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Welcome to ACCUPLACER

ACCUPLACER’ is a series of tests that evaluate students' skills in reading, writing, and math.
Tests in the ACCUPLACER platform are delivered online, helping colleges assess student
readiness for introductory credit-bearing courses and make reliable placement decisions.

Initial User Login to ACCUPLACER

To access the ACCUPLACER platform, a user profile needs to be created. If you are the
Institution Administrator (IA), ACCUPLACER will create your user profile. For all other
roles, the IA will create the user profile. Depending on the size of the institution and
the nature of the individual's responsibilities, a person may have several user profiles
within the ACCUPLACER platform. For a complete list of ACCUPLACER user roles and
permissions, see the User Roles and Permission Levels: secure-media.collegeboard.
org/digitalServices/pdf/accuplacer/accu-user-roles-permission-level.pdf

TIP: ACCUPLACER also recommends you include the role at the end of a username.
For example: _sm for Site Managers, _ia for Institution Administrators, _pro for Proctors.

When your user profile has been created by the IA for your specific role(s), you will
receive an email like the one below. To gain access to the ACCUPLACER platform:

= Open the Welcome to ACCUPLACER email.
= Click the New User Login button to launch the New User Setup webpage.
= Follow the guided steps to complete your setup.

+ IMPORTANT: Please be aware that the New User Login link will expire 30 days from
the date it was sent.

Welcome to ACCUPLACER - New User Credentials

ACCUPLACER <NoReply@accuplacer.info> © Reply All ﬂ

A To Bash, Darrin Mo 021 10:17 AM

If there are problems with how this message is displayed, click here to view it in a web browser.

This email is 1o confinm your S8t up & & user on the ACCUPLACER Plrform.
Usernarre: dtbash_sd_is
Vo have been assigned the following user roles and/or sites:

Draduuly User Role: bnstinistion Administratos [*CB UAT Institution)

To asccess ACCUPLACER, pleass cick the bedow link to set up your account:

Clicking an the link above will take you fo the platform where you will be provided with irstrnsctions and the opporturity to change your password io something that will be easler to rememiber.

Please be aware that the password link has been 24 to expire in 30 days.

Fer more information sbiou the ACCUPLACER platform, we encourage you 10 refer 1o the ACCUPLACER User's Manual on the Resaurce Tab on the ACCLPLACER Platfamm,

M oo haee vy cquiestions plese Click hie 10 suberiil 8 suggpart Gicket or Call B66-607-520%. Our houss of operations are Monday theough Friday, 7 AM to 8 PM Exstern Tene and o Saturdays Trom 8 AN 1o 5 PM Esstern Time.

Thank yoe,
ACCUPLACER Technical Supparn

ACCUPLACER User's Guide © 2022 The College Board.
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New User Setup
The New User Setup process is comprised of four steps:
= Step one, Authentication Details, prompts you to enter your:
+ First Name
+ Last Name
+ Username (as it appears in the email)
= Click the Next button to continue.

'CollegeBoard  ACCUPLACER

= Step two is the System Software License Agreement.

+ Read the license agreement using the scroll bar on the right to see the entire
agreement.

+ Click the Print button to print a copy of the full agreement, if desired. Once you're
done reviewing the agreement, you may either:

- Click the Accept button to agree to the terms of the agreement.
- Click the Decline button to decline the terms of the agreement.

+ WARNING: Declining the terms of the agreement will prevent you from
accessing ACCUPLACER.

T 'Collogeboard  ACCUPLACER

1 Lineras Resctiar
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= Step three, Answer Security Questions, requires you to select three different
questions from the prepopulated question list and type your response to each
question in its respective field.

+ Question responses are not case sensitive.

+ Should you ever forget your user password, answering these security questions
will allow you to reset your password without having to contact customer service.

= Click the Next button once completed.

Vi Collegetioard  ACCUPLACER

&

® - ...

= Step four, Change Password, is the final step in the New User Setup. Here you will
create a unique password for your account.

+ Inthe New Password field, enter the password you are creating for this account.
+ In the Confirm Password field, enter the password a second time.

- If both entries do not match and/or do not meet the minimum requirements,
you will be alerted to make the necessary corrections.

+ Password requirements:
- Must be a minimum of nine characters in length
- Must contain three of the following four criteria:
+ At least one lowercase character (a through z)
+ Atleast one numeral (0 through 9)
+ Atleast one uppercase character (A through 2)
+ Atleast one special character

ACCUPLACER User's Guide © 2022 The College Board.
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slep 4 - Change Password

=4 bila_bash,ia

= WARNING: You should never share your user profile credentials or password with
anyone. Sharing your login details can potentially give unauthorized users access
to student personally identifiable information and jeopardize test integrity. If you
feel your password has been compromised, you should change it and contact
ACCUPLACER immediately.

= Click the Submit button to complete the New User Setup.

» After clicking Submit, your login credentials are authenticated and you are
automatically logged on to the ACCUPLACER platform.

- NOTE: For all future logins, visit accuplacer.org, enter your username and
password, and click the Login button.

- IMPORTANT: Depending on your security settings, your browser may prompt
you to save your username and password when logging into the ACCUPLACER
platform. To ensure test security, we strongly recommend that you do not save
your user credentials if prompted.

+ While using your browser's password manager to remember your login
information can be convenient, you place yourself at great risk of having your
account accessed by an unauthorized user.

