




Practice Tests  

	�If a student’s IEP, 504 Plan, or LSP indicates he/she requires a Paper/Pencil version of the test, the 
Practice Test may be printed for practice. Teachers can access this page and select Print Test to 
open a printable version for these students. If a student needs a Large Print or Braille Practice Test, 
contact the STC.

	�Once the subject, grade, and test are chosen, a link for the answer key appears. Select the link for a 
printable key for the Practice Test.

	�After selecting the Start test button, the Select Accommodations window appears to allow students 
with certain online testing accommodations to practice with those accommodations. Help students 
select any available testing accommodations specified in their IEP/504 Plan/LSP, and then direct 
them to select Continue. (During the actual assessment, accommodations are pre-assigned based 
on students’ IEPs/504 Plans/LSPs.) The system guides students through a short tutorial on the tools 
and features before they begin the Practice Test.






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Make-Up Sessions

Make-Up Sessions

Students who were absent during the initial testing session can make up tests during the MDE-
approved testing window. Scheduling make-up sessions must be coordinated by the School Test 
Coordinator to eliminate conflicts and to ensure that make-up students test under the same conditions 
as initial students. For the make-up sessions, materials are distributed/collected and tests are 
administered according to the same instructions as initial testing sessions.

For students who miss Session 1 or Session 2 and plan to complete the test, the test must always be 
given in the same order: Session 1 must be given prior to Session 2. If make-up testing is needed, 
make-up sessions may be given in one day or over two days, consistent with the initial testing session 
for each content area. All paper-based make-up tests must be administered, packed, and ready for pick-
up on the scheduled district pick-up date. Pick-ups are not allowed to be rescheduled to administer 
make-up tests.

School Test Coordinators must keep test materials in a locked, secure storage area except during test 
administration. Only specific make-up materials needed for students who are taking make-up tests are 
distributed to Test Administrators at the time of the make-up session. 

After make-up sessions, Test Administrators must return test materials to the School Test Coordinator, 
as explained in the following section. After make-up materials are returned, all test materials must be 
kept in locked storage under the School Test Coordinator’s authority.

After all testing sessions (initial and make-up) are complete, the STC returns all test materials to the DTC 
according to the directions provided in the STCM.

Returning Materials to the School Test Coordinator

The following materials must be returned to the School Test Coordinator or his/her designee 
immediately after testing is complete:

•	 Test books

•	 Scratch paper

•	 Student login credentials 

•	 Reference sheets (if printed)

•	 Writing rubrics (if printed)
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Administering Text-to-Speech and Read-Aloud Accommodations 

Administering Text-to-Speech and Read-Aloud Accommodations

If a student is testing online and requires the accommodation of having the test read aloud, there is a  
Text-to-Speech (TTS) tool that reads directions and/or items aloud to the student. The accommodation 
must be marked in Nextera Admin by the DTC/DLU or STC/BLU prior to the start of the assessment.

Note: TTS is available for students who have either accommodation 53 or 55. For (53) Directions Only 
TTS, only the last eight items will be read in Algebra I for the Fall 2021 administration. Starting with the 
Spring 2022 administration, nothing will be read in Math for any grade since the questions themselves 
contain the directions.

If a student’s IEP, 504 Plan, or LSP requires the use of a Paper/Pencil version of the assessment and/or 
requires a human reader and/or permits paraphrasing, a Read-Aloud script is available. If a Read-Aloud 
script is needed, contact the STC. See the next section for instructions on administering the test with a 
human reader using a Read-Aloud script. 

Allowable Read-Aloud Accommodations

Accommodation 53: The test directions (but not test items) can be read to individual students or a 
group, repeating and/or paraphrasing directions if needed.

Accommodation 55: The test directions, questions, and answer options can be read to individual 
students or a group, repeating directions/items, but not paraphrasing.

Accommodation 58: The test directions, questions, and answer options can be read to individual 
students or a group, repeating and/or paraphrasing only the directions if needed.

