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What is the Test Ordering Site?

e Schools and districts can order tests in the SAT Suite of Assessments on the test
ordering website. These include: SAT School Day, the PSAT/NMSQT, the PSAT 10,
and the PSAT 8/9.

* To access the test ordering website, you'll need a College Board educator account
and a test ordering site access code. Look for your access code in the ordering
announcement sent to your school's test coordinator in early June 2020.

* From your dashboard, you can increase or decrease the number of tests in your
order. You'll also need to use the test ordering site to order accommodated tests.

* To begin, click here to log in: Test Ordering Site



https://professionals.collegeboard.org/test-ordering-services

Fall 2020 Ordering Updates

* TOS updated on 08/10/2020 for fall orders of the SAT Suite of Assessments (fall
SAT School Day, PSAT/NMSQT)

* No early order deadline.

* Fee waivers and fee reductions no longer need to be ordered prior to test date.
After test day, schools may log into TOS and select fee waiver eligible students
from an online roster.

 There are no unused test fees. Schools will not be charged test fees if they are
unable to administer assessments this fall.



e Test Ordering Site (TOS) Updates

* Using TOS

e Obtaining Access to TOS

e Changing Contact Information in TOS

* Ordering SAT and PSAT/NMSQT Materials
* Modifying and Tracking Your Orders

* Ordering SAT Makeup Materials

e After Test Day

| 6



Using TOS

* Ordering test materials in the College Board test ordering site for the fall
administrations of the Idaho-provided SAT School Day for seniors and
PSAT/NMSQT for sophomores is required.

@ * Do not place orders for the Spring 2021 assessments in the test ordering site.

* Schools should place orders at the school-level, not district-level.
*|f district-level personnel have access to TOS, they can monitor orders in TOS.

* Overage of materials are not sent in fall like they are for spring.
*Orders are rounded to the nearest bundle of 5.
*|f you need 96 tests, you will receive 100.
*Therefore, you should order some extra books to account for new students.
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Obtaining Access to TOS

* You will first need a College Board
Professional Account.

* Go to www.collegeboard.org and
sign up for one if you do not
currently have an account.

« Once you login to your account, you
will have access to your My Tools and
Services Dashboard.

 Dashboards will look different
based on the tools and services
one has access to.

* You have access to TOS if you have
Test Ordering listed on your
Dashboard.

My College Board Professional Account

My Tools And Services

Tool or Service

AP Potential™ b

AP® Online Reports P
AP® Teacher Community P

Bulk Registration and Pre-ID Label Tool »

K-12 Assessment Reporting P

I Test Ordering » I

College Board Institutional Ordering P

Managing Access to support K-12 Assessment
Reporting P

Test Administration Training for the SAT Suite of
Assessments P

My Role

AP Potential Region

OSR Regional Staff
NIA

multiple roles

multiple roles

multiple roles

N/A

Access Management/DAT
(K-12)

NIA

Expires® o

31-Dec-
2017

24-Jun-2018
NIA

multiple
dates

multiple
dates

multiple
dates

N/A

31-Dec-
2022

NIA

Manage
Access

edit

edit

edit

edit

edit

edit


http://www.collegeboard.org/

Obtaining Access to TOS

* If you do not have access to TOS, scroll
down to the bottom of the page under
Add Additional Tools and Services

 Click K-12 to expand the selection
* Click Get Access next to Test Ordering

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

=]

» AP Class and Roster Management Get Access

» AP Digital Portfolic Get Access

» AP 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 Tool Get Access

» K-12 Assessment Reporting Request Access

» SATE Registration Report Get Access

» SSD Online - Disabilities Accommodation Management Get Access

» SpringBoard® Online Community Request Access

| Test Ordering Get Access I
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Obtaining Access to TOS

* A one-time access code is required.
* Obtain the access code from the email
sent to principals and test coordinators.
. If you did not receive or do not
have access to the email, contact

IdahoSDSupport@collegeboard.org.

 |dentify your professional organization and
include the access code. Then click Add.

. Make sure to use the professional
organization name exactly as listed
from the access code email.

* Return to your Dashboard and you should
now see Test Ordering as an option.

Get access to Test Ordering
4back

Test Ordering Enrollment Information

An access code is required. If you do not have an access code, please contact your school's test coordinator or Guidance director.

You may also complete the access code request form to have the access code emailed to you. If you do not know or are not able to answer any of the required
fields, you may also contact Customer Service for assistance (888)477-7728.

Provide your access information Your access

This is to narrow your choices

Finished
Professional Organization:
start typing

Access Code:

enter code

Enroll Later  Add»
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Changing Contact Information

« To make changes to current information in TOS:
* Login and access TOS.

* Find your school name in the upper-right hand corner and click on the “v” to
expand the selection.

