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What does the Bulk Registration Tool do?

* Bulk registration is required for the Idaho-provided SAT School Day and PSAT/NMSQT
administrations.

* Bulk registration allows districts and schools that participate in SAT School Day and
PSAT/NMSQT administrations to pre-identify students electronically and securely for the
administration.

* The bulk registration file helps report accurate student accounting back to the ldaho
State Department of Education (SDE) and creates the following:

* Pre-ID labels that will be affixed to the student’s answer sheet
* Cleaner data reporting

e Bulk registration will be repeated for spring 2021 SAT School Day. The bulk registration
does not carry over from fall to spring.
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Bulk Registration Overview

* All schools or districts are required to use the Bulk Registration Tool for registering
students.

* Schools will order materials for PSAT/NMSQT and SAT in fall through the College Board
Test Ordering Site (TOS) and will bulk register students.
* For fall test administration for the PSAT/NMSQT and SAT:
e Schools will
e Order test materials through TOS
* Bulk register students

* For spring SAT School Day
* Schools will bulk register students
* Schools will not order test materials through TOS

* Pre-ID labels will be received in time for use in a preadministration process.

* Please be aware if you go to the College Board’s website about bulk registration, dates
you find may not be applicable to the Idaho-provided School Day administration.



Bulk Registration

* The district test coordinator or SAT or PSAT/NMSQT test coordinator will complete
bulk registration for each district/school.
* The bulk registration upload provides the required data elements for each

student: Al code, student name, sex/gender, date of birth, grade, student
home address, state-assigned EDUID and type to College Board.

* Pre-ID Labels will be shipped to schools to be affixed to student answer
sheets.
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Who does the upload?

* All Test Coordinators will receive the information to access the Bulk Registration
Tool. An access code is needed for the Bulk Registration Tool. The Bulk
Registration Coordinator, if designated on the annual site intake form, will receive
this access code prior to the opening of the bulk registration tool along with the
Test Coordinator.

* The file can be uploaded by a school level staff member with one school in the
file, or by a district level designee with multiple schools in the file.

* The SDE will not be uploading on behalf of schools or districts.

* The use of Clever is supported in the submission of bulk registration files for fall
SAT and PSAT/NMSQT, but it is not supported for spring SAT School Day (due to
contract restrictions for spring testing).
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Bulk Registration

 Start early, download the template and begin preparing student data.
Coordinate with your District Test Coordinator to determine who will complete
the upload.

In districts with more than one school, it is often easier to have a single person
submit the data for all schools in the district.

Access codes will be emailed to the Bulk Registration Coordinator and Test
Coordinator identified in the SDE intake survey.

Upload bulk registration file to system.

Contact IdahoSDSupport@collegeboard.org for assistance if needed.



mailto:IDSDSupport@collegeboard.org
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To access the Templates and File

specifications:

o CollegeBoard Search

* Goto
https://bulkreg.collegeboard.org

Bulk Registration Tool

° CI IC k G Ettl ng Sta rtEd Bulk Registration and Pre-ID Label Tool

The Bulk Registration and Pre-ID Label tool allows schools, districts, and states to
Username * submit registration information electronically and securely.
Username .
For SAT School Day, PSAT/NMSQT, PSAT 10, and PSAT 8/9, this process produces
pre-identification labels to be applied to student answer sheets, eliminating the need
Password * for students to fill in this information on test day.
Password . : :
For SAT School Day, this process completes test registration on behalf of students,
eliminating the need for students to register directly.

SionIn Click here to view a tutorial about getting started and uploading your file.

No Account? Sign Up

If You Have Questions:
Forgot username or Forgot password?

» You can call Customer Service at 1-800-784-1462
« Customer Service hours of operations:
Monday—Friday: 8:30 a.m.—6 p.m. ET
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Preparing the File

File templates in Excel or
Comma Separated Value
are available.

e Use the Bulk Registration
File Specifications to
know about each field in
the template.

Getting Started

Here is what you need in order to create a new request in the Bulk
Registration and Pre-ID Label tool:

File template
« Files must be in MS Excel (Excel 97 or later) or Comma Separated
Value (.csv).

gredllable for you to use:

+ Bulk regfstration: MS Excel or Comma Separated Value

» You can opeate your own files, but the fermat must meet the
ts in the Bulk Registration File Specifications.

* No access code is needed
to obtain templates or
the file specifications.

s Extract the student data that you need from your student information

system.

+ Data requirements, including data length restrictions and valid

characters, for each field can be found in the Bulk Registration File

Specifications.
» If you do not know your school’s Al Code you can use the following

tools:
« PSAT 8/9, PSAT 10, PSAT/NMSQT Al Code Lookup
» SAT Al Code Lookup

For a planning calendar and more information on using the teol, including a
Bulk Registration tutorial, access Help.
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Preparing the File

File Template:
* Download the template. Click Here, then click Getting Started.

* Identify all students that will be testing.

* Do NOT change the template. All fields and column headers must remain as they
are in the template.