+ Remember to always lock your computer when away from your desktop.

ACCUPLACER User's Guide © 2022 The College Board.
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Review User Information

Individuals with Institution Reporter (IR), Institution Score Reporter (InstSR), Institution
WritePlacer® Reporter (IWPR), Site Reporter (SR), Site WritePlacer Reporter (SWPR), or
Site Score Reporter (SiteSR) accounts will be prompted to review their user information.

Upon logging on, the My Profile section will automatically display.

€ Roko/Sir Marugorront

= Review your user details under Demographic Information.

= Click the checkbox next to, "I would like to receive marketing communications from
ACCUPLACER" if desired.

= Once satisfied, click Save to save changes and confirm the details are correct.

+ NOTE: You will be prompted to review this information every time you log in if you
do not click the Save button.

| © Demographic information

" inaltaten Addrend Leg | maliyton Addhead Lie 2

Al o M
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Individuals with 1A, Site Manager (SM), Proctor (PRO), or Proctor Reporter (PROR)
accounts will be prompted to review their user information after passing the
ACCUPLACER Certificate of Test Administration (ACTA) assessment. The ACCUPLACER
Program recommends that you check all users’ status each semester to make sure only
authorized personnel have access.

For security purposes, usernames expire every 12 months. If desired, to get all users
onto the same expiration cycle, follow these steps:
1. Loginasan lA.

2. From the left-hand menu, click Users > Manage Profiles > User Profiles and then
click Search. This brings up your entire user list. If you have more than 10 users,
be sure to change the view to 50, 100, 200, or 250.

3. Click the checkbox next to the Username field. This will highlight all users that are
visible on the page.

4. Click on Update Account Active Dates. A From/To calendar will appear.
5. Pick a To date that is one day short of 12 months, and click Save.

Logging In to ACCUPLACER

1 Collegeioart ACCUPLACER

Welcome to the ACCUPLACER
Platform

Ty lesaaim more aboul e ACCUPLACER progeam, please visd our welsie &) JREESTEEER

Start Test with Vo hes Fast Track Student Portal
Phegue chrt s bt 1 L S s e Arress your AOCUPLACER e s, fewniaaed s
wousther. | taaling with 0 Tench logn pactics reseurces, oo find a eling ocation clnes o

e B bufien o wtar! your feed
e

To log in to the ACCUPLACER platform:

= Enter your username and password in the appropriate fields in the upper right corner
of the accuplacer.org site.

= Click the Login button to the right of the password field to login.

+ NOTE: If the username and password are incorrect, a warning message will be
displayed below the user credential fields.

© The Username or Password you entered is not valid.

Please try again.

+ WARNING: To ensure the security of your account, you will be locked out of your
ACCUPLACER account if you try to log in with an incorrect password more than five
times. If you do get locked out, please contact customer service at 866-607-5223.

ACCUPLACER User's Guide © 2022 The College Board.
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+« WARNING: Do not log in to accuplacer.org more than once on the same computer.
Having multiple tabs or browsers open on the same computer will result in the
security error message, "User permission rules have been violated.”

What’s New

Upon successfully logging in to the ACCUPLACER platform, you will be taken to the
homepage where the What's New pop-up screen will display.

The What's New pop-up contains important information (e.g., recently released features,
upcoming maintenance windows, tips to help you navigate your account), that you should
be aware of as a user. After reading the alerts, you may choose to:

= Click the Close button to dismiss the pop-up and have it display the next time you login.

= As abest practice, ACCUPLACER recommends clicking the checkbox that says,
"Do not display this notification again until a new notice is posted,” located at the
bottom of the pop-up screen. This will:

+ Suppress the What's New pop-up screen from displaying every time you log in
until new content is published on the page.

+ Ensure you never miss a new message posted to the platform.

- Click the checkbox next to “Do not display this notification again until a new
notice is posted.”

- Click the Submit button to save this action.
- Click the Close button to dismiss the pop-up and display the homepage.

7 ACCUPLACER

What's New

* What's New

Last update - July 8, 2020

Take Action: You Must Use the Next-Generation Tests for ATB Testing

Effective Wednesday, July 1, 2020, Classic tests will no longer be available for ATE testing.
All ATB Branching Profiles have been updated to include the newly approved Next-Generation
tests, which also includes the COMPANION version of each test for students requiring
accommodations.

Any outstanding, active vouchers using classic Branching Profiles will need to be
inactivated and reissued for the approved Mext-Generation Branching Profiles.

All testing must continue to be given under an institution’s approved College Board ATB
Site—there are no exceptions to this rule.

Below are the approved ATB tests and the corresponding passing scores

ACCUPLACER Test Passing Score e

Do ned display this natification again unlil a new nolica 15 posled Submit Close

+ TIP: You can access the What's New screen anytime by navigating to the Help
& Information menu option and clicking What's New.

ACCUPLACER User's Guide © 2022 The College Board.
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Main Navigation
In the header row at the top of the platform, you'll find the Menu icon and the User Profile
drop-down menu specific to the user profile you are logged in with at any given time.

Diariin
ACCUPLACER @ Instituion Administranor =

Menu Icon Navigation
= Clicking the Menu icon will collapse the left-side navigation menu list.

= Clicking the Menu icon a second time will expand the left-side navigation menu list.
+ Collapsing the menu can provide additional screen space to display everything

you are working on and limit the need for scrolling up and down the page.