* To change the information, click View Profile

Test Ordering Org Search Dashboard &4 Calendar @ Help SCHOOL NAME v
SCHOOL INFORMATION View Profile I DISTRICT INFORMATION
Welcome

School Name
Welcome to the ordering tool for SAT® School|  a; Code:g#t##(Level 2)

: PSAT/NMSQT® and PSAT™ 10 Coordinator
Your scheduled administrations are listed belg  Status: P

quantities, and update orders. Access Code: XXXXXX

To set up a new exam or new test date, click th  SAT Supervisor

None provided
You may also search for other schools that are P

and PSAT™8/9 exams to help students that ar PSAT/NMSQT® and PSAT™ 10 Coordinator

See the number of students that tested and ug COOrdinator(email)

foic it yeur. PSAT™ 8/9 Coordinator

Coordinator(email)
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Changing Contact Information

® CI iC k Ed it . TESt OIdEIing Org Search Dashboard B calendar @ Help SAMPLE scHooL ~

* You can only change names, Organization Profile
email, and phone numbers of

SAMPLE HIGH SCHOOL

CO n ta Cts School Code: 123456

123 MAIN STREET
ANYTOWN, MI 12345

- School addresses cannot be

changed on this page. —
* If you need to change the SAT Coondinator Information ] peaTAMSQT® and PSAT™ 10 Coordnator nformation. £
S C h O O I a d d re SS CO nta Ct Note: All test materials will be shipped to the SAT Coordinator. Note: All test materials will be shipped to the PSAT/NMSQT® and
PSAT™ 10 Coordinator.
866-870-3127 ASAP. Name
SAMPLE Name
SAMPLE
Job Title
K-12: Counselor Job Title
K-12: Test Coordinator
Email
SAMPLE Nr. of Years as PSAT/NMSQT® and PSAT™ 10 Coordinator
6-10
Work Phone
SAMPLE Email
SAMPLE
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Test Ordering Dashboard  F3Calendsr @Help SAMPLE  pghscHoOL v

We hope you're safe and healthy during this challenging time. Given COVID-19, no action is required from you to generate an invoice and
the College Board will send you a final invoice. Your school will not be charged for any unused test fees and the College Board will apply
your full fee reduction request if applicable. If you did not send back answer sheets for scoring, your school will not be charged.

=
Welcome

Welcome to the ordering tool for SAT® School Day, PSAT/NMSQT®, PSAT ™10, and PSAT ™8/9. : :
"3 %, Ginie / Add New Administration
Your scheduled administrations are listed below, where you can view important messages, review

quantities, and update orders.

To set up a new exam or new test date, click the Add New Administration button.

You may also search for other schools that are planning to administer PSAT/NMSQT®, PSAT ™10,
and PSAT ™8/9 exams to help students that are looking for locations to take an exam.
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Choose an Administration

* To confirm that Idaho will be paying Choose an Administration

Choosing the best for your students

fo r t h e fa I I SAT’ yo u S h O u I d S e e s The SAT® is available in October for 12th graders or March and April for 11th and 12th graders.

« The PSAT/NMSQT® is available in October for 10th and 11th graders.

CO vered by Con tract I i Ste d n eXt to t h e « The PSAT™ 10 is available in February - April for 10th graders. It covers the same content as .
the PSAT/NMSQT. Continue
« The PSAT™ 8/9 is available in September - April for 8th and 9th graders.
a SS e SS m e n t n a m e . « The digital PSAT™ 8/9 is available in September - April for 8th and 9th graders. It covers the
same content as the paper and pencil test but is offered in a digital mode using the Cambium
Assessment, Inc. (formerly AIR) test delivery system and supporting tools.

* This coverage is based on Spring 2020 ..csienc e
esta b I iS h m e nt o Learn more about the digital PSAT 8/9

* If you feel that the Covered by I SAT School Dey (Pager snd Penl) | i v
Contract indication is incorrect, Ipsmusm(papmapmm ety o v
contact I _

PSAT™ 10 (Paper and Pencil) v
ldahoSDSupport@collegeboard.org
AS AP I PSAT™ 8/9 (Paper and Pencil) v

17


mailto:IdahoSDSupport@collegeboard.org

Choose SAT or PSAT/NMSQT Test Date

4‘$Essma“‘qq~
Ling Charlie &
Test Ordering Dashboard B calendar @ Help v

Choose an Administration
Choosing the best for your students SAMPLE High School

+ The SAT® is available in October for 12th graders or March and April for 11th and 12th graders. SAT School Day

* The PSAT/NMSQT® is available in October for 10th and 11th graders.

+ The PSAT™ 10 is available in February - April for 10th graders. It covers the same content as the Wednesday September 23, 2020

PSAT/NMSQT.
+ The PSAT™ 8/9 is available in September - April for 8th and 9th graders. Continue

+ The digital PSAT™ 8/9 is available in September - April for 8th and 9th graders. It covers the same
content as the paper and pencil test but is offered in a digital mode using the Cambium
Assessment, Inc. (formerly AIR) test delivery system and supporting tools.