* Pull the required data elements for each student: Al code, student name, sex,
date of birth, grade, student home address, state EDUID.
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. . . . .
* File Specifications: Bulk Registration File Specifications
2020-21 SCHOOL YEAR
L ol . ° = File§ will l?e validated within 1 hour of upload to the Bulk
* Download the specifications: Click s e e e
e ] = Effective Fall 2020, the bulk registration tool refers columns inthelcorrectonder; required fields populated,
to “Gender” rather than “Sex" in alignment with all andvalid field vakies. ! ’

H e r e College Board programs, websites, and tools.
[ ]

= Bulk registration continues to support multiple What to Know if You’re Using Clever
student IDs. Be sure to follow the instructions in this (o pti on 2)
document carefully in order to be sure the intended
ID is displayed on your pre-ID label and elsewhere. = If your district is using Clever to share information

for purposes of bulk registration, you will not need to
manually prepare a file for upload.

Digital testers will not receive pre-ID labels, but
must upload a bulk registration file so that test

* File specifications will indicate if a
H M : ° coordinators can manage student data and complete * Youstill r.1eed to ”D'?ad: Yalidate, rewew and Slfbmit your
fl e I d I S re q u I re d ) m a X I m u m I e n gt h ) digital readiness tasks prior to test day. request in Bulk Registration after sharing data in Clever.

= Refer to the ‘If Using Clever’ column in the specifications
Prenarina Files for Unload below for details on what data are shared with Bulk

and valid values for each field. e e

uploading a file and using Clever:

FIELD NAME LENGTH REGUIRED FIELD? VALIDWVALUES NOTES IFUSINGCLEVER e + The following data are not available via Clever
FIRST NAME i} Yes Alphavalues [A-Z, a-2); StudentFirst Name Shared via Clever ) at this time:
“*_Hypher; Pre-ID labels will print first 7 ~
-Space; characters if Last Name reaches 35 isiephone Number
- Free and Reduced Lunch
P P
MIDDLEINITIAL 1 Ho Alphavalues [A-Z.5-2)  Student Middle Initial SharedviaClever  IEEEE———eutitasie
ifavailzble
SEX 1 Yes M=Male Student Gender Shared via Clever
F=Female Printed on Pre-ID label
DATE OF BIRTH e Yes MMDDYYYY format Student Date of Birth Shared via Clever
Printed on Pre-ID label
Date must be valid and cannot be the
current or a future date. If 7 numbers.
are provided, system will inserta
leading d warning.
'Warnings do not stop the data from
being processed.
GRADE 2 Yes 6,06 =6th Grade Student Grade Shared via Clever
7,07 =Tth Grade Printe-d on Pre-ID label
8,08 =28th Grade Ifthe grade does notalignto the
5.09= exr irth date, itwil
o awarning in the validation log.
10=10th Grade \Warnings do not stop the data from
11=11th Grade being processed.
12=12th Grade


https://bulkreg.collegeboard.org/docs/BulkRegistrationFileSpecifications.pdf

Preparing the File

Using Student EDUID

* There are three fields for student ID — state student id, district student id, and school student id.
Enter each student’s EDUID in all three fields.

 If your students do not have valid EDUIDs due to being new, please contact your District ISEE
Coordinator. If you have questions about student eligibility to take the SAT or PSAT/NMSQT on a
school day, please contact Ayaka Nukui (anukui@SDE.idaho.gov) at the Idaho State Department of
Education for assistance.

SCHOOL 30 Yes for some Alpha values Including one or more
STUDENTID SAT (see Note) (A-Z, a-2). Student ID will improve the
NUMBER abilitvto matehthestudent =~~~
DISTRICT 30 Yes for some Alpha values Including a student ID will
STUDENTID SAT (see Note) (A-Z, a-2); improve the ability to match
S STATE 30 Yes for some Alpha values Including a student ID will
STUDENT ID SAT (see Note) (A-Z. a2 improve the ability to match
NUMBER No for PSAT 8/9, ) the smdentwith existing
PSAT 10, values (0-9J; ecOnts. Denefitig s
PANSGT your students. Values
No embedded greater than 15 characters
spaces may not be included in
College Board reports.
This ID will be reported in
the K-12 reporting portal
for all state contracted
administrations. The last | 15
fra e plirvide ey draton el e




Preparing the File

Common Error: Date of Birth Field

e Date of Birth

* Must be in MMDDYYYY format (8 numbers are required without extra
characters)

* If 7 numbers are provided, system will insert a leading zero and generate a
warning in the system.

MAXIMUM
FIELD NAME LENGTH  REQUIRED FIELD?  VALID VALUES NOTES
DATE OF BIRTH 8 Yes MMDDYYYY format Student Date of Birth

Printed on Pre-ID label

Date must be valid and cannot be the
current or a future date. If 7 numbers
are provided, system will insert a
leading zero and generate a warning.
Warnings do not stop the data from
being processed.
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Getting Access Code

* Access codes are required to link your College Board professional account to the Bulk
Registration Tool. A bulk registration code will be sent to schools/districts in late
August.

