
ACCUPLACER November 2024 Release—Ordering Update 

On November 18, 2024, users will be able to add units to their account immediately upon 
successful online order submission.  From the Ordering menu option within the ACCUPLACER® 

platform, Institution Administrators, Site Managers, or the newly created Purchaser role must 
choose between ordering Units or Materials.   

The Purchaser role, limited to ACCUPLACER Ordering related activities, can be assigned to an 
individual who assists with office administrative tasks, but not necessarily involved in the 
maintenance of an ACCUPLACER site or the proctoring of ACCUPLACER tests.  The Purchaser 
role is capable of adding units at the institution or site level and is exempt from the 
ACCUPLACER Certificate of Test Administration (ACTA). 

Once the desired option is selected, the platform will guide you through the purchasing process.  
Users will still be able to create a price quote via the Save Quote option.  Within the Units tab, 
users must identify the institution or site where the units are to be allocated.  Site Managers will 
only be able to allocate units to their site. 
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On the Complete Order tab, users will select whether they will pay by credit card or by purchase 
order.  When paying by purchase order, it is imperative that the Billing Email Address be 
accurate so the proper individual will receive the invoice.   

 
 
When paying by credit card, users will be taken to a secure page for payment. 
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Upon successful order completion, units will immediately be added to the location selected on the 
Units tab.  An entry will appear in the Order History section of the Ordering screen where it can be 
downloaded for printing purposes when desired.  Additionally, upon a successful transaction, users will 
receive an email with a copy of the completed order form. 

 

If the transaction can’t be completed, users will be taken to the Order History screen with an error 
message noted at the top of the screen and a Failed status. They can retry the transaction from there 
which will take them back to the Complete Order tab. 

 
The system works the same way when opting to purchase Materials, guiding you through to the 
Complete Order tab. 

 

Materials orders received via the online process will continue to be routed to and fulfilled by the College 
Board ordering department (accuplacerorder@collegeboard.org).  Invoices for materials purchases will 
be sent to the Billing Email Address as identified during the online process. 
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