Learn more about these tests
Learn more about the digital PSAT 8/9

SAT School Day (Paper and Pencil)

Select the radio button

® Wednesday September 23, 2020

to choose September 23 > ke date @

Wednesday October 28, 2020

or October 14

Wednesday March 3, 2021 View Order



Enter Standard Test Book Number

. Test Ordering Dashbosrd O Calendar @ Help ~
Indicate the number of standard SAT © ‘e @ remrmnm

Deadline to decrease standard orders. Deadline to ncrease stendard orders SAMPLE ngh SChOOI

test books for seniors and PSAT/NMSQT -

Standard Test Books ‘Wed. September 23, 2020

t t b k f h h I Pricing: The testing fee for the 2020-21 school year is $52.00 for the SAT (withowt Essay) and

e S O O S O r S 0 p O l I l 0 re S yo u r S C O O $68.00 for the SAT with Essay. There is a fee - $26.00 for SAT (without Essay) and $34.00 for SAT Continue
with Eszay - for 2ach unused test book exceeding 20% of the total number ordered {or 2 minimum
of 10). Prices mey vary by state or contract terms.

nheeds. Remember to order a few extra. o S

m Essay Coverage Last Year Order
SAT (without Essay) = i 3
12
SAT with Essay - o 56
SAT without Essay) - 0 1
Other
SAT with Essay State i 2
Subtotal SAT without Ezzay 5
(Raunded Up)

Subtotel SAT with Essay 60

Be sure to order SAT tests and w )
only for seniors and
PSAT/NMSQT tests only for I

The SAT School Day Student Guide is provided free of charge to all test-tekers and includes

sophomores under state contract. e T e

Grade Recommended Quantity Current Order

All (] (]

Schools will be invoiced for
students tested outside of the eesting o

State CO ntract The Standard Testing Menual provides detsiled procedures to follow before, during, and after the
» SAT School Day administration. It includes the standard test-day script. We'll send you one copy

fior every 20 test books you order, with 8 minimum of one.

Grade Recommended Quantity Current Order

19
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Verify Student Guides and Standard Testing Manuals

* The number of Student Guides and
Standard Testing Manuals will
automatically be calculated based
on the number of standard test
books entered.

e Edit counts, as needed.

Student Guides

The SAT School Day Student Guide is provided free of charge to all test-takers and includes test
regulations and valuable information to help students prepare.

Grade Recommended Quantity Current Order
All 120 120
Standard Testing Manual

The Standard Testing Manual provides detailed procedures to follow before, during, and after the
SAT School Day administration. Includes standard test-day script. We'll send you 1 copy for every
20 test books you order, with a minimum of 1.

Grade Recommended Quantity Current Order

All 6 6

20



Select Students Testing with Accommodations

e Each student with an approved
accommodation in SSD Online will be
listed.

* You will not be able to order
accommodated materials for
students in the pending status in SSD
Online.

e Click on the name of each student
testing and select the appropriate test
material for each student.

<
Ussegsmen”

Ordering Accommodated Tests (step 1 of 2)

Ordering tests for students with SSD accommodations and EL Extended Time is a two-step
process. On this page, click the name of each student you are planning to test and the test type:
SAT or SAT w/Essay. On the next page, your order form will be filled out with the test formats
needed for those students.

The list below contains students whose SSD accommodation and EL Extended Time requests
have been approved. Note that it doesn't include students whose requests are still pending. You
can choose to wait to place your order until all of your students are approved, or you can return
multiple times to place supplemental orders if you have students with late approvals.

EL Supports like translated directions and the use of word-to-word glossaries do not require
approval or special test formats.

If you do not see students listed below and you are sure they have approved testing
accommodations, contact the School Day Support Line at 855-373-6387, Option 1, for assistance
with placing your order.

Your school's SSD coordinator: Albert Einstein

Select the students you are planning to test:

) SelectAll O All SAT O Al SAT

(without essay) w/Essay Filter by Grade v
# Student A O sar (® SAT w/Essay 12 Grade
¥ Student B O sar (® SAT w/Essay 12th Grade
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Confirm Accommodated Tests

 Accommodated tests will be automatically

calculated based on the students chosen Ordering Accommodated Tests (step 2 of 2
R This page shows your accommodated test material order, which has been automatically
on t h e p revious screen. populated based on the student names you selected. You may not edit this page. If any of the

guantities or formats seem incorrect, please contact the School Day Support Line at 855-373-
6387, Option 1.

* The screen shows how many students are

. Materials Other 11th 12th Total
approved for an accommodation and how
Regular Print Test Book @
many have been ordered. ctudrts Aoproved @ . ..
* Note: Not all accommodated materials are SAT (withour Essay) ;

shown in this image. T
SAT with Essay 0 0 2 2

2 students will use |
accommodations but use
standard (purple) books

Regular Print Accommodated Test Book @

Students Approved (2 0 12 14 26
SAT (without Essay) 0
14 students will use
accommodated (blue) books SAT with Essay 0 0 14 14
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Review Your Order

Expand each selection to review your
order.