* |f you can’t access the system or you are new to using the Bulk Registration Tool, an
access code will be provided.

Codes will be emailed to the Bulk Registration Coordinator and Test Coordinator .

We recommend coordinating with your District Test Coordinator to determine who will
complete the upload. In districts with more than one school, it is often easier to have
one person submit the data for all schools in the district.

Bulk registration coordinators need a College Board professional account to access the
tool.

* If you don’t have an account, go to www.collegeboard.org to sign up for one. If
you already have one, you don’t need a new one.
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Using the Access Code

Check your dashboard for “Bulk Registration

. My College Board Professional Account
and Pre-ID tool” listed under My Tools.
* If present, click the link to access the tool. My Tools find Bervices e e o
* If not present, scroll to the bottom of the zir::::;:::;o,dm-.,g.

p a ge tO Ad d Ad d it i o n a I Too I S a n d Se rVi ce S . Test Administration Training for the SAT Suite of Assessments P NIA N/A

*Dates in red are close to expiring. Select Edit to update.

EX p a n d t h e K' 1 2 S e Ctl O n . Manage Partner Applications

Manage College Board parter sites and applications that you share your data with.

Add Additional Tools And Services

~ Recommended Tools and Services

We've selected these tools and services based on your job function of Teacher (non-AP). Edit my profile
» ReadiStep™ Summary of Answers and Skills (SOAS) Reports Get Access
» SpringBoard® Online Get Access

» SpringBoard® Online Training Site Get Access

» Higher Education

» General

=S mo= i = o~
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Using the Access Code

e Select Get Access next to the
Bulk Registration and Pre-ID
Label Tool.

~ K-12

» AP Class and Roster Management Get Access

» AP Digital Portfolio Get Access

» AF Portfolio Scoring Get Access

» AP Potential™ Get Access

» AP Registration and Ordering Management - Pilot Use Only Get Access
» AP® Course Audit Get Access

» AP® Insight Request Access

» AP@ Online Reports Get Access

» AP® Ordering Get Access

» Bulk Registration and Pre-1D Label

» K-12 Assessment Reporting Request Access

» SAT® Registration Report Get Access

» 55D Online - Disabilities Accommodation Management Get Access
» SpringBoard® Online Community Request Access

» Test Ordering Get Access
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Using the Access Code

Select the professional organization that matches the organization name that you
were given in the email containing your access code.

* |t may be your district
name, but could also be Get access to Bulk Registration and Pre-ID Label Tool

your school name.

Bulk Registration And Pre-ID Label Tool Enrollment Information

 Enter the 6-letter access

o o First, select your organization. If you told us where you work, your organization is already selected. If you did not tell us where you work or you wish to access Bulk
CO e yo u re C e I Ve I n t e Registration for a different organization, search for and select your organization. Then supply the access code for your organization.
Provide your access information Youra

. I If you have not received an access code, please call 1-800-784-1462 (toll free inthe-Hned-Sta ahd Canada) for assistance
emall.
U.S. ZIP code: . Organization

° C I . k d d This is to narrow your choices
Ick Add.

Professional Organization:

m Expiration Date

Finished

start typing

Access Code:

enter code

Enroll Later  Add ¥
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Creating a New Request

e To log in once your account is linked to the Bulk Registration Tool, go back to the
Dashboard of your professional account. Under My Tools and Services, click Bulk
Registration and Pre-ID Label Tool.

* From the Bulk

Sparch q

Registration e G i o Do o ien

Tool Dashboard, click Sign Out

Create New Request. o Qo @ tmoaes @
The Bulk Registration and Pre-ID Label tool allows schools, disbicis, and states to submil registration information Create Hew Bequest

electranically and secunely,

For AT School Day, PSAT/NMSOT, PSAT 10, and PSAT 879, this process produces pre-adentdlicatson lobels to be
apphed 10 studen! angwer sheets, elirmanating the need for students to il in thes inforrmaton on test day.

For SAT Schaol nﬂj, this Process I:unﬂb!t Lesd regi:uminn on behall of Students, 'E|irl'lirlﬂll'lg 1he need Tor students 10
register directly,

Learn How 1o Get Staned

—} Follow 1hede desdianes 10 enture dchoolt receive SAT SD and PEAT labels an tirme.
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Select the Registration Event

* Choose the date of your SAT or PSAT/NMSQT administration. Select the box next

to the date.
==

e Upload the file that was Bulk Registration Too
created using the template.

e Click Submit.

© Home

Create New Request

s)

| SAT April 13, 2021 Registration

2. Upload Data

Qooulhhlow

sen Q
Current Organizatio
Sign Out
@ coevsw @ cctoasines @ o
Guidelines

Files must be in MS Excel (97 or later) or Comma Sepacated
Value (csv) format and adhere 1o the file format provided in
the avallable templates.

Uploaded fies are validated within 1 hour but are frequently
completed sooner. Valkdation status will be emaded to you,
along with instructions for making changes as needed

If you are uploading a file

* You may include registrations for more than one event
in one file

* Be sure 1o Include each student’s Al Code and indicate
with 3 Y the test administration for which each student
I8 being registered
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Using the Tool

Validation of File:

* The file will go through a validation process. The time it takes depends on the size
of the file, but usually occurs within 1 hour.