Note: TTS requires an Internet connection and will not function while a device is offline. When the 
Internet connection is restored, the student with the Text-to-Speech accommodation will be able to 
select the play button again, and the TTS will load.

Instructions to the Read-Aloud Administrator

The reader is required to review and comply with these instructions. All remaining requirements 
concerning test security still apply. The reader must be familiar with the specific Read-Aloud 
accommodations for the students prior to administering the test.

All questions rely on the students’ ability to comprehend and respond to items exactly as written 
or with allowable accommodations (IEP, 504 Plan, or LSP). The Read-Aloud script must be read to 
students verbatim, unless the students’ IEP, 504 Plan, or LSP accommodations allow the directions to be 
paraphrased. Any additional information or explanation must not be provided as this will affect what 
the test is designed to measure.
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Administering Text-to-Speech and Read-Aloud Accommodations

Notes to the Reader
1.	 Pause after reading the question number and before reading the question itself.

2.	 Emphasize words or phrases that are underlined, italicized, or entirely capitalized.

3.	 Read directions and/or items according to the allowable accommodations noted on the  
previous page.

4.	 Pronounce abbreviations by voicing each initial letter (N-E-A, U-N, U-S-A) unless otherwise 
specified.

5.	 Hyphenated phrases should be read as one unit, in an even tone, and with a shorter pause 
between words than normal.
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FAQs 

FAQs

•	 �Students may use different platforms for different subjects. For example, a student may take the 
English II test on a Chromebook and the Algebra I test on a desktop computer.

•	 �Students MUST restart a paused or terminated test on the same platform (Windows, Mac, 
iPad, etc.). It is advised to use the same device, as previously entered responses may be cached 
and would be easier to find, but it is not required. Customer Support will assist districts in 
determining if changing devices is appropriate.

Issues during Testing

•	 �If the screen freezes, sign-in takes longer than one minute, or the test takes longer than one 
minute to load, try exiting the test and signing back in.

•	 �If the device is permanently incapacitated, please contact the School Test Coordinator so he/she 
is aware of the issue.

•	 �If multiple workstations exhibit the same issue, please contact the School Test Coordinator to 
further isolate and troubleshoot the issue.

Note: In the event of a technical issue (e.g., power outage or network failure), always consult with your 
STC/DTC and Technology Coordinator regarding appropriate steps to take. As needed, the STC/DTC will 
contact Questar Customer Support and the MDE for support.
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Internet Connectivity Troubleshooting

Internet Connectivity Troubleshooting

IMPORTANT: In all scenarios outlined below, if the student has not completed the test session, 
instruct the student to continue testing. (Student responses are stored in the device’s local cache.) 
Note: Text‑to‑Speech functionality will cease until connection is restored.

While testing, you can determine if a device is currently connected to the Internet by the  or 
icons located in the upper-left corner of the screen. 

Scenario #1: Non-writing session for an individual student

After completion of a non-writing test session, an individual student device does not have internet 
connectivity.

If the device does not 
reconnect 

automatically after at 
least 30 seconds:

Instruct the student to 
pause/sign out of the test 
(NOT submit). Note what 

question number the student 
last finished and how much 

time is remaining.

Turn the device wifi 
off and back on again, 

or unplug and 
reconnect the ethernet 

cable, to attempt to 
reestablish connection. 

If unsuccessful, 
continue with the 
instructions in the 
Continued Support

section.

If successful, instruct 
the student to log in 
to continue/submit 

his or her test.
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Internet Connectivity Troubleshooting 

Scenario #2: Writing session for an individual student

After completion of a Writing test session, an individual student device does not have internet 
connectivity.

Note: For Writing prompts, student responses are cached to the local device every 2 minutes. It is 
imperative that you try to get Writing students finished that day.
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Internet Connectivity Troubleshooting

Scenario #3: Non-writing session for an entire class or school 

After completion of a non-writing test session, an entire classroom or school does not have internet 
connectivity.