# Home A Home

+ NOTE: By default, the navigation menu list is visible each time you log into

the platform.

« TIP: To gain more screen space and still maintain the menu navigation, use

the left arrow at the bottom of the menu navigation list.
- Click the left arrow to collapse the menu up to the section icons.
+ When collapsed, the left arrow is replaced with a right arrow.

+ When collapsed with only the icons displaying, hover over any icon to
display and select a sub-section to navigate to.

- Click the right arrow to return the default navigation menu view.

ACCUPLACER User's Guide © 2022 The College Board.
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User Profile Navigation

Darrin
Institution Administrator

In the upper right corner of the header row is the active User Profile drop-down menu.
By default, the first name and user role of the individual logged in is displayed.

Single Role User Profile Navigation
Clicking the down arrow provides helpful user profile details and actions.

= For auser assigned to a single role, in the drop-down view you will see:
+ The Institution or Site Name associated to the user role profile
+ The Institution or Site ID associated to the user role profile

*

The Change Password option

*

The Profile option
+ The Sign Out option

Multiple Role User Profile Navigation
= For a user assigned to multiple roles, in the drop-down view you will see:

+ The Institution or Site Name associated to the user role profile actively logged into
the platform

+ The Institution or Site ID associated to the user role profile actively logged into
the platform

+ The Switch Role/Site option to change to a different assigned user role
+ The Change Password option

+ The Profile option

+ The Sign Out option

- TIP: Get in the habit of always looking at the user profile navigation container
and noting the role indication you are actively logged in as and using.

ACCUPLACER User's Guide © 2022 The College Board.

Darrin .
Site Manager

Q, Change Password

Wbechan i Profile

@ Sign Out

Darrin
Irstitution Administrator

on Mame: *SethHerz Testinstitution

6 Switch Role/Site

Q‘ Change Password
& Profile
(= Sign Out

11



ACCUPLACER Certificate of
Test Administration

User Roles Access: IA, SM, PRO, and PROR

Diarin
-
Instution Adrinistratorn

¥/ CollegeBoard ACCUPLACER

ﬂ HAame

Ak Please click on Certificate of Test Administration for information on gaining full system access.
NOTE: Be sure to downioad and review the relevant AC TA assessment study materials under the Resources menu before taking the test.

For security purposes, the IA, SM, PRO, and PROR roles are required to pass a
certification test before gaining full access to the ACCUPLACER platform.

= New users, and existing users who have let their certification lapse, will be directed to
the Certificate of Test Administration menu option to take the certification test to
enable full system access.

= Existing users who have passed the certification test will be required to take the
assessment annually to renew their certification and maintain access to the platform.

= Users will continue to have restricted access until passing the certification test.

+ NOTE: Users with multiple accounts within an institution will need to pass the
certification test once for each role combination of IA/SM or PRO/PROR. This is
required because each certification test contains content specific for each role
combination. The certification will cascade to the other accounts at the same
user level.

- Example: If a user has multiple proctor accounts within an institution for
different sites and passes the test, the user's other proctor accounts within that
institution are considered certified as well.

Training Materials

Users will have access to the Resources tab, where a link to the ACCUPLACER
Certification of Test Administration Training Materials as well as other valuable training
resources can be found. To access the training materials:

= Click on Resources in the main menu. The available resources will display.

+ Click on the ACCUPLACER Certificate of Test Administration (ACTA) resource
link. The Resources: ACCUPLACER Certificate of Test Administration (ACTA)
training material window will display along with the training materials to prepare
for the certification test.

- NOTE: All users will continue to have access to the ACTA training materials and
the user certification links even after passing the test.

©collegeBoard ACCUPLACER

Darrin
Institution Administralors

& Resources

@ Resources

Rescurce Nams

ACCUPLACER User's Guide © 2022 The College Board.
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Administering the ACTA
When ready to take the ACTA exam:

+ Click on Take the Certification under the Certificate of Test Administration
menu option. The Certification Test section will display.

A Home

Ceriificate of Test
L Administration

4 Please click on Certificate of Test Administration for infermation on gaining full system access.
NOTE: Be sure to download and review the relevant ACTA assessment study materials under the Resources menu before taking the test.

+ Read the instructions provided. When ready, click the Administer Certification
Test button to begin the test administration.

+ The Certification Test instruction screen will lock down, and a new Certification
Test window will open displaying the terms and conditions.

Certificate of Test # Certification Test
Administration

Thank you for your inderest in becoming an Institution Administrater, Bafore you can receive your ACCUPLACER login credenials, you must review al procior
training matedals and pass the ACCUPLACER Certificale of Test Administration (ACTA) assessment

The ACTA Is designed 1o ensure all users accessing the platform to manage thelr accounts and/or procior assessments have a thorough understanding of
ACCUPLACER's test security policies and prociorning guiielines

As an Institution Administrator, you must pass this assessment with a scere of 100% to receive your platform login credentiats. ¥ you do not pass on fe first
11y, yOu may retest until you are able 1o Ieceive & passing score

Before beginning the assessment, please study the provided ACCUPLACER iraining malerkals located under the Resources menu. Although the test s untimed, be
sune 1o sel aside encugh tme for completion; | you are unabde 1o finish In one siging, you will have 10 resume the test from the beginning,

Directions: Sewcl e coredt response bo each of the fallowing questions. Keep in mind there will be questions hal hayve moee Nan o coresct answel choics. and
¥ou MUST select each coirect answer choice for ihe response 1o be cormect

Administer Cestificaion Test

= Read the terms and conditions carefully.
= Click the checkbox next to "l have read and agree to the above terms and conditions”
to accept the terms and conditions.
« Clicking the checkbox and accepting the terms and conditions enables the
Accept button.
- If accepting the terms and conditions, click the Accept button and begin testing.
- If declining the terms and conditions, click the Decline button. The test window
will close and end the test session.