* You can follow the progress of the validations on the dashboard.

Registration Request(s)

Faper Deadlese: 04719750018

Laist i aibon: 121 1/2007 13:34 EET by Maing Mane

1~ © @ © @D—®

Fpdioged Pendunig Fix Walsdaie Champes bt Request
Validation Ermces/Warnings
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View Validation Results

* Click View Request Details for information on how many errors and warnings you
have in the file.

M Home E Calendar o Getting Started ® Help

* If the validation fails, you will
h ave t h e O p p O r‘t u n ity to m a ke l'r;?;:cl;ilt::i:;?t;zr;uarr:::’re—ID Label tool allows schools, districts, and states to submit registration information Create New Request

c h a n es For PSAT 8/9, PSAT 10 and PSAT/NMSQT, this process produces pre-identification labels to be applied to student
g . answer sheets, eliminating the need for students to fill in this information on test day.

For SAT School Day, this process completes test registration on behalf of students, eliminating the need for students to

° Th iS Ca n be d O n e by U p I Oa d i n g ;i?:i::;{::\i:ﬁ Students will receive Admission Tickets (which are required on test day) and copies will be provided to
a brand new file or fixing errors| “eee

. . . @ Follow these deadlines to ensure schools receive PSAT labels/SAT tickets on time.
and warnings within the tool
. Registration Request(s
itself. ’ uest)

Status: Validation Failed

R t Deadline: 01/27/2017
equest Deadline Upload Full Replacement File

Last modification: 01/11/2017 16:33 EST by Uat Four
Download Request Log File

° ° @ Fix Errors and Warnings

Upload Pending Validation Fix Errors/\Warnings  Validate Changes Submit Request Done Upload Add-On File

Cancel Request

SAT April 13, 2021 Registration q’\ View Request Details ,D
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Fix Errors and Warnings

e Errors MUST be fixed before the file can be submitted.

* Warnings are not required to be fixed but should be reviewed. If changes can be
made, it is recommended that they be done.

* One way to make
corrections is

through the tool

1 ril 13, egistration
|t§elf. To do so, SAT April 13, 2021 Registrt Vicw gt Drtae
click Fix Errors and initial Upload
Warnings.
Prapet Cop il 041947078 Uphosd ol foopl Fika
Degital Dpud e, NP8 Dervribossd Bugpssst Log File
Lasi meddcabon 127117351 F 1148 EST by Mans Mane
1] Badad-Con'i Fobi
ﬁ # B @ E:I @ {Cars=] Becsesl
gl P Fim Waleilale Choasages Radrivel Briper-u1 (]

Walvilalny EFi (et W i maia
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Fix Errors and Warnings

* |In this example, there are a total of 28 errors.
* 13 are an incorrect Al code where the code in the file doesn’t match College
Board records for your school.

* You can include the correct
Al in the box above the field

7 Caenodar . W oeunig Sanea . Oy rep |

. SAT April 13, 2021 Registration How to Fix Errors and Warnings
and apply this entry to all e
@ View Request Details @ Upload Add-on File @ Upload Full Replacement File
records. Or you could make »e :
Errors lAl Code Not Linked to Organiz. ~ ] Addressed

individual changes, depending

Save Changes
On the errOI’ 22 Warnings Select to View © 0 Addressed
o FOl |OW t h e d | rect | onsont h (2] Now viewing: 13 Records with Al Code Not Linked to Organization
According to our records, this Al Code is not linked to your organization. Please review for accuracy and
Scree n to go to the next erro r. contact Customer Service at 800-784-1462 if you believe this is not a valid error

® Wa rnings ShOUId be reViewed # You may edit the highkghted field(s) below to meet the requirements
to determine if changes need m) [Fmoor 1o
to be made. Al Code e First Mame Date of Birth Grade

i

David 11012001 7 View [/ Delete

piete

* Be sure to save your changes.

Da vid 11012001 7 View / Delete




Using the Tool

* Once you've fixed the errors and warnings, the file must be re-validated after
changes are made.

* You can check the status of the re-validation from the Dashboard as you did with
the initial file.

Your request has been submitted for validation.

Vahdation will occur within 1 hour and an email notification will be sent to
you
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Upload Full Replacement File

* If you have numerous errors that are difficult to fix in the tool, it may be easier to
fix in the spreadsheet and try over again.

e Choose Upload Full Replacement File then re-submit and the process will begin
again.

M Home B calg-

SAT March 2017 - -
Status: Validatio! Upload Full Replacement File Guidelines S St o

Files must be in MS Exce|
1. Select Registration Event(s) Va"fle t(:-lcst“) fO'ITT:a‘ and a¢-
avallable templales.