If the devices do not 
reconnect automatically 

after at least 30 
seconds:

Instruct the students to 
pause/sign out of the test 
(NOT submit). Note what 

question number the 
student last finished and 

how much time is 
remaining.

Contact the District 
Technology Coordinator 

for assistance with 
restoring connectivity.

If unsuccessful, 
continue with the 
instructions in the 
Continued Support 

section.

If successful, instruct 
the students to log in to 
continue/submit their 

tests.
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Internet Connectivity Troubleshooting 

Scenario #4: Writing session for an entire class or school

After completion of a Writing test session, an entire classroom or school does not have internet 
connectivity.

Note: For Writing prompts, student responses are cached to the local device every 2 minutes.
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Internet Connectivity Troubleshooting

Scenario #5: Extensive school outage with hard-wired devices (e.g., infrastructure network 
cable cut)

During testing, the school experiences a power outage when students are testing on hard-wired 
devices.

1. Do NOT have the students move to new devices.

2. Quarantine and label the devices with the students' names (include 
MSIS number if multiple students have the same name), if necessary. For 
computer labs, utilize seating charts to make sure the same student 
returns to the same device to resume testing.

3. If the students need to leave the testing area to resume testing another 
time, the class may be dismissed. Notify the MDE for next steps.

4. Call the school's maintenance team for assistance with restoring power.

5. Keep the devices powered on and plugged in to a power source.

6. Once power is restored, have the students log back in to their test. 
Students should wait at least two minutes for responses to populate.

7. Call Questar Customer Support at 1-800-644-4054 for assistance in 
recovering student responses if responses do not populate.
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Internet Connectivity Troubleshooting 

Scenario #6: Outage with individual/one-to-one devices

During testing, the school experiences a power outage when students are testing on individual/one-to-
one devices.

1. Do NOT have the students move to new devices.

2. Call the school's maintenance team for assistance with restoring power. Work 
with the District Technology Coordinator to determine an approximate timeline 
for students to resume testing.

3. Contact Customer Support to document the number of students and classes 
impacted; make note of the case number to be entered onto an Irregularity 
Report (see step 5 below).

4. Whenever possible, quarantine and label student devices with the students' 
names (include MSIS number if multiple students have the same name). If 
quarantining is not possible, the access codes must be changed for all affected 
Test Administrations via the "View Test Administration" page in Nextera Admin. 
If assistance is needed to change the access codes, contact Customer Support.

5. If students need to leave the testing area to resume testing another time, the 
DTC must submit an Irregularity Report through Caveon Core for documentation 
purposes.

6. Once power is restored, have the students log back in to their test. Students 
should wait at least two minutes for responses to populate.

Note: If Internet connectivity is lost for any reason prior to the submission of a test session, the device 
cache stores the responses locally until connectivity is restored. Please do NOT clear cache before 
connectivity is restored. 
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Internet Connectivity Troubleshooting

Continued Support

Do NOT have the student(s) move to a new device or allow any other student(s) to test on the device(s).

Do NOT restart or reboot the device(s).

Quarantine and label the device(s) with the students’ name(s) and/or MSIS number(s). Then if the 
student(s) need to leave the testing area to resume testing another time, the student(s) may be 
dismissed. Contact the MDE for guidance regarding rescheduling the test session and upload a testing 
schedule addendum in Caveon Core.

Contact the District Technology Coordinator to ensure there are not any software or policy settings that 
would clear out the devices’ local cache or temporary files.

Keep the device(s) powered on and plugged in to a power source.

If still unable to reestablish connection, or at any point during the above steps, call Questar Customer 
Support at 1-800-644-4054.