+ WARNING: If you choose to decline the terms and conditions, the ACTA
test cannot be administered. A discussion with your school administrator
should be considered to discuss other possible ACCUPLACER roles that
do not require ACTA certification.

ACCUPLACER User's Guide © 2022 The College Board.
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Terms and Conditions

By checking the box below, you agree that you:

Decline

+ have reviewed all training materials associated with this test,
« understand that all test material presented is confidential and owned solely by the College Board, and
» will not share the information presented in this test in any way, with anyane, even after you complete the test.

I have read and agree to the above terms and conditions.

= IMPORTANT:

+ The ACTA exam will not deduct any units from the institution/site to which the

user belongs.

+ The ACTA exam must be attempted in one sitting, as it is not lengthy. Saving and

finishing later is not an option.

+ There are no restrictions as to the number of attempts needed to pass.
+ Certification expires one year from the date the user passes the test.

+ Users must score 100% to pass.

ACTA

When achieving a passing score of 100% on the ACTA, a link to download the

ACCUPLACER Certificate of Test Administration will display.

= TIP: Display for each proctor in your testing center.

= TIP: Save an electronic copy in your IA files for reference.

ACCUPLACER

Qliver Bash

has sucoessfully completed and passed the

assessment, and is eiigible to manage an ACCUPLACER account at

*CB UAT Institution

£ on,

Emdy J. Pautsen, Evecutive Direcior. ACCLPLACER

) CallegeBoard

ACCUPLACER Certificate
of Test Administration

A copy of the ACTA can be downloaded at any time:

= Click on Download Certificates under the Certificate of Test Administration menu.

+ The Download Certificates section will display.

ACCUPLACER User's Guide

© 2022 The College Board.



#A Home

Certificate of Test
#*

Administration

Download Certificates

= |nthe Certificate Results area, locate the specific test administration to download the
certificate from.
= Click the Download button in the Action column for the certificate to be downloaded.

= The respective certificate will download in PDF format.

¥ Download Certificates

B Certificate Results

Certification Type Date of Certification Action

New 2020-12-01 & Download

+ NOTE: The Certificate Results area will list current and previous certifications.

ACCUPLACER %CollegeBoard

QOliver Bash

has successfully completed and passed the

ACCUPLACER Certificate
of Test Administration

assessmant, and is aligible 1o manage an ACCUPLACER account at

“CB UAT Institution

p

Emiy J. Pacdien, Executng Dineclor, ACCUPLACER

Renewal Notification
When the certification needs to be renewed, a countdown starting at 30 days will appear
on the homepage to notify the user of the upcoming renewal certification.

Darrin
!CollegeBoard  ACCUPLACER @ sttt Adrinstraton

A Your login credentials will be temporarily revoked in 14 day{s). In order to retaln access 10 the application, please complete the certification test

ACCUPLACER User's Guide © 2022 The College Board.



= WARNING: Once the countdown ends, user permissions will be revoked until the user
passes the certification test. Should this occur, training materials will still be available in
the Resources menu for test completion.

= NOTE: If an existing certified user fails the certification test but is within the allotted
timeline (countdown still has days left), access will remain intact.

= TIP: Do not wait until the last minute! Set time aside in your calendar to get recertified
as soon as the 30-day countdown starts.

Tracking User Certifications

The User Certification Report provides a way for an IA and SM to track the progress of
users required to become ACTA certified based on the user role. To learn more about this
report, visit the User Certification Report section in the ACCUPLACER Reports Guide.

User Account Password and Profile

All users can change their passwords and edit their profiles at any time by clicking the
User Profile details drop-down in the top right corner of the screen.

= Click the User Profile to display the User Profile drop-down menu options.

Darrin
Institution Administrator

Institution Name: *SethHerzTestInstitution
Institution ID: 007532

G Switch Role/Site

Q, Change Password
& Profile
[ Sign Out

= TIP: If you suspect your password may have been compromised, change it immediately.

Switch Role/Site

To move between assigned IA/SM or PRO/PROR assigned roles/sites:

= Click on Switch Role/Site from the User Profile drop-down menu. This will open the

Switch Role/Site pop-up.

4 Switch Role/Site

Role Name Institution/Site Id
Institution Administrator 013613

Site Manager 013613-002
Site Manager 013613-003
Site Manager 013613-000
Site Manager 013613-004

Institution/Site Name
*CB UAT Institution
CBUAT - Site 2
CBUAT - Site 3
Demo Site

kmontognese - site 1

Action

d 18 |8 88

Total Rows : 13

ACCUPLACER User's Guide

© 2022 The College Board.
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= Click the Switch button under the Action column and select the preferred role/site.
= Click the Yes button to confirm switching to the selected role/site.

& Switch Role/Site Confirmation

Are you sure you want to switch to a different role/site?

Note: Any unsaved data on the page will be lost.