Request Deadline: {

« SAT April 13, 2021 Registration Uploaded files are validat Upload Full Replacement File
Last modification: 0 completed sooner. Valida
along with instructions fory Download Request Log File
2. Upload Data If you are uploading a file Fix Errors and Warnin
gs
°_ = You may include reg

Upload Pend

Option 1: Upload a Request file one file. ) Upload Add-On File
+« Be sure to include &

Mo file selected. with a 'Y" the test ad

being registered.
it If you are using Clever:

« Your district must ha
synching with your J
Clever account mus| | 30
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Submit Request

* The process is only complete when Submit Request has been clicked.
* Some people forget this last step...make sure to click Submit Request.

Registration Request(s)

SAT Artit32802 RRegisteation

Status: Validation Successful

Request Deadline

View Request Details

Last modification:
Fix Errors and Warnings

o ° o o e Download Request Log File

Upload Pending Validation Fix ErrorsfiWarnings Validate Changes  Submit Reguest Done Upload Full Replacement File

Upload Add-Cn File

Cancel Reguest
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You Are Done!

* You are only complete when you see Done on the progress bar and the status has
changed to In Fulfillment.

* Bulk registration coordinators will receive an email that indicates that your order
is in fulfillment.

Registration Request(s)

SATrARsHA3 2302 1rRqgistratien

View Request Details
@ Status: In Fulfillment

Request Deadline

Download Reguest Log File
Last modification:

& < <& & & O

Upload FPending Validation Fix ErrorsfiWarnings “alidate Changes Submit Request Done

O
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* Review your enrolled student list to ensure all students have EDUID’s. If your
students do not have valid EDUIDs due to being new, please contact your
District ISEE Coordinator. If you have questions about student eligibility to
take the SAT or PSAT/NMSQT on a school day, please contact Ayaka Nukui
(anukui@SDE.idaho.gov) at the Idaho State Department of Education for
assistance.

* Review the resource materials H = =
* Bulk Registration Tool: o oo
https://bulkreg.collegeboard.org ::mgﬂelp O
* Click Help on the Dashboard R
* Video tutorials and FAQs are available m——
* Prepare file for upload etore wing the Bk Regitration oo
* Upload bulk registration file R omn | cawen

How do | make changes to my account?
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Students eligible but not uploaded...

e Students who are eligible to test but did not make it in the bulk upload can still
test on test day if you have enough material, or these students can test on the
makeup test date. For these students:

* There will be no Pre-ID label
e Students must grid all information on their answer sheet

 When testing is complete, review that students completed all required fields.
Verify the school Al code, grade level, and EDUID are accurate.
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Resources

* Implementation Handbook for Test Coordinators — coordinators receive via
email in December 2020. Contact IdahoSDSupport@collegeboard.org.

* SDE Website: http://sde.idaho.gov/assessment/college/coordinator.html.
This site will provide Idaho specific information regarding the SAT School Day
administration such as key dates, policies, webinars, etc.

» Bulk Registration: https://collegereadiness.collegeboard.org/educators/k-
12/bulk-registration
Information about how to access the Bulk Registration tool.

» SAT Practice Resources: https://collegereadiness.collegeboard.org/sat/practice
Access student practice resources including SAT Practice on Khan Academy,
sample questions and tests and other resources.

* K12 Reporting Portal: https://collegereadiness.collegeboard.org/educators/k-
12/score-resources
Information about how to access and use the K12 Reporting Portal.
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Thank You!

* Ayaka Nukui, Idaho SDE: anukui@sde.idaho.gov
* |daho Field Team at: ldahoSDSupport@collegeboard.org
e Steven McCue at: smccue@collegeboard.org

* Eddie Pawlawski at: cpawlawski@collegeboard.org
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Thank youl

139



	Structure Bookmarks
	Supporting Schools and Students to Achieve
	Supporting Schools and Students to Achieve
	Supporting Schools and Students to Achieve
	Supporting Schools and Students to Achieve


	SHERRI YBARRA, SUPERINTENDENT OF PUBLIC SCHOOLS
	SHERRI YBARRA, SUPERINTENDENT OF PUBLIC SCHOOLS
	SHERRI YBARRA, SUPERINTENDENT OF PUBLIC SCHOOLS


	SAT Suite of Assessments 
	SAT Suite of Assessments 
	SAT Suite of Assessments 
	Bulk Registration Process



	Agenda
	Agenda
	Agenda
	Agenda


	•
	•
	•
	•
	•
	What does the Bulk Registration Tool do?


	•
	•
	•
	Overview


	•
	•
	•
	Preparing the File


	•
	•
	•
	Using the Tool: Getting started and uploading your file


	•
	•
	•
	Using the Tool: Making changes; fixing errors and warnings


	•
	•
	•
	Next Steps





	Agenda
	Agenda
	Agenda
	Agenda


	•
	•
	•
	•
	•
	What does the Bulk Registration Tool do?


	•
	•
	•
	Overview


	•
	•
	•
	Preparing the File


	•
	•
	•
	Using the Tool: Getting started and uploading your file


	•
	•
	•
	Using the Tool: Making changes; fixing errors and warnings


	•
	•
	•
	Next Steps





	What does the Bulk Registration Tool do?
	What does the Bulk Registration Tool do?
	What does the Bulk Registration Tool do?
	What does the Bulk Registration Tool do?