* Make changes, if necessary.

Read and accept the Terms and
Conditions, then submit order.

NOTE: The October 29th test date is
the last day to administer the PSAT/
NMSQT. If a school closes on that day
there will not be a later opportunity.

NOTE: Using the wrong materials on
the wrong day will result in score
cancellation and / or scholarship
ineligibility.

Test Ordering

Test Type & Date

Dashboard B Calendar & Help
School Info Standard Tests Accommodated Fee Reduction
Tests (550) Benefits

Review Your Order
Overview
Important Deadlines & Dates

@ August 25, 2020 9/15/20-9/17/20

Deading to incresse nonstandard orders
Test Dates

Test Date: SAT School Day
Wed. Sep 23, 2020

Makeup Test Date: Wed. Oct 28, 2020

School Contact Info

SAT School Day Coordinator School Principal

Codiztrict Codistrict Firsthame testar

teatd 701 3D epsilon.chreston.org testd 701 35@epsilon.chreaton
1112223333

School Address

Fee Reduction Benefits

Test material defery date

.ong

SAMPLE High School

SAT School Day

er-23-2020

Submit Order

Cancel and Exit
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Dashboard

* Once submitted, the Dashboard will
show confirmation of your order.

* Select View Order Details to review or
adjust your order anytime prior to the
ordering deadline.

&
Ussegsmen”

) CollegeBoard Ling Charlie = &

Test OIﬂEIil]g Dashboard H Calendar & v

We hope you're safe and healthy during this challenging time. Given COVID-19, no action is reguired from you to generate an invoice
and the College Board will send you a final invoice. Your school will not be charged for any unused test fees and the College Board
will apply your full fee reduction request if applicable. If you did not send back answer sheets for scoring, your school will not be
charged.

Welcome
Welcome to the ordering tool for SAT® School Day, PSAT/NMSOTE, PSAT™10, and PSAT™E/0.

Add New Administration

Your scheduled administrations are listed below, where you can view important messeges, review
quantities, and updete orders.

To =&t up & new exam or new test date, click the Add Mew Administration button.

You may alsa sezrch for other schools that are planning to administer PSAT/NMSOTE®, PSAT ™10,
and PSAT ™89 exams to help students that are looking for locations to teke an exam.

Your Administrations

SAT School Day - Wed. Sep 23, 2020 View Ordes Detaits

Primary Dete: Wed. Sep 23, 2020
Makeup Dete: Wed. Oct 28, 2020

+" We've received your order.

Your early shipment of answer sheets, anawer sheet instructions, end student
guides will arrive by 9/8/20-9/10/20 and your test books will amive by 9715/20-9
M7r20.

We've received your request for additional fee
reductions.

'We'll let you know within 3 weeks if your request iz approved.
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Modifying and Tracking Orders

« All orders can be updated anytime prior
to the ordering deadline (see Fall 2020
List of Important Dates for deadlines).

*Once the ordering deadline passes,
they cannot be cancelled, and
materials will be shipped.

« |f orders are not placed by the ordering
deadline, contact 866-870-3127 as soon
as possible to determine if an order can
be placed.

« Shipping status can be found in TOS.

Test Ordering OrgSearch  Dashboard  EI Calendar @ Help

Order Details - SAT School Day - Wed. Mar 4, 2020

SAMPLE

LW

Back to Dashboard

Carrier Tracking Number

SAT School Day
Overview Test Materials Shlppmg Status
Shipping Status Actions Order Date Processed Shipped
) 78 Student Guides
SAT Fee Reduction Benefits 79 SSD Answer Sheets

3 Standard Testing Manual
8 Accommodated Testing Manual

Primary Date Order
1/27/2020  2/3/2020

Standard Test

SSD Materials 1145 Student Guides
1260 Answer Sheets
58 Standard Testing Manual

1/27/2020  2/3/2020

2/11/2020

2/11/2020

2/11/2020

2/11/2020

UPS

ups

ups

up

120686500319471527

170686500319471590

120686500319455312

1Z0686500319459818

Boxes
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Makeup As Primary (SAT Only)

6 CollegeBoard

The makeup as primary process is a workaround for SAT School Day that allows
schools that are unable to administer their test on the primary test day, to test
students on the makeup date

Since schools already know that they won’t test on their primary date, this
workaround prevents them from having to order and return large volumes of unused
test materials

Schools who want to use this process must place an order in TOS for 1 item.
This allows:

Us to identify the school for follow-up

The school to be provisioned coordinator training access

The school to be able to order materials for the October 27 makeup date during
the makeup ordering window

The school to receive email communications related to Fall testing



Ordering SAT Makeup Materials

* For SAT, coordinators must order
applicable makeup tests for
students for the October 27 test

dat e in TO S. SAT School Day View Order Details
e Coordinators must complete this T ——
activity within 2 days of the Vileup Date e Cctar 2020 e ot

Order Makeup Tests

primary test date in order get to
makeup materials shipped.
* September testing: Request
from September 23-25
e October testing: Request
October 14-16

@ The test date has passed.
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Invoicing Process

» After testing is complete, the invoicing process in TOS begins for each
assessment.