Yes No

Change Password
To change your password:

= Click on Change Password from the User Profile drop-down menu. This will open the
Change Password screen.

Change Password

Establish a new password for your account below. This will be your new password for accessing the platform.
Passwords must be a minimum of nine characters in length and contain three of the following four criteria:

« atleast one lowercase character (a through z)
« at least one numeral (0 through 9)

« at least one uppercase character (A through Z)
« at least one special character

Username dbash_sti_ia

* Current Password
* New Password

* Confirm Password

Reset Submit

= The Change Password screen will display the username that is currently logged into
the ACCUPLACER platform.

+ Enter the current password in the Current Password field.

+ Enter the new password in the New Password and Confirm Password fields.
- Be sure to note the password rules and requirements.

+ Click Submit to save the changes.

« IMPORTANT: For security reasons, you are required to update your password
every 90 days. An email will be sent to the address associated to your user
profile 10 days prior to the expiration date.

+ WARNING: If you do not change your password prior to the expiration date,
you will be prompted to do so next time you log in.

ACCUPLACER User's Guide © 2022 The College Board.
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ACCUPLACER Password Expiration Notice

cuplacer.info> H
Sat 7/

10 AM

Dear ACCUPLACER User,

Your ACCUPLACER platform password will expire in 10 days. Please change your password by clicking on the dropdown menu
under your profile name. If you are unable to do so in the next 10 days, the next time you login, you will be prompted to change
your password.

dbash_sti_ia
Username

User Type: College Board System Administrator

Thank you.

ACCUPLACER Team

Basic Profile Changes
You can review and edit your user profile at any time:

= Click on Profile from the User Profile drop-down menu to display the My Profile section.

& My Profile =
* Indcates sequired tolds

hattia Piarman © Lawt Marra

D deriphon

= Click on Demographic Information to expand the container and display the
user information.

'@ Demographic Information

* instRution Addreze Line 1 InstAution Address: Line 2
101

" Courry * State ¥ Cithier Spacify
United States w Ohio v

" Gty * JIPfPastal Code
lowa city 52358

* Instrubion Ermail Address

& dbash@collageboard org
" Institution Phane Mobils Pharse Mumiber
B +1 - 3185551212 -

* ACIE ACE UL

* Fram " To

OORIZ022 m

120872021
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+ Make your changes and click the Save button at the top of the page.
- IMPORTANT: User Type cannot be edited by any user type.

+ Proctors and reporters of all types are unable to update:
+ Active Account From/To date fields
+ Username field

+ SMs and IAs can edit:
+ Active Account From/To date fields
+ Username field

Retrieving a Username or Password

If you forget your username or password, you can easily retrieve your credentials without
the need to contact customer service.

From the ACCUPLACER landing page (accuplacer.org):

= Under the Username and Password fields, click on either:
+ Forgot your Username?
+ Forgot your Password?
The appropriate pop-up screen will display.

speloard  ACCUPLACER

e to the ACCUPLACER
rm

ut the ACCUPLACER peogram

Start Test with Voucher Fast Track Student Portal
Ploase click Bher buion el 1 bisgin bsting with & Expadite Bw stuckenst [ro-testing proosss via Bw Faat ¥ CER nal pesuits, downlbad ne
wrchar. If iesting with Examity o7 Prociorirack. D0 ROT Treck o I il 3 lting RCation Cose
s il Flokir b i vorwchod

Forgot Username
= Click on Forgot your Username?

= At the prompt, enter the email address associated with the username in question.
= Click the Send My Username button.

= If the email address matches an email address on file, the username will be emailed to
the specified email address.
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Forgot Password

= Click on Forgot your Password?

Forgot your Username?

= At the prompt, enter your
Please emed your amail a00ress in the space below username.
en Sand My Usernama, your usermama will ba sant to the emaill address .

= Click the Send My Password
= button.

= |f the username matches a

Ciote | SandMy Usamama username on file, an email with

directions on how to reset the

passwor.d will be sent gsing .
the email address on file that is

it o B ebiicsdc associated with that username.

Pleass enter your Username in the space below

Once you ¢iick on Send My Password, instructions for ressting your password will be
$0nt 1o the emall address on file in your user profile

Close Send My Password

System Requirements and Features

To see if your computer meets the minimum specifications required to administer
ACCUPLACER tests:

= Go to the ACCUPLACER landing page (accuplacer.org).
= Click the Verify System button.

T'iinlegelicard  ACCUPLACER

Welcome to the ACCUPLACER ‘

Platform
1o earn more about { prOgiam, pleurse veal o welrcle al _

Start Tesi with Voucher Fast Track Student Portal

Py b o Lt Gk b g et vt 1 guniie: o e por: ety prim s s thee Pt A ACTUPLACE H bt v, dhrmlinsd boe:
womher I bl with E sty L] Trmch b sourcrn or fd @ e oo dhees b
s baaiion Ba shart pous el

vovad b grtiie e,

+ Clicking the Verify System button automatically initiates a systems compatibility
check on your device.
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The System Requirements page displays the results of the system check along with any

upgrade recommendations.
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Dashboard Menu

Shown below are the different menus for an Institutional Administrator (IA) and a Site

Manager (SM). If you are logged in as an IA, you have the same access to the Test Center

Management Dashboard and the Summary Dashboard as an SM.