If there are time or accommodation questions associated with the outage or if you need additional 
guidance when students are unable to finish testing the day of the outage, contact the MDE.
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Appendix A: Online Testing Directions — Student Test Sign In 

Appendix A: Online Testing Directions — Student Test Sign In

Before administering the test, verify testing accommodations have appropriately been set in student 
profiles (e.g., Text-to-Speech). Secure all student login credentials and the Access Codes for the test 
from the School Test Coordinator (STC). If any testing materials are missing, immediately notify the STC. 
Ensure there is sufficient time remaining in the school day for the length of the test (especially when 
testing students with extended time). Before students enter the testing room, make sure the Secure 
Browser is launched on all student devices. After students enter the testing room, verify the class roster. 
Remind students that all electronic devices, except for allowable calculators (see the Calculator Policy 
section of this manual), need to remain away at all times during testing; otherwise their test will be 
invalidated. When students are ready to begin testing, pass out testing materials (e.g., scratch paper, 
pencils, calculators, and student login credentials). 

q	Students will confirm the sign-in page is displayed.

SAY 	 ��Do not enter anything until you have been instructed to do so.

	 Can everyone see the sign-in page?

Note: If any student indicates the sign-in page is not displayed, assist the student with launching the 
Questar Secure Browser (pinwheel icon) on their device.

If the student test 
delivery system icon 
is not on student 
computers, contact 
your Test Coordinator.

q
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Appendix A: Online Testing Directions — Student Test Sign In

w	�Students will enter their case-sensitive MSIS/User ID and Password exactly as they appear on their 
student login credentials and select the “Sign In” button. 

SAY 	 �Look at the MSIS number on your student login credentials. Type that MSIS number in the field 
titled User ID.

	 �Now click on the Password field. Type in your password. Your password is on your student login 
credentials. Does anyone have any questions or need help finding the information you need to 
enter?

Once all questions have been answered,

SAY	 Click “Sign In” to start the test.

w
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Appendix A: Online Testing Directions — Student Test Sign In 

e	�On the next screen, students will confirm the information is correct and select “Yes.” If any student 
raises his/her hand during the following steps, pause and contact the School Test Coordinator before 
continuing. The STC can then edit the student information from the STUDENTS tab in Nextera Admin 
or contact Questar Customer Support for assistance. After any student information is edited, the 
student must log out and log back in to the test to confirm that the update has been made.

SAY 	 �Now you should see a screen with your name on it. If you do not see your own name, raise your 
hand. If your name is not spelled correctly, raise your hand.

	 Now look at the rest of the information on the screen. Make sure it is correct.

• your date of birth • your school’s name
• your grade • your student number
• your gender • your teacher’s name

	 �If any of the information is not correct, please raise your hand.

If a student’s information is incorrect, notify the STC before the student begins the test.

SAY 	 �If all of the information is correct, you can click “Yes” now. The “Yes” button is at the bottom of 
the screen. Do not go past the next screen.

e
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Appendix A: Online Testing Directions — Student Test Sign In

r

Note: Ensure students using Text-to-Speech (TTS) have the accommodation set prior to signing in to 
the test. Make sure the sound on Text-to-Speech devices is set at a comfortable level and headphones/
earbuds are provided for students with the Text-to-Speech accommodation. Instruct students not to 
unplug their headphones while testing; otherwise it may cause them to get logged out of the test.

Note: Instruct students to be careful not to hit the Insert key while typing because it may cause some 
of their responses to be overwritten. If they do accidentally hit the Insert key and enter overtype mode, 
they should select the Insert key again to return to insert mode.

r	�On the next screen, students will see links for the tests they are taking. Instruct them to select the 
link for the test they are taking during the current session.

Make sure all students are signed in and at the test selection screen.

SAY	 �Now we are going to begin the test. Click on the “Start test” button next to [insert test session to 
be administered]. 

SAY	 �You should now see the first page of the directions tutorial.

�Make sure all students are on the correct screen. Directions are customized by content area and student 
accommodations.