* Test coordinators will receive an email when the window opens.

e General timelines include:

Invoicing process opens in TOS Mid October Mid November
Deadline to complete invoicing process Mid November Mid December
Invoices are mailed to schools Mid January 2021 Mid January 2021

(if applicable)
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Invoicing Process

* There are 3 general purposes of the invoicing process:
* Generate an invoice to be paid by the school
* Make grade-level adjustments
* |dentify students eligible for fee-reduction or fee waiver benefits

* Your school may or may not need to participate in the invoicing
process, although we recommend all schools to do so. Explanations
for why you would want to participate are provided on the next
slides.
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Invoicing Process

Why would | need to generate an invoice for my school?
* Schools do not have to pay for fall testing if the following is true:
* Your school is eligible to participate.
* Your school is testing eligible students.
* You are administering the authorized assessment on an Idaho-sponsored
date.
* If all of these are true, your school will not be sent an invoice.
* |f you ordered assessments for grades other than what is being provided by SDE,
schools will be billed for these tests.
e Example: School orders SAT for juniors or PSAT/NMSQT for juniors.
* School will be billed for these assessments since SDE is providing the SAT
for seniors and the PSAT/NMSQT for sophomores.
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Making Grade-Level Adjustments in TOS

Why would | need to make grade-level adjustments?
* Applicable for SAT or PSAT/NMSQT

* Coordinators should ensure that student’s grades they bubbled are accurate.
* Example: A student bubbles they are in 11t grade, but they are really in 12,
* SDE will cover 12t grade; however, 11t graders would need to be paid for
by the school.

 IMPORTANT: Invoices will not be waived for schools that do not make grade-
level adjustments before the deadline.
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Invoicing Process

* Once the invoicing window has
opened, log into TOS.

H Pri Date: Wed., Sept 23, 2020 ] )
e Select Enter Invoice pimaryDat: ed. Sept 23, 202
[ ]
Information Onder Makeup Tests

@ The test date has passed.
* Follow the prompts, as
needed

SAT School Day View Order Details
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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!
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	order. You'll also need to use the test ordering site to order accommodated tests.


	•
	•
	•
	To begin, click here to log in: 
	Test Ordering Site
	Test Ordering Site
	Span






	Fall 2020  Ordering Updates
	Fall 2020  Ordering Updates
	Fall 2020  Ordering Updates
	Fall 2020  Ordering Updates


	•
	•
	•
	•
	•
	TOS updated on 08/10/2020 for fall orders of the SAT Suite of Assessments (fall 
	SAT School Day, PSAT/NMSQT)


	•
	•
	•
	No early order deadline.


	•
	•
	•
	Fee waivers and fee reductions no longer need to be ordered prior to test date.  
	After test day, schools may log into TOS and select fee waiver eligible students 
	from an online roster.


	•
	•
	•
	There are no unused test fees.  Schools will not be charged test fees if they are 
	unable to administer assessments this fall.





	Agenda
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	Agenda
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	•
	•
	•
	•
	Test Ordering Site (TOS) Updates


	•
	•
	•
	Using TOS


	•
	•
	•
	Obtaining Access to TOS


	•
	•
	•
	Changing Contact Information in TOS


	•
	•
	•
	Ordering SAT and PSAT/NMSQT Materials


	•
	•
	•
	Modifying and Tracking Your Orders


	•
	•
	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day





	Using TOS
	Using TOS
	Using TOS
	Using TOS


	•
	•
	•
	•
	•
	Ordering test materials in the College Board test ordering site for the fall 
	administrations of the Idaho
	-
	provided SAT School Day for seniors and 
	PSAT/NMSQT for sophomores is 
	required
	.


	•
	•
	•
	Do 
	not
	place orders for the Spring 2021 assessments in the test ordering site.


	•
	•
	•
	Schools should place orders at the school
	-
	level, not district
	-
	level.


	•
	•
	•
	•
	If district
	-
	level personnel have access to TOS, they can monitor orders in TOS.



	•
	•
	•
	Overage of materials are not sent in fall like they are for spring.


	•
	•
	•
	•
	Orders are rounded to the nearest bundle of 5.


	•
	•
	•
	If you need 96 tests, you will receive 100.


	•
	•
	•
	Therefore, you should order some extra books to account for new students.
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	•
	•
	•
	Test Ordering Site (TOS) Updates


	•
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	•
	Using TOS


	•
	•
	•
	Obtaining Access to TOS


	•
	•
	•
	Changing Contact Information in TOS


	•
	•
	•
	Ordering SAT and PSAT/NMSQT Materials


	•
	•
	•
	Modifying and Tracking Your Orders


	•
	•
	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day





	•
	•
	•
	•
	•
	•
	You will first need a College Board 
	Professional Account.