Institution Administrator

#A Home

* Certificate of Test
Administration

@® Dashboard Menu

Test Center Management

Summary Dashboard
% Users
© Vouchers

0 Convert to Next
Generation

£+ Test Setup
7= Placement Setup
(¢ Administer Test

» COMPANION Processing
(£ (COPPS)

lshl Reports
& Resources
™ Order Forms

© Help & Information

ACCUPLACER User's Guide

Site Manager

Home

Certificate of Test
Administration

@R Dashboard Menu

Test Center Management

Summary Dashboard
Users

Vouchers

Convert to Next
Generation

Test Setup

Placement Setup

Administer Test

COMPANION Processing
(COPPS)

Reports
Resources
Order Forms

Help & Information
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Test Center Management

The Test Center Management sections allows testing staff to manage testing activity
from one page. The following user roles have access to Test Center Management: IA, SM,
Proctor (PRO), and Proctor-Reporter (PROR).

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > “How To" Platform Training Videos for a video tutorial on the Text Center
Management section.

The Test Center Management section provides an overview of the testing activity across
an institution or a single site, showing the following information:
= The number of active test sessions
= Sessions started
= Sessions completed
= Units used
= Units remaining
The following actions are also available:
= Launch test sessions
= Stop test sessions
= |nvalidate test sessions
= View or send test scores

Clicking on Test Center Management, located under the Dashboard Menu navigation,
will display the Test Center Management section. By default, this section opens
displaying the current day (Today Only) testing activity across your institution or a single
site, depending on your user role.

= NOTE: As an IA, the Test Center Management section provides the ability to review
work being done by SMs, PROs, and PRORs at various sites.

= TIP: The dashboard is a great way to monitor and manage day-to-day testing
activities from a remote location for multiple sites.

@ Test Center Management [

Sie Hame

<] Gibe w

Q@ Findd Test Sessions By Search Flter

Fies oy Test Daie Foer =]

m
L 1}

Taday Cinky - 1Aea

1 3 2 9 187277

ATV SETDISHD TOOAY ST ITARTED TODAY S 33134EH CONMPLETED TS0 UHITD UBED TEDAY LNITS ACMAINED

Crament Stats Satue (latess Aetiora
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The Test Center Management section is comprised of test session search parameters
and filters, statistical test session data, and actionable search results. To perform a
search, select from the available search options provided.

Site Name
User Role Access: |IA only
The Site Name drop-down menu lists all sites associated to your institution. To select a site:
= Click the Site Name field (-Select Site-) to display all sites associated with your
institution.
= Click the desired site name from the list.

@ Test Center Management B

Sie Mame

-Select Site-

Sile Name

~Select Site-

-Select Sile-

“ATB Test Administrator Certification Site: DO NOT MAKE CHANGESI
Adelphi University - ATB Tesling

Advanced Training Asscciales

Aims Community College - ATB Testing

Alabama Southern Community College - ATBE Testing

Alamo L’;olleges (Central Texas Tacr.nnlr.g:,' Center) - ATB Text ng
Alamo Colleges San Antonio College- ATE Testing

Albany Technical College - ATB Testing

+ Selecting a site from the drop-down menu automatically refreshes the page and
displays live stats, providing insight into staff workloads (e.g., active sessions,
sessions started today, sessions completed) for the specific site location.

Filter by Users
User Role Access: |IA only

When selecting a specific site from the list of available sites displayed in the Site Name
drop-down menu list, the Filter by Users sections will display below the Site Name field.
To apply an optional user filter:

= Click the Filter by Users bar to expand the Filter by User area and display the
available options.

Sile Mame

*ATE Test Administrator Certification Site: DO NOT MAKE CHANGES!

© Filter By Users

= The Users grid displays the available users and the following user information:
+ Username:
+ Site Name:
+ Role Name:
+ Last Name:
+ First Name:

= Click the checkbox to the left of the username to filter the search results and display
only the test sessions proctored by the selected individual.

NOTE: Selecting a user to filter is optional.
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Find Test Sessions by Search Filter
User Role Access: IA, SM, PRO, and PROR

The Find Test Sessions by Search Filter section provides the ability to search historical data
by a predefined or custom date range by utilizing the Filter by Test Date drop-down menu.

Q Fir
L &
Y

288 ... 267 63z, .

el Sew

= An error message will display when selecting a date range greater than 12 months.

+ IMPORTANT: Five years of historical data are available for review, but the
maximum time span for this search is 12 months.

Filter by Test Date
Filter by Test Date has five available options.

= Today Only (default) -
= Yesterday and Today
= Last 7 Days

= Last 30 Days

= Custom Date Range: Click the calendar icon and select the dates you want entered

in the From and To fields, or enter the dates manually using the format MM/DD/
YYYY.

+ NOTE: Attempting to perform a Custom Date Range search with a date in the
future, or using improper date formatting, will trigger an error message.

+ TIP: When using the calendar icon to select a custom date range:
= Use the right arrow and left arrow at the top of the calendar to move in monthly

L Aiagatt 2020

Sun Men Tus ed  Thu

r

increments forward or back from the current month.

Lere

ACCUPLACER User's Guide © 2022 The College Board.



= Click on the calendar month and year located between the right and left arrows to
quickly select a different month.

= Click on the calendar year located between the right and left arrows to quickly select
a different year.

