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What is the Test Ordering Site?

• 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
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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.
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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.

7



Agenda

| 8

• 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



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.
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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
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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. 

• 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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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
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Changing Contact Information

• 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.

SAMPLE

SAMPLE

123456

123 MAIN STREET

ANYTOWN, MI 12345

ABCDEF

SAMPLE

SAMPLE

SAMPLE

SAMPLE

SAMPLE
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Click Add New Administration or Place an Order
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Choose an Administration

• 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@collegeboard.org
ASAP.
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Choose SAT or PSAT/NMSQT Test Date

Select the radio button 
to choose September 23 
or October 14
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Enter Standard Test Book Number

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.

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 

students tested outside of the 

state contract.

SAMPLE High School
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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.  

• Edit counts, as needed.
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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.

Albert Einstein

Student A

Student B

12th Grade

12th Grade
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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.
2 students will use 

accommodations but use 
standard (purple) books

14 students will use 
accommodated (blue) books

0              2                2             4

0             0                 2              2

0           12                14             26

0            0          14       140            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. 
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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.
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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.

• 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.

SAMPLE
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Makeup As Primary (SAT Only)

What is it?

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 
than makeup testing? 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 
know?

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 
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

Primary Date: Wed., Sept 23, 2020

Makeup Date: Wed., Oct 27, 2020
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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.  

• General timelines include:
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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

• 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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Invoicing Process

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-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 11th grade, but they are really in 12th.  

• SDE will cover 12th grade; however, 11th 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

Primary Date: Wed., Sept 23, 2020
Makeup Date: Wed., Oct 27, 2020
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Thank You!

• Ayaka Nukui, Idaho SDE: anukui@sde.idaho.gov

• Idaho Field Team at: IdahoSDSupport@collegeboard.org

• Steven McCue at: smccue@collegeboard.org

• Eddie Pawlawski at: cpawlawski@collegeboard.org

|36
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Thank you!
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	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
	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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	Agenda
	Agenda
	Agenda
	Agenda


	•
	•
	•
	•
	•
	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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	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





	Makeup As Primary (SAT Only)
	Makeup As Primary (SAT Only)
	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





	Invoicing Process
	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
	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.







	Making Grade
	Making Grade
	Making Grade
	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.




	Figure

	Invoicing Process
	Invoicing Process
	Invoicing Process
	Invoicing Process


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


	•
	•
	•
	•
	Select 
	Enter Invoice 
	Information


	•
	•
	•
	Follow the prompts, as 
	needed
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	Thank You!


	•
	•
	•
	•
	•
	Ayaka Nukui, Idaho SDE:
	anukui@sde.idaho.gov
	anukui@sde.idaho.gov
	Span
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	•
	•
	•
	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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