	•
	•
	•
	•
	Go to 
	www.collegeboard.org
	www.collegeboard.org
	Span

	and 
	sign up for one if you do not 
	currently have an account.



	•
	•
	•
	Once you login to your account, you 
	will have access to your 
	My Tools and 
	Services 
	Dashboard.


	•
	•
	•
	•
	Dashboards will look different 
	based on the tools and services 
	one has access to.



	•
	•
	•
	You have access to TOS if you have 
	Test Ordering 
	listed on your 
	Dashboard.
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	Obtaining Access to TOS
	Obtaining Access to TOS
	Obtaining Access to TOS
	Obtaining Access to TOS


	•
	•
	•
	•
	•
	If you do not have access to TOS, scroll 
	down to the bottom of the page under 
	Add Additional Tools and Services


	•
	•
	•
	Click 
	K
	-
	12 
	to expand the selection


	•
	•
	•
	Click 
	Get Access 
	next to Test Ordering
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	•
	•
	•
	•
	•
	•
	A one
	-
	time access code is required.


	•
	•
	•
	Obtain the access code from the email 
	sent to principals and test coordinators.


	•
	•
	•
	If you did not receive or do not 
	have access to the email, contact 
	IdahoSDSupport@collegeboard.org
	IdahoSDSupport@collegeboard.org
	Span

	. 


	•
	•
	•
	Identify your professional organization and 
	include the access code.
	Then click 
	Add.


	•
	•
	•
	Make sure to use the professional 
	organization name exactly as listed 
	from the access code email.


	•
	•
	•
	Return to your Dashboard and you should 
	now see 
	Test Ordering 
	as an option.
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	•
	•
	•
	Obtaining Access to TOS


	•
	•
	•
	Changing Contact Information in TOS


	•
	•
	•
	Ordering SAT and PSAT/NMSQT Materials


	•
	•
	•
	Modifying and Tracking Your Orders


	•
	•
	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day
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	Changing Contact Information
	Changing Contact Information
	Changing Contact Information


	Span
	•
	•
	•
	•
	To make changes to current information in TOS:


	•
	•
	•
	•
	Login and access TOS.


	•
	•
	•
	Find your school name in the upper
	-
	right hand corner and click on the “
	v
	” to 
	expand the selection.



	•
	•
	•
	To change the information, click 
	View Profile
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	Figure
	Figure
	Span
	SAMPLE
	SAMPLE
	SAMPLE



	•
	•
	•
	•
	•
	Click 
	Edit
	.


	•
	•
	•
	You can only change names, 
	email, and phone numbers of 
	contacts.  


	•
	•
	•
	School addresses cannot be 
	changed on this page.


	•
	•
	•
	•
	If you need to change the 
	school address contact 
	866
	-
	870
	-
	3127 ASAP.
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	ABCDEF
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	123 MAIN STREET

	ANYTOWN, MI 12345
	ANYTOWN, MI 12345
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	•
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	•
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	•
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	•
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	•
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	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day
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	Click Add New Administration or Place an Order
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	•
	•
	•
	•
	•
	•
	To confirm that Idaho will be paying 
	for the 
	fall 
	SAT, you should see 
	Covered by Contract 
	listed next to the 
	assessment name.  


	•
	•
	•
	This coverage is based on Spring 2020 
	establishment.


	•
	•
	•
	If you feel that the 
	Covered by 
	Contract 
	indication is incorrect, 
	contact 
	IdahoSDSupport
	IdahoSDSupport
	Span
	@collegeboard.org

	ASAP.




	Choose an Administration
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	Choose SAT or PSAT/NMSQT Test Date
	Choose SAT or PSAT/NMSQT Test Date
	Choose SAT or PSAT/NMSQT Test Date
	Choose SAT or PSAT/NMSQT Test Date


	Select the radio button 
	Select the radio button 
	Select the radio button 
	to choose September 23 
	or
	October 14
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	SAMPLE High School
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	Indicate the number of standard SAT 
	Indicate the number of standard SAT 
	Indicate the number of standard SAT 
	test books for seniors and PSAT/NMSQT 
	test books for sophomores your school 
	needs.  Remember to order a few extra.


	Enter Standard Test Book Number
	Enter Standard Test Book Number
	Enter Standard Test Book Number
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	Be sure to order SAT tests and 
	Be sure to order SAT tests and 
	Be sure to order SAT tests and 
	only for seniors and 
	PSAT/NMSQT tests only for 
	sophomores under state contract.

	Schools will be invoiced for 
	Schools will be invoiced for 
	students tested outside of the 
	state contract.
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	Verify Student Guides and Standard Testing Manuals
	Verify Student Guides and Standard Testing Manuals
	Verify Student Guides and Standard Testing Manuals
	Verify Student Guides and Standard Testing Manuals


	•
	•
	•
	•
	•
	The number of Student Guides and 
	Standard Testing Manuals will 
	automatically be calculated based 
	on the number of standard test 
	books entered.  


