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MCAP Government and LS MISA Technical Guide for 
Transcribing Student Responses 
 

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, it is 
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. 
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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. Log into the MCAP Government and LS MISA Portal. 

2. On the portal home page, click Administration. 

3. At the top of the Administration page, click Students. 

4. From the drop-down menu at the top of the page, select the school where the student is 
currently enrolled. 

5. Locate the student’s name in the Student list and then click Edit. 

6. Click the 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. When you are done, click Save. 
 
 

Step 2: Create a separate Class 
To create a class for students whose responses will be transcribed: 

1. Log into the MCAP Government and LS MISA Portal.  

2. On the Portal home page, click Administration. 

3. At the top of the Administration page, click Classes.  

4. From the organization drop-down list, select the school where the students who will be taking 
the test are currently enrolled. 

5. Select the Subject you are creating a class for. 

6. Click Create Course Level Class. 

7. In the class name field, type the name of the new class for transcribing. 

8. Select a course from the Choose a Course drop-down list. 

9. 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/
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. Log into the MCAP Government and LS MISA Portal.  

2. On the Portal home page, click Administration. 

3. At the 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.  
 

 
 

4. Click Schedule New Test. 

5. In the classes list, select the class you just created.  

6. When you 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. Student test 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. 

 

https://lsmisagovportal.cognia.org/
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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. 

 
 

 
 

12. The PDF file 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/
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13. The CSV file includes each student’s demographics, login information, test name, and 
accommodations. 

 
 
Step 4: Transcribe Responses into the Kiosk 
 
To transcribe student responses into the kiosk: 

1. Launch the MCAP Government and LS MISA kiosk. 

2. On the 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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3. Click Sign In.  

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

 
 

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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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. 
 

 
 

8. Review the directions on the Directions page and click Continue. 
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9. From the Items 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. 

 

 
 

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.  
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12. On the final prompt, click Turn In again. 

 

 
 

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

 
 

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