SAY	 �Click through the directions and read each screen carefully. When you come to the “Test tools” 
screen, check that all of your tools are listed and correct. If they are not, raise your hand.

	 Stop at the Access Code screen.

Note: A Proctor Password is required to resume a student’s test that has been paused for over 24 hours. 
STCs can locate the Proctor Password on the Nextera HOME page under School Information.

MAAP Fall 2021 Test Administrator’s Manual� 29



Appendix B: Online Testing Directions — Review Screen 

Appendix B: Online Testing Directions — Review Screen

 

SAY 	 ��If there is time remaining once you finish your test, you may review your work. To review your 
test before submitting it for scoring, select the “Review” button. 

SAY 	 �You can filter through different views on the Review screen to see unanswered questions, 
answered questions, bookmarks, or notes. The default filter shows any unanswered questions.

SAY 	 �You can navigate back to a question by clicking on the question number. Then click the “Review” 
button again to return to the Review screen. If you have any questions once you finish the test 
and go to the Review screen, raise your hand at that time and I will help you.

SAY 	 �When you are ready to submit your test, go to the Review screen and click “Submit test.” There 
will be a message asking if you are sure you want to submit your test. Click “Submit test” again 
to submit your test. If you did not answer all of the questions and there is time remaining, you 
may click “Cancel” to go back and answer questions. If time is up, click “Submit test” to submit 
your test. Does anyone have questions before we begin?

Answer any questions the students might have.

Appendix C: Online Testing Directions — Breaking During a Test

If students need to sign out of a test for a break or another reason,

SAY	 �Find the || / Sign out link at the top right of your screen next to your name. 

	 �Click it once and a screen will pop up asking if you’re sure you want to sign out of the test.  
Click “Pause test.”

The students are now signed out. Students must sign back in using their same User IDs/Passwords and 
submit the test once they are finished. Students will not be allowed back into their test the next day.

30� MAAP Fall 2021 Test Administrator’s Manual



Appendix D: Online Testing Directions — Administering the Test

Appendix D: Online Testing Directions — Administering the Test

 

q	SAY	 ��You should now see a screen asking for the Access Code. In the space provided, type in 
[insert the session Access Code]. Then click “Continue.”

Note: The remainder of the script does not apply for students testing with the extended time 
accommodation. Instruct extended time students to begin. Refer to their IEPs, 504 Plans, or LSPs for 
timing instructions.

There will be a separate Access Code for each session. Ensure the correct Access Code is used for 
the session being administered. Provide help to students who need it. Find the directions for the 
appropriate subject to continue with the test. Once all students have clicked “Continue,”

w	Read the appropriate script on the following pages.

Administering the Test without the Designated Break: Pages 34–35 
Administering the Test with the Designated Break: Pages 38–40 
Administering the Accommodated Test without the Designated Break: Pages 44–45 
Administering the Accommodated Test with the Designated Break: Pages 48–50

q w
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Administering the Test without the Designated Break 

Administering the Test without the Designated Break

Algebra I

For those choosing NOT to take the designated break during the Algebra I test, read the following 
directions.

SESSION 1

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 The test you are about to take will last 3 hours. Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

Collect all student login credentials and return them to the School Test Coordinator.
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Administering the Test without the Designated Break

Administering the Test without the Designated Break

English II and Writing

For those choosing NOT to take the designated break during the English II test, read the following directions.

SESSION 1—ENGLISH II

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 �The test you are about to take will last 3 hours. Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

If no more sessions are being administered for the day, collect all student login credentials and return 
them to the School Test Coordinator.

SESSION 2—WRITING PROMPT

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time. 

SAY	 �You will have 1 hour and 15 minutes to complete your response to the prompt. Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When students complete the prompt, they should remain quiet until all students are finished or until 
time is up. When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

Collect all student login credentials and return them to the School Test Coordinator.
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Administering the Test with the Designated Break 

Administering the Test with the Designated Break

Algebra I 

For those taking the designated break during the Algebra I test, read the following directions.