€ I Juin 2021 I 3 —
'ml.m. Tur Wed T B I‘rr ™ < 2021 ? T 2

Today  Chear Done
pane Today  Clear Dane Dy

Live Stats/Stats

In this area of the Test Center Management section, statistics are displayed based on

the Filter by Test Date selection. Since the report defaults to Today Only, the statistics
displayed are live stats for the current day. Based on the predefined or custom date range
selected, the following data will be displayed:

= Active Sessions Today: Displays when Today Only is selected from the Filter by Test
Date menu.

+ Displays the number of active test sessions (In-Progress).

= Sessions Started: Displays the number of test sessions that started for the defined
period.

= Sessions Completed: Displays the number of completed test sessions,
not individually completed tests.

+ For example, a Branching Profile (BP) containing three tests, with two tests
completed and the third in a “"Save and Finish Later” state would not be counted as
completed in the dashboard. Only after the third test is resumed and completed
would the test session be counted as completed and the number 1 would be
added to the tally on the dashboard. Sessions completed means that all tests in
each BP are completed.

= Units Used: Displays the number of units consumed for the defined period.

= Units Remaining: Only displays when Today Only is selected from the Filter by Test
Date menu.

+ If auto allocation is turned on for the institution, the number displayed will be the
sum of the site’s units and the institution’s units. Otherwise, the number displayed
will be the site's units only.

+ NOTE: The Filter by Test Date selection will change to Live Stats when Today
Only is selected and to Stats for all other choices. Also, the statistical data
display names will be appended with the Filter by Test Dates selection.

Test Session Search Results

This area of the Test Center Management section displays the test session search results
across an institution or a single site based on selected search criteria. You can also
perform various actions to a single test session based on the test session status.
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Today’s Sessions
By default, when clicking on Test Center Management under the Dashboard Menu
navigation, a search is automatically performed with a Filter by Test Date of Today Only.

When searches performed for test sessions only occurring on the current date (Today
Only), the test session search results area will be titled Today's Sessions and provide
additional tabs for filtering the current day's test activity.

B Today's Sessions

All Awaiting Approval Active Completed qQ m =

First Mamée Last Namé Student ID Start Date End Date Branching Prafile Current Status  Status Details Actions
000000F M T1IX2020 1113 AM  1A32020 1117 AM  Certiication Test Completed &~
132020 2 AN Nexl-Genaration Anthmabc - Quastion 12 of 20 -
4 11132020 0954 | 2020 11 Active Next-Ganaration Writing - Quaston 21 of 25 -

Tab Filters: Today’s Sessions Only

The Today's Sessions tab filters provide the ability to narrow down the current-day test
activity based on the test session status.

Available tab filters:

= All: By default, the All tab is selected for searches with a Filter by Test Date of Today
Only. All test activity for the current day is displayed.

Eﬁ.,-.._m._., hove  Compewd @

= Awaiting Approval: Test sessions shown under the Awaiting Approval tab indicate
a Voucher and/or a Fast Track test administration is waiting to begin. When
selecting the Awaiting Approval tab, the multi-action button will display to the left
of the First Name column.

+ The multi-action button provides the ability to quickly start test sessions in bulk.

- NOTE: As soon as an Awaiting Approval test session begins, it becomes active
and will appear under the Active Status tab.

- NOTE: Ensure all test takers have reached the "STOP - Wait for Approval”
message before bulk-approving a test session.

* There can be a delay for all test takers to appear under Awaiting Approval
based on how quickly test takers complete the preregistration and also
computer connectivity.

+ Once approved, it's recommended to make sure all test takers were approved
and none were inadvertently missed.

= Active: Displays only active in-progress test sessions.

+ When selecting the Active tab, the multi-action button will display to the left of rp——— ——
the First Name column.

- The multi-action button provides the ability to quickly stop test sessions in bulk.

= Completed: Displays all test sessions that have been closed and are no longer
being administered.

g Mprvl Ao -1

When performing a search for test sessions that occurred in the past, the title of the
test session search results will be named according to the Filter by Test Date selection,
and the additional tabs for filtering will be suppressed.

£ Yesterday And Today's Sessions
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Freeform Filter Field

The freeform filter search field, located at the top of the test sessions search results area,

provides a way to search for specific records within the search results and display only
the records that match. After performing a test session search:
= Click the Filter field.
+ Begin typing your search term.

+ The search results will automatically eliminate the records that do not match the
search term.

g From: 2020-01-01 - To: 2020-09-30 Sessions

Q | Hennyf

First Name Last Name Student ID Start Date End Date Eranching Profile

Henry Keith Examity1 2020-06-29 03:52 PM 2020-06-29 03:58 PM *** Next-Generation
Quantitative Reason
Ing, Algebra, and 5t
atistics

Keith Henry GI0B4TT250 2020-05-12 11:51 AM 2020-05-12 11:52 AM = WritePlacer

Keith Henry 6308477250 2020-05-12 11:24 AM 2020-05-12 11:27 AM *** ESL Listening

Keith Henry GI0e4TT250 202001-22 03:54 PM 2020-01-22 03:56 PM *** Next-Generation

Quantitative
Reasoning, Algebra,
and Statistics

Current Status Status Details Actions

Completed P
Completed B
Invalidated B
Completed .

The following testing activity details are displayed in the test sessions search results area.

= First Name
= Last Name

= Student ID: The test taker's ID assigned by the institution and used to verify their
identity when beginning the ACCUPLACER test administration.