	•
	•
	•
	Edit counts, as needed.
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	Select Students Testing with Accommodations
	Select Students Testing with Accommodations
	Select Students Testing with Accommodations
	Select Students Testing with Accommodations


	•
	•
	•
	•
	•
	Each student with an approved 
	accommodation in SSD Online will be 
	listed.


	•
	•
	•
	•
	You will not be able to order 
	accommodated materials for 
	students in the pending status in SSD 
	Online. 



	•
	•
	•
	Click on the name of each student 
	testing and select the appropriate test 
	material for each student.
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	12
	th
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	Confirm Accommodated Tests
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	Confirm Accommodated Tests
	Confirm Accommodated Tests


	•
	•
	•
	•
	•
	Accommodated tests will be automatically 
	calculated based on the students chosen 
	on the previous screen.


	•
	•
	•
	The screen shows how many students are 
	approved for an accommodation and how 
	many have been ordered.


	•
	•
	•
	•
	Note: Not all accommodated materials are 
	shown in this image.
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	2 students will use 
	2 students will use 
	2 students will use 
	accommodations but use 
	standard (purple) books


	14 students will use 
	14 students will use 
	14 students will use 
	accommodated (blue) books


	Figure
	Figure
	Figure
	Span
	0              2                2             4
	0              2                2             4
	0              2                2             4



	Figure
	Span
	0             0                 2              2
	0             0                 2              2
	0             0                 2              2



	Figure
	Span
	0           12                14             26
	0           12                14             26
	0           12                14             26



	Figure
	Figure
	Span
	0            0                 14             14 
	0            0                 14             14 
	0            0                 14             14 




	Review Your Order
	Review Your Order
	Review Your Order
	Review Your Order


	•
	•
	•
	•
	•
	Expand each selection to review your 
	order.


	•
	•
	•
	•
	Make changes, if necessary.



	•
	•
	•
	Read and accept the Terms and 
	Conditions, then submit order.


	•
	•
	•
	NOTE: The October 29th test date is 
	the last day to administer the PSAT/ 
	NMSQT. If a school closes on that day 
	there will not be a later opportunity. 


	•
	•
	•
	NOTE: Using the wrong materials on 
	the wrong day will result in score 
	cancellation and / or scholarship 
	ineligibility. 
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	Dashboard
	Dashboard


	•
	•
	•
	•
	•
	Once submitted, the Dashboard will 
	show confirmation of your order.  


	•
	•
	•
	Select 
	View Order Details 
	to review or 
	adjust your order anytime prior to the 
	ordering deadline.
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	•
	•
	Test Ordering Site (TOS) Updates


	•
	•
	•
	Using TOS


	•
	•
	•
	Obtaining Access to TOS


	•
	•
	•
	Changing Contact Information in TOS


	•
	•
	•
	Ordering SAT and PSAT/NMSQT Materials


	•
	•
	•
	Modifying and Tracking Your Orders


	•
	•
	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day





	Modifying and Tracking Orders
	Modifying and Tracking Orders
	Modifying and Tracking Orders
	Modifying and Tracking Orders


	•
	•
	•
	•
	•
	All orders can be updated anytime prior 
	to the ordering deadline (see Fall 2020 
	List of Important Dates for deadlines).


	•
	•
	•
	•
	Once the ordering deadline passes, 
	they cannot be cancelled, and 
	materials will be shipped.



	•
	•
	•
	If orders are not placed by the ordering 
	deadline, contact 
	866
	-
	870
	-
	3127 as soon 
	as possible to determine if an order can 
	be placed.


	•
	•
	•
	Shipping status can be found in TOS.
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	•
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	•
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	•
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	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day
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	Makeup As Primary (SAT Only)
	Makeup As Primary (SAT Only)


	What is it?
	What is it?
	What is it?
	What is it?
	What is it?
	What is it?



	The makeup as primary process is a workaround for SAT School Day that allows 
	The makeup as primary process is a workaround for SAT School Day that allows 
	The makeup as primary process is a workaround for SAT School Day that allows 
	The makeup as primary process is a workaround for SAT School Day that allows 
	schools that are unable to administer their test on the primary test day, to test 
	students on the makeup date




	How is this different 
	How is this different 
	How is this different 
	How is this different 
	How is this different 
	than makeup testing?



	Since schools already know that they won’t test on their primary date, this 
	Since schools already know that they won’t test on their primary date, this 
	Since schools already know that they won’t test on their primary date, this 
	Since schools already know that they won’t test on their primary date, this 
	workaround prevents them from having to order and return large volumes of unused 
	test materials




	What do I need to 
	What do I need to 
	What do I need to 
	What do I need to 
	What do I need to 
	know?