SESSION 1

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 �You will have two blocks of time, with a ten-minute break between them, to complete the entire 
test. The first block will last 1 hour and 30 minutes. I will stop you when it is time for a break. 
Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

For specific directions on pausing tests for breaks, see the Breaking During a Test section (page 30). 
When it is time for the break,

SAY	 �Stop. Locate the Sign Out link at the top right of your screen. Click “|| / Sign out.” Then click 
“Pause test.” We will take a ten-minute break before continuing. You may not discuss answers 
during this time.

When students are seated after their break,

SAY	 �You will have 1 hour and 30 minutes to complete the test. Using your same login credentials, 
sign in again. Wait for me to tell you when to begin.

Help students sign in again. Once all students are on the “Wait to start” screen,

SAY	 �Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

Collect all student login credentials and return them to the School Test Coordinator.

38� MAAP Fall 2021 Test Administrator’s Manual



Administering the Test with the Designated Break

Administering the Test with the Designated Break

English II and Writing 

For those taking the designated break during the English II test, read the following directions.

SESSION 1—ENGLISH II

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 �You will have two blocks of time, with a ten-minute break between them, to complete the entire 
test. The first block will last 1 hour and 30 minutes. I will stop you when it is time for a break. 
Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

For specific directions on pausing tests for breaks, see the Breaking During a Test section (page 30). 
When it is time for the break,

SAY	 �Stop. Locate the Sign Out link at the top right of your screen. Click “|| / Sign out.” Then click 
“Pause test.” We will take a ten-minute break before continuing. You may not discuss answers 
during this time.

When students are seated after their break,

SAY	 �You will have 1 hour and 30 minutes to complete the test. Using your same login credentials, 
sign in again. Wait for me to tell you when to begin.

Help students sign in again. Once all students are on the “Wait to start” screen,

SAY	 �Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

If no more sessions are being administered for the day, collect all student login credentials and return 
them to the School Test Coordinator.
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Administering the Test with the Designated Break 

SESSION 2—WRITING PROMPT

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time. 

SAY	 ��You will have 1 hour and 15 minutes to complete your response to the prompt. Click “Start test.”

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When students complete the prompt, they should remain quiet until all students are finished or until 
time is up. When time is up,

SAY	 �Stop. Time is up. Whether or not you have finished, click the “Review” button. Then click “Submit 
test.” Click “Submit test” again in the window that pops up. You have completed the test.

Collect all student login credentials and return them to the School Test Coordinator.
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Appendix E: Directions for Paper/Pencil, Large Print, and Braille Tests

Appendix E: Directions for Paper/Pencil, Large Print, and Braille Tests

Questar provides Paper/Pencil, Large Print, and Braille test books as accommodations to districts upon 
request. Accommodated tests are secure materials and must be returned to Questar. The District Test 
Coordinator or his/her designee will provide instructions for the handling of these materials.

Any student testing with a Paper/Pencil, Large Print, or Braille test book will record his/her answers by 
using the method documented in the student’s IEP, 504 Plan, or LSP.

Test Administrators (TAs) MUST transcribe all Paper/Pencil, Large Print, and Braille student answers into 
Nextera immediately after the student is finished testing.

If you are administering an accommodated version of the Algebra I test, make sure that each student 
has an allowable calculator. (Questar does not supply calculators along with accommodated materials.) 
Distribute the appropriate Reference Sheet, if needed, and clean scratch paper to these students. 
Reference Sheets and scratch paper are considered secure materials and must be returned to the STC/
DTC after testing.

Students with an IEP, Section 504 Plan, or LSP work and break according to their respective documented 
accommodations. Test Administrators must be familiar with all accommodations before testing begins.	�

Accommodated Form Testing Tips:

•	 Note the time students begin.

•	 Move around the room after the test has started in order to make sure everyone is following 
directions.

•	 If a student has questions, refer to the chart in the Testing Guidelines section of this manual for 
additional information.

