Massachusetts Department of Education
Pathways One Stop Career Center Initiative
Fund Code: 627(Academic Year Program)/626(Summer Program)

MCAS/Competency Determination Data and FY06 Data Submissions
SECURITY PORTAL TRAINING
April 2006

1/ Go to the DOE's Security Portal: https://www4.doemass.org/. You can also locate the link to the secutity portal
from the drop down menu on the right hand side of the main DOE website: http://www.doe.mass.edu/.
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2/ Enter your User Name and Password (Note: The Department will provide these to you if you have not already been assigned one.
If you are having any trouble and/ or forgot your username/ password, please email acsupporf@doe.mass.edu.)
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3/ Click on "Drop Box Central."
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4/ Click on "ASSP File Exchange."
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5/ Select the organization type "Academic Support Provider" and your organization's name. Then click "Next."
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6/ The file with MCAS and CD (competency determination) data is available in the "DOE Outbox." It is labeled with
your organization's name and then "_MCAS.xls."
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To send a file to the Department, click the "Browse™ button. This will open a new window
prompting you to browse for the file location. Make sure the file you want to send is _:]

Zoom

To upload a file :

1. Click the "Browse" button Browse... |

2. Select the file to upload {DOE DutBox) ¥alid file extensions: .xls, .csv, .doc, .sav

3. Click the "Upload File" button Upload File

EXPAND ALL

B cLoSE ALL
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B 2004 ASSP REMINDER 16-22-G3.doc 24-0KD16/24/63 0128 PM
ons for dropbox1022.doc 315.5KB 10722703 05:20 PM
ton_MCAS.xls 141.0KB 03f27/06 08:14 AM

B ASSP \ Boston Private Industry Council \DOE InBox

B Boston PIC_597_ELA_Math_Student Rosters.xls 45.0KB 09727704 04:13
PM

B DOE Uploaded Data April 16.xls 23.5KB 0503704 09:40 AM

B DOE Uploaded Data Jan 22.xls 19.5KB 01/22/04 03:31 PM
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7/ To upload your organization's complete FY06 data file. Click on "Browse."
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8/ Select your saved data file and click "Open."
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9/ Click "Upload File."
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10/ A "File Uploaded Successfully!" message will appear and the data file uploaded will now be located in the "DOE
Inbox."
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For more information contact Allison Ward, Student Support Data Specialist,
via ACsupport@doe.mass.edu or 781-338-3232.
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