	Schools who want to use this process must place an order in TOS for 1 item.  
	Schools who want to use this process must place an order in TOS for 1 item.  
	Schools who want to use this process must place an order in TOS for 1 item.  
	Schools who want to use this process must place an order in TOS for 1 item.  

	This allows:
	This allows:

	•
	•
	•
	•
	Us to identify the school for follow
	-
	up


	•
	•
	•
	The school to be provisioned coordinator training access


	•
	•
	•
	The school to be able to order materials for the October 27 makeup date during 
	the makeup ordering window


	•
	•
	•
	The school to receive email communications related to Fall testing








	Ordering SAT Makeup Materials
	Ordering SAT Makeup Materials
	Ordering SAT Makeup Materials
	Ordering SAT Makeup Materials


	•
	•
	•
	•
	•
	For SAT, coordinators must order 
	applicable makeup tests for 
	students for the 
	October 27 
	test 
	date in TOS.


	•
	•
	•
	Coordinators must complete this 
	activity within 2 days of the 
	primary test date in order get to 
	makeup materials shipped.


	•
	•
	•
	•
	September testing: Request 
	from September 23
	-
	25


	•
	•
	•
	October testing: Request 
	October 14
	-
	16
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	Primary Date: Wed., Sept 23, 2020
	Primary Date: Wed., Sept 23, 2020
	Primary Date: Wed., Sept 23, 2020

	Makeup Date: Wed., Oct 27, 2020
	Makeup Date: Wed., Oct 27, 2020
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	•
	•
	•
	•
	Test Ordering Site (TOS) Updates


	•
	•
	•
	Using TOS


	•
	•
	•
	Obtaining Access to TOS


	•
	•
	•
	Changing Contact Information in TOS


	•
	•
	•
	Ordering SAT and PSAT/NMSQT Materials


	•
	•
	•
	Modifying and Tracking Your Orders


	•
	•
	•
	Ordering SAT Makeup Materials


	•
	•
	•
	After Test Day
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	Invoicing Process
	Invoicing Process
	Invoicing Process


	•
	•
	•
	•
	•
	After testing is complete, the invoicing process in TOS begins for each 
	assessment.  


	•
	•
	•
	Test coordinators will receive an email when the window opens.  


	•
	•
	•
	General timelines include:
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	Invoicing Process
	Invoicing Process
	Invoicing Process


	•
	•
	•
	•
	•
	There are 3 general purposes of the invoicing process:


	•
	•
	•
	•
	Generate an invoice to be paid by the school


	•
	•
	•
	Make grade
	-
	level adjustments


	•
	•
	•
	Identify students eligible for fee
	-
	reduction or fee waiver benefits



	•
	•
	•
	Your school may or may not need to participate in the invoicing 
	process, although we recommend all schools to do so.  Explanations 
	for why you would want to participate are provided on the next 
	slides.
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	Why would I need to generate an invoice for my school?
	Why would I need to generate an invoice for my school?
	Why would I need to generate an invoice for my school?

	•
	•
	•
	•
	Schools do not have to pay for fall testing if the following is true:


	•
	•
	•
	•
	Your school is eligible to participate.


	•
	•
	•
	Your school is testing eligible students.


	•
	•
	•
	You are administering the authorized assessment on an Idaho
	-
	sponsored 
	date.


	•
	•
	•
	If all of these are true, your school will not be sent an invoice.



	•
	•
	•
	If you ordered assessments for grades other than what is being provided by SDE, 
	schools will be billed for these tests.


	•
	•
	•
	•
	Example: School orders SAT for juniors or PSAT/NMSQT for juniors.


	•
	•
	•
	•
	School will be billed for these assessments since SDE is providing the SAT 
	for seniors and the PSAT/NMSQT for sophomores.
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	Making Grade
	-
	Level Adjustments in TOS


	Why would I need to make grade
	Why would I need to make grade
	Why would I need to make grade
	-
	level adjustments?

	•
	•
	•
	•
	Applicable for SAT or PSAT/NMSQT


	•
	•
	•
	Coordinators should ensure that student’s grades they bubbled are accurate.


	•
	•
	•
	•
	Example:  A student bubbles they are in 11
	th
	grade, but they are really in 12
	th
	.  


	•
	•
	•
	•
	SDE will cover 12
	th
	grade; however, 11
	th
	graders would need to be paid for 
	by the school. 




	•
	•
	•
	IMPORTANT:  
	Invoices will not be waived for schools that do not make grade
	-
	level adjustments before the deadline.
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	Invoicing Process


	•
	•
	•
	•
	•
	Once the invoicing window has 
	opened, log into TOS.


	•
	•
	•
	•
	Select 
	Enter Invoice 
	Information


	•
	•
	•
	Follow the prompts, as 
	needed
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	Primary Date: 
	Primary Date: 
	Primary Date: 
	Wed., Sept 23, 2020

	Makeup Date: 
	Makeup Date: 
	Wed., Oct 27, 2020
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	Thank You!
	Thank You!


	•
	•
	•
	•
	•
	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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