•	 Do not provide help on specific test questions.

•	 Encourage all students to do their best.

•	 Do not give a direct answer when a student asks whether his/her answer to a particular problem 
is correct. Use a neutral response such as “Choose the answer you think is correct and then 
continue.”

•	 Once students are finished testing, collect all materials.

•	 All accommodated tests MUST be transcribed into the online system. See the Accommodated 
Materials Transcription Instructions located on the Nextera Help page. Once transcription is 
complete, return all materials to the School Test Coordinator.
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Administering the Accommodated Test without the Designated Break

Algebra I

For those choosing NOT to take the designated break during the Algebra I test, read the following 
directions.

SESSION 1

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 �The test you are about to take will last 3 hours. Open your test book to page 3. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test.

Collect all test materials and return them to the School Test Coordinator.
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Administering the Accommodated Test without the Designated Break

English II and Writing 

For those choosing NOT to take the designated break during the English II test, read the following 
directions.

SESSION 1—ENGLISH II

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 �The test you are about to take will last 3 hours. Open your test book to page 3. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test.

If no more sessions are being administered for the day, collect all test materials and return them to the  
School Test Coordinator.

SESSION 2—WRITING PROMPT

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time. 

SAY	 ��You will have 1 hour and 15 minutes to complete your response to the prompt. Open your test 
book to Session 2. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When students complete the prompt, they should remain quiet until all students are finished or until 
time is up. When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test. 

Collect all test materials and return them to the School Test Coordinator.
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Administering the Accommodated Test with the Designated Break

Algebra I 

For those taking the designated break during the Algebra I test, read the following directions.

SESSION 1

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 ��You will have two blocks of time, with a ten-minute break between them, to complete the entire 
test. The first block will last 1 hour and 30 minutes. I will stop you when it is time for a break. 
Open your test book to page 3. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When it is time for the break,

SAY	 �Stop. Place your pencil inside your test book and close the book. We will take a ten-minute break 
before continuing. You may not discuss answers during this time.

When students are seated after their break,

SAY	 �You will have 1 hour and 30 minutes to complete the test. Wait for me to tell you when to begin. 
Open your test book to where you stopped before the break.

Once all students have opened their books,

SAY	 �You may begin.

Make note of the time students begin.

Start Time: _________________

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test.

Collect all test materials and return them to the School Test Coordinator.
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Administering the Accommodated Test with the Designated Break

English II and Writing 

For those taking the designated break during the English II test, read the following directions.

SESSION 1—ENGLISH II

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 ��You will have two blocks of time, with a ten-minute break between them, to complete the entire 
test. The first block will last 1 hour and 30 minutes. I will stop you when it is time for a break. 
Open your test book to page 3. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When it is time for the break,

SAY	 �Stop. Place your pencil inside your test book and close the book. We will take a ten-minute break 
before continuing. You may not discuss answers during this time.

When students are seated after their break,

SAY	 �You will have 1 hour and 30 minutes to complete the test. Wait for me to tell you when to begin. 
Open your test book to where you stopped before the break.

Once all students have opened their books,

SAY	 �You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 �You have ten minutes left.

When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test.

If no more sessions are being administered for the day, collect all test materials and return them to the  
School Test Coordinator.
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SESSION 2—WRITING PROMPT

Note: Refer to the MDE Accommodations Manual for the policy on extended testing time.

SAY	 ��You will have 1 hour and 15 minutes to complete your response to the prompt. Open your test 
book to Session 2. You may begin.

Make note of the time students begin. 

Start Time: _________________ 

Stop Time: _________________

When there are ten minutes left,

SAY	 You have ten minutes left.

When students complete the prompt, they should remain quiet until all students are finished or until 
time is up. When time is up,

SAY	 �Stop. Time is up. Put your pencil down and close your test book. You have completed the test. 

Collect all test materials and return them to the School Test Coordinator.
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