	•
	•
	•
	•
	•
	Bulk registration is required for the Idaho
	-
	provided SAT School Day and PSAT/NMSQT 
	administrations.


	•
	•
	•
	Bulk registration allows districts and schools that participate in SAT School Day and 
	PSAT/NMSQT administrations to pre
	-
	identify students electronically and securely for the 
	administration.


	•
	•
	•
	The bulk registration file helps report accurate student accounting back to the Idaho 
	State Department of Education (SDE) and creates the following: 


	•
	•
	•
	•
	Pre
	-
	ID labels that will be affixed to the student’s answer sheet


	•
	•
	•
	Cleaner data reporting 



	•
	•
	•
	Bulk registration will be repeated for spring 2021 SAT School Day.  The bulk registration 
	does not carry over from fall to spring.
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	•
	•
	•
	•
	•
	All schools or districts are required to use the Bulk Registration Tool for registering 
	students.


	•
	•
	•
	Schools 
	will 
	order materials for PSAT/NMSQT and SAT in fall through the College Board 
	Test Ordering Site (TOS) and 
	will
	bulk register students.


	•
	•
	•
	For fall test administration for the PSAT/NMSQT and SAT:


	•
	•
	•
	•
	Schools will 


	•
	•
	•
	•
	Order test materials through TOS


	•
	•
	•
	Bulk register students




	•
	•
	•
	For spring SAT School Day


	•
	•
	•
	•
	Schools will bulk register students


	•
	•
	•
	Schools 
	will not 
	Span
	order test materials through TOS



	•
	•
	•
	Pre
	-
	ID labels will be received in time for use in a preadministration process.


	•
	•
	•
	Please be aware if you go to the College Board’s website about bulk registration, dates 
	you find may not be applicable to the Idaho
	-
	provided School Day administration.
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	•
	•
	•
	•
	•
	The district test coordinator or SAT or PSAT/NMSQT test coordinator will complete 
	bulk registration for each district/school.


	•
	•
	•
	•
	The bulk registration upload provides the required data elements for each 
	student:  AI code, student name, sex/gender, date of birth, grade, student 
	home address, 
	state
	-
	assigned EDUID 
	and type to College Board. 


	•
	•
	•
	Pre
	-
	ID Labels will be shipped to schools to be affixed to student answer 
	sheets.
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	•
	•
	•
	•
	•
	All Test Coordinators will receive the information to access the Bulk Registration 
	Tool.   An access code is needed for the Bulk Registration Tool.  The Bulk 
	Registration Coordinator, if designated on the annual site intake form, will receive 
	this access code prior to the opening of the bulk registration tool along with the 
	Test Coordinator.


	•
	•
	•
	The file can be uploaded by a school level staff member with one school in the 
	file, or by a district level designee with multiple schools in the file. 


	•
	•
	•
	The SDE will not be uploading on behalf of schools or districts. 


	•
	•
	•
	The use of Clever 
	is supported 
	Span
	in the submission of bulk registration files for 
	fall
	Span
	SAT and PSAT/NMSQT, but it is 
	not supported for spring SAT School Day 
	Span
	(due to 
	contract restrictions for spring testing). 
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	•
	•
	•
	•
	•
	Start early, download the template and begin preparing student data.


	•
	•
	•
	Coordinate with your District Test Coordinator to determine who will complete 
	the upload.  


	•
	•
	•
	In districts with more than one school, it is often easier to have a single person 
	submit the data for all schools in the district.  


	•
	•
	•
	Access codes will be emailed to the Bulk Registration Coordinator and Test 
	Coordinator identified in the SDE intake survey.


	•
	•
	•
	Upload bulk registration file to system.


	•
	•
	•
	Contact 
	IdahoSDSupport@collegeboard.org
	IdahoSDSupport@collegeboard.org
	Span

	for assistance if needed.





	Agenda
	Agenda
	Agenda
	Agenda


	•
	•
	•
	•
	•
	What does the Bulk Registration Tool do?


	•
	•
	•
	Overview


	•
	•
	•
	Preparing the File


	•
	•
	•
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	To access the Templates and File 
	To access the Templates and File 
	To access the Templates and File 
	specifications:

	•
	•
	•
	•
	Go to
	https://bulkreg.collegeboard.org
	https://bulkreg.collegeboard.org
	Span



	•
	•
	•
	Click 
	Getting Started
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	•
	•
	•
	•
	•
	File templates in Excel or 
	Comma Separated Value 
	are available.


	•
	•
	•
	Use the Bulk Registration 
	File Specifications to 
	know about each field in 
	the template.


	•
	•
	•
	No access code is needed 
	to obtain templates or 
	the file specifications.
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	File Template:
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	•
	•
	•
	•
	Download the template. 
	Click Here
	Click Here
	Span

	, 
	then click Getting Started.


	•
	•
	•
	Identify all students that will be testing. 


	•
	•
	•
	Do NOT change the template.  All fields and column headers must remain as they 
	are in the template.


