format of the export:

(O PDF OCsV

12. The PDFfile includes student test logins, test details, the session access codes, and a master
list of student login information and accommodations for the test proctor. Test Administrators
should review this to ensure students have the correct accommodation before logging into the

test.


https://maryland.onlinehelp.cognia.org/guides/

Class Name: LS MISA Class-Science (SCI)
Test Name: Sample LS MISA Test
Testing Window: 7/25/2025 to 7/31/2026

Sequence Name Access Code

1 Session 1 6283661346

Student Name Date of Birth Username Password Accommodations
Demo, Angelica 5/30/2005 RNPEQ4

Dema, Brent 5/30/2005 109174305 DUBGT4TE

Demo, Brown 5/30/2005 182361509 HCRO542ZJ

Demo, Darryl

Demo, Dax

Demo, Devante 5/30/2005

13. The CSVfile includes each student’s demographics, login information, test name, and
accommodations.

il Listing Test Logins for LS MISA Class-Science (SCI)

Pl Access code for Session 1: 6283661346

Bl Last Name First Name Middle Initital DOB Username Password Test Name Accommodations
Ll Demo Angelica 5/30/2005 683969895 8HRNP6Q4 Sample LS MISA Test
Cll Demo Brent 5/30/2005 109174305 DUBGTATE Sample LS MISA Test
[Sll Demo Brown 5/30/2005 782361509 HCR854Z) Sample LS MISA Test
yll Demo Darryl 5/30/2005 420512686 THDFWSXS Sample LS MISA Test
5l Demo Dax 5/30/2005 383976425 P7KD8YBN Sample LS MISA Test
W Demo Devante 5/30/2005 283360810 SHR3NWYN Sample LS MISA Test
j[0) Demo Floyd 5/30/2005 468392382 P9AAKH5R Sample LS MISA Test
Il Demo Geovany 5/30/2005 868150064 FKOEBACE Sample LS MISA Test
L3 Demo Griffin 5/30/2005 667541270 XB3PRMZC Sample LS MISA Test
JEJ Demo Henriette 5/30/2005 733678315 A4DRKNK7 Sample LS MISA Test
&Y Demo Jamison 5/30/2005 891608986 W8SFWSC47 Sample LS MISA Test
LBy Demo Katelynn 5/30/2005 864410007 AWSBTGSX Sample LS MISA Test
LY Demo Kendall 5/30/2005 844461604 XD5PY9JB  Sample LS MISA Test
¥l Demo Vito 5/30/2005 405033564 8STS9ZS7  Sample LS MISA Test

Step 4: Transcribe Responses into the Kiosk

To transcribe student responses into the kiosk:
1. Launchthe MCAP Government and LS MISA kiosk.

2. Onthe Student Sign In page, enter the username and password obtained from the student test
ticket login. The Transcriber should get the username and password from the School Test
Coordinator.
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STUDENT SIGN IN

Username

Password

]
f Access the Practice Test

3. ClickSigniIn.

4. Onthe Student Profile page, verify the Student Name and student’s identifying information.

N ume
Hello, Brown Demo

782361509 5/30/2005 Female
State Student ID Date of Birth Gender
Grand Canyon High School 9

School Name Teacher Grade

The following tests have been scheduled for you:

Sample LS MISA Test

5. Click Session 1.

6. Enter Access Code and click Submit. The access code is found on the test session summary
print-out that is printed with the student test logins or within the online portal under the Test
Scheduling tab.
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Sample LS MISA Test

Access Code:

Note: In certain scenarios, a proctor password may be required to enter a test session. Please

see the Kiosk User Guide for details.

7. Review the accommodations on the Options page and click Continue.

Options

Teul-TonSpeerh Wiodurme: 100
Speed
. - ¥
Color Contrast Defaut
ECCEnenG
Answer Masking Enabled

Sow  Koarral

Fasi

8. Review the directions on the Directions page and click Continue.

Sample LS MISA Test

session to view questions or check answers.

response in the box.

Now select Continue to begin.

Session 1Directions

Welcome to the High School Life Science Maryland Integrated Science Assessment (LS MISA)!

This is Session 1. You should complete all of the items in this session during the assigned
time. Once time is up and the session is Turned In, you will not be able to return to the

Use the navigation buttons to move to the next question or to go back to the previous
question in each session. Use the Review button to access the Test Review Screen.

To answer the questions, you should read all of the source information on the tabs on the
left side of the screen. Then each test question will be presented one at a time on the right
side of the screen. Sometimes you may need to use the scroll bar to see all of the content
in a question. Be sure that you have seen the entire question before you respond. Each
multiple-cheice question will be followed by its possible answer choices. For some
questions, you may need to choose more than one correct answer. Each technology-
enhanced question will have specific directions explaining how to answer that

question. Each constructed-response question will be followed by a text box. Type your
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9. From the Iltems page, you can start transcribing the responses for every question.

10. Use the Next and Back navigation buttons to move forward and backward one question at a
time. The Clear button can be used to remove all responses from the current question. On the
last question of the test session, the Finish button will be activated. Click Finish if you have
finished transcribing the responses. Clicking the Finish button will take you to the test review

page.
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11. The Test Review page displays a full list of questions, their answer status, and any questions
that have been bookmarked. Click the Turn In button to submit the test or Return to test
button to return to the test.

You have completed: 20 out of 20 guestion(s).

Returm 10 fes Tum in
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12. On the final prompt, click Turn In again.

Are you sure you want to turn in your test?

Turn In Cancel

13. You will be returned to the Student Profile page and Session 1 will be grayed and crossed out.

Mot Brown Demao? @

Hello, BrownDemo

782361509 5/30/2005 Female
State Student ID Date of Birth Gender
Grand Canyon High School 9

School Name Teacher Grade

The following tests have been scheduled for you:

Sample LS MISA Test
Sessten—+

14. Follow Steps 5 - 13 to transcribe responses for the remaining sessions of the test.
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