	•
	•
	•
	Pull the required data elements for each student:  AI code, student name, sex, 
	date of birth, grade, student home address, 
	state EDUID. 





	•
	•
	•
	•
	•
	•
	File Specifications:


	•
	•
	•
	Download the specifications: 
	Link
	Span
	Click 
	Here
	Span

	.


	•
	•
	•
	File specifications will indicate if a 
	field is required, maximum length, 
	and valid values for each field.
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	•
	•
	•
	•
	•
	There are three fields for student ID 
	–
	state student id, district student id, and school student id.  
	Enter each student’s EDUID in all three fields
	. 


	•
	•
	•
	If your students do not have valid EDUIDs due to being new, please contact your District ISEE 
	Coordinator. If you have questions about student eligibility to take the SAT or PSAT/NMSQT on a 
	school day, please contact Ayaka Nukui (anukui@SDE.idaho.gov) at the Idaho State Department of 
	Education for assistance. 
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	•
	•
	•
	•
	•
	Date of Birth


	•
	•
	•
	•
	Must be in MMDDYYYY format (8 numbers are required without extra 
	characters)


	•
	•
	•
	If 7 numbers are provided, system will insert a leading zero and generate a 
	warning in the system.
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	•
	•
	•
	•
	•
	Access codes are required to link your College Board professional account to the Bulk 
	Registration Tool.  A bulk registration code will be sent to schools/districts in late 
	August.


	•
	•
	•
	If you can’t access the system or you are new to using the Bulk Registration Tool, an 
	access code will be provided.


	•
	•
	•
	Codes will be emailed to the Bulk Registration Coordinator and Test Coordinator .


	•
	•
	•
	We recommend coordinating with your District Test Coordinator to determine who will 
	complete the upload.  In districts with more than one school, it is often easier to have 
	one person submit the data for all schools in the district.  


	•
	•
	•
	Bulk registration coordinators need a College Board professional account to access the 
	tool.  


	•
	•
	•
	•
	If you don’t have an account, go to 
	www.collegeboard.org
	www.collegeboard.org
	Span

	to sign up for one.  If 
	you already have one, you don’t need a new one. 
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	•
	•
	•
	•
	•
	Check your dashboard for “
	Bulk Registration 
	and Pre
	-
	ID tool
	” listed under My Tools.


	•
	•
	•
	If present, click the link to access the tool.


	•
	•
	•
	If not present, scroll to the bottom of the 
	page to 
	Add Additional Tools and Services
	.


	•
	•
	•
	Expand the 
	K
	-
	12
	section.
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	•
	•
	•
	•
	•
	Select 
	Get Access 
	next to the 
	Bulk Registration and Pre
	-
	ID 
	Label Tool
	.
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	•
	•
	•
	•
	•
	Select the professional organization that matches the organization name that you 
	were given in the email containing your access code.


	•
	•
	•
	It may be your district 
	name, but could also be 
	your school name.


	•
	•
	•
	Enter the 6
	-
	letter access 
	code you received in the 
	email.


	•
	•
	•
	Click 
	Add
	.
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	•
	•
	•
	•
	•
	To log in once your account is linked to the Bulk Registration Tool, go back to the 
	Dashboard of your professional account.  Under My Tools and Services, click Bulk 
	Registration and Pre
	-
	ID Label Tool.


	•
	•
	•
	From the Bulk 
	Registration 
	Tool Dashboard, click 
	Create New Request
	.




	Figure
	Figure

	Select the Registration Event
	Select the Registration Event
	Select the Registration Event
	Select the Registration Event


	•
	•
	•
	•
	•
	Choose the date of your SAT or PSAT/NMSQT administration.  Select the 
	box
	next 
	to the date.


	•
	•
	•
	Upload the file that was 
	created using the template.


	•
	•
	•
	Click 
	Submit
	.
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	•
	•
	•
	•
	•
	The file will go through a validation process. The time it takes depends on the size 
	of the file, but usually occurs within 1 hour.


	•
	•
	•
	You can follow the progress of the validations on the dashboard.
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	Using the Tool: Getting started and uploading your file
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	Next Steps
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	•
	•
	•
	•
	•
	Click View Request Details for information on how many errors and warnings you 
	have in the file.


	•
	•
	•
	If the validation fails, you will 
	have the opportunity to make 
	changes.


	•
	•
	•
	This can be done by uploading
	a brand new file or fixing errors 
	and warnings within the tool 
	itself.
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	•
	•
	•
	•
	•
	Errors MUST be fixed before the file can be submitted.


	•
	•
	•
	Warnings are not required to be fixed but should be reviewed.  If changes can be 
	made, it is recommended that they be done.  


	•
	•
	•
	One way to make 
	corrections is 
	through the tool 
	itself.  To do so, 
	click 
	Fix Errors and 
	Warnings.
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	•
	•
	•
	•
	•
	In this example, there are a total of 28 errors.


	•
	•
	•
	•
	13 are an incorrect AI code where the code in the file doesn’t match College 
	Board records for your school.



	•
	•
	•
	You can include the correct 
	AI in the box above the field 
	and apply this entry to all 
	records.  Or you could make 
	individual changes, depending
	on the error.


	•
	•
	•
	Follow the directions on the 
	screen to go to the next error.


	•
	•
	•
	Warnings should be reviewed
	to determine if changes need
	to be made.


	•
	•
	•
	Be sure to save your changes.
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	•
	•
	•
	•
	•
	Once you’ve fixed the errors and warnings, the file must be re
	-
	validated after 
	changes are made.


	•
	•
	•
	You can check the status of the re
	-
	validation from the Dashboard as you did with 
	the initial file. 
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	•
	•
	•
	•
	•
	If you have numerous errors that are difficult to fix in the tool, it may be easier to 
	fix in the spreadsheet and try over again.


	•
	•
	•
	Choose 
	Upload Full Replacement File 
	then re
	-
	submit and the process will begin 
	again.




	Figure
	Figure
	Figure
	Figure
	Figure
	SAT April 13, 2021 Registration
	SAT April 13, 2021 Registration
	SAT April 13, 2021 Registration


	Figure

	Submit Request
	Submit Request
	Submit Request
	Submit Request


	•
	•
	•
	•
	•
	The process is only complete when 
	Submit Request 
	has been clicked.  


	•
	•
	•
	Some people forget this last step…make sure to click Submit Request. 
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	•
	•
	•
	•
	•
	You are only complete when you see 
	Done
	on the progress bar and the status has 
	changed to 
	In Fulfillment
	.


	•
	•
	•
	Bulk registration coordinators will receive an email that indicates that your order 
	is in fulfillment.
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	•
	•
	•
	•
	•
	Review your enrolled student list to ensure all students have EDUID’s. If your 
	students do not have valid EDUIDs due to being new, please contact your 
	District ISEE Coordinator. If you have questions about student eligibility to 
	take the SAT or PSAT/NMSQT on a school day, please contact Ayaka Nukui 
	(anukui@SDE.idaho.gov) at the Idaho State Department of Education for 
	assistance. 


	•
	•
	•
	Review the resource materials


	•
	•
	•
	•
	Bulk Registration Tool:




	https://bulkreg.collegeboard.org
	https://bulkreg.collegeboard.org
	https://bulkreg.collegeboard.org
	Span


	•
	•
	•
	•
	•
	Click Help on the Dashboard


	•
	•
	•
	Video tutorials and FAQs are available



	•
	•
	•
	Prepare file for upload


	•
	•
	•
	Upload bulk registration file
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	Students eligible but not uploaded...


	•
	•
	•
	•
	•
	Students who are eligible to test but did not make it in the bulk upload can still 
	test on test day if you have enough material, or these students can test on the 
	makeup test date.  For these students:


	•
	•
	•
	•
	There will be no Pre
	-
	ID label


	•
	•
	•
	Students must grid all information on their answer sheet



	•
	•
	•
	When testing is complete, review that students completed all required fields.  
	Verify the school AI code, grade level, and 
	EDUID
	are accurate.
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	•
	•
	•
	•
	•
	Implementation Handbook for Test Coordinators 
	–
	coordinators receive via 
	email in December 2020.  Contact 
	IdahoSDSupport@collegeboard.org
	IdahoSDSupport@collegeboard.org
	Span

	.


	•
	•
	•
	SDE Website:  
	http://sde.idaho.gov/assessment/college/coordinator.html
	http://sde.idaho.gov/assessment/college/coordinator.html
	Span

	.  
	This site will provide Idaho specific information regarding the SAT School Day 
	administration such as key dates, policies, webinars, etc. 


	•
	•
	•
	Bulk Registration
	: 
	Link
	Span
	https://collegereadiness.collegeboard.org/educators/k
	-
	Span
	12/bulk
	-
	registration

	Information about how to access the Bulk Registration tool.


	•
	•
	•
	SAT Practice Resources
	: 
	https://collegereadiness.collegeboard.org/sat/practice
	https://collegereadiness.collegeboard.org/sat/practice
	Span

	Access student practice resources including SAT Practice on Khan Academy, 
	sample questions and tests and other resources.


	•
	•
	•
	K12 Reporting Portal
	: 
	Link
	Span
	https://collegereadiness.collegeboard.org/educators/k
	-
	Span
	12/score
	-
	resources

	Information about how to access and use the K12 Reporting Portal.
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	•
	•
	•
	•
	•
	Ayaka Nukui, Idaho SDE:
	anukui@sde.idaho.gov
	anukui@sde.idaho.gov
	Span




	•
	•
	•
	•
	Idaho Field Team at: 
	IdahoSDSupport@collegeboard.org
	IdahoSDSupport@collegeboard.org
	Span



	•
	•
	•
	Steven McCue at:
	smccue@collegeboard.org
	smccue@collegeboard.org
	Span



	•
	•
	•
	Eddie Pawlawski at:
	cpawlawski@collegeboard.org
	cpawlawski@collegeboard.org
	Span
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