= Start Date: The date and timestamp of when the test session began. The column will

remain blank until the test session begins.

= End Date: The date and timestamp of when the test session ended. The column will
remain blank until the test session is closed.

= Branching Profile: The BP name for the test administration.
= Current Status:

+ Awaiting Approval

+ Active

+ Complete

+ Forced Closed

+ Invalidated

= Status Details: For active sessions, displays the section of the test being
administered and the question number the test taker is currently on out of the total
number of questions in the exam.
+ The field will be left blank for all other statuses.

= Actions: Clicking the Action button will display a drop-down menu of the available
actions for the selected test session based on the session’s status.
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Test Sessions Actions

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > "How To"” Platform Training Videos > "Test Center Management Module
to watch a video tutorial on managing test sessions.

The Action button displayed in the test sessions search results area allows an
administrator to launch test sessions, stop test sessions, invalidate test sessions, and
view or send test scores. The available action that can be performed on a test session is
dependent on the status of the session.

Available Actions by Test Status:

Awaiting Approval Test Session Actions

= Approve Request: This action begins the test administration for Voucher or Fast
Track test administration sessions.

+ From the All tab, an individual test session can be approved to begin by clicking
the Action button and clicking Approve Request from the drop-down menu for
that specific test.

- When starting a Fast Track test administration, you will be prompted to select a
BP from the Test Center Management section.

+ From the Awaiting Approval tab, multiple test sessions can be approved to
begin simultaneously, utilizing the multi-action drop-down option. Individual test
sessions can also be approved under the Awaiting Approval tab. To start multiple
test sessions at the same time:

- Click the multi-action button to display the drop-down menu.
- Click the checkbox next to Select All.
« This action bulk-selects all the active test sessions at once.
+ When bulk-approving test sessions for a Fast Track test administration,
you will be prompted to select a BP from the Test Center Management
section. All test takers to be bulk-approved will be given the same BP during

test administration. Fast Track does not allow different BPs to be assigned to
different test takers with in the same bulk-approved batch.

- Click the Approve Request text in the drop-down menu to begin the test
session for all selected sessions.

Multi-Action ~ |[ICTSETREE. o R 13 | coovios | [0 :

[] Select All [ e - [ e e —

Approve Request el

Active Test Session Actions

= Stop Test Session: This action will prevent a test taker from being able to continue
testing. Upon submitting an answer to the current test question, the test taker will be
presented with a message stating that the test session has been suspended and to
contact the proctor. The test session remains active and can be resumed by a PRO/
PROR under Administer Test > Manage Test Sessions.

+ From the All tab, an individual test session can be stopped by clicking the Action
button for the specific test that needs to be stopped.

TIP: This functionality works well when a test taker needs a score for one section of
the BP and does not need the remainder of the tests in the BP that was assigned.
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First ama Last Name Srugem i $aan Dame End Date Brancring Profile Sratvs

$nangs Ceaalls Agmans

+ From the Active tab, individual test sessions can be stopped, and multiple test
sessions can be stopped simultaneously utilizing the multi-action drop-down

menu. To stop multiple test sessions at the same time:

- Click the multi-action button to display the drop-down menu.

- Click the checkbox next to Select All.

+ This action bulk-selects all the active test sessions at one time.

- Click Stop Test Session in the drop-down menu.

Al fwaiting Approval | Active “ompleted [+}
Multi-Action ~ JEEISTETE VETE
Select All = -
Stop Test Session e
' Shawn

End Caie Bramching Profile

Status Dedails

- A confirmation pop-up will display. Click the OK button to confirm the selected

test sessions should be stopped.

« Selecting OK will close the confirmation pop-up and stop all active test

sessions.

IMPORTANT: A stopped test session under the Active tab will now display under
the Completed tab and the status will change from Active to Force Closed.

= Invalidate Test Session: This action will prevent a test taker from being able to
continue the test and will not deliver valid scores. A message will display stating that
the test session has been stopped and the test taker will be unable to continue.

= View Scores: This action will open the Test Scores window displaying the test name,
status, and score. If a test taker is being administered a BP with multiple tests, all test
names will be listed along with the status. Only complete tests will display a score.

Completed Test Session Actions

= View/Print ISR: This will open a new window with the test-taker’s Individual Score
Report (ISR). The test session’s associated test setting will determine what is
displayed on the ISR. The ISR can only be viewed or printed. The user cannot rebuild

course placements from this screen.

= Email ISR: This will open a pop-up asking for an email address and confirmation that
the user has the test taker's permission to email the ISR. Upon submitting the form,

an email will be sent with a link to the test taker's ISR.

+ IMPORTANT: The View ISR button/link expires 72 hours after receipt.

= Invalidate Test Session: This will prevent a test taker from being able to resume
testing and will not deliver valid scores. The Invalidate Test Session pop-up will
display, asking for a reason the test session is being invalidated along with additional

comments.

+ WARNING: The test session cannot be resumed once invalidated.
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Force Closed Test Session Actions
The forced closed test session functionality is available to all institutions except those
that are a part of the Texas Success Initiative Assessment 2.0 (TSIA2).

= View/Print ISR: This will open a new window with the test taker's ISR. The test
session's associated test setting will determine what is displayed on the ISR. The
ISR can only be viewed or printed. The user cannot rebuild course placements from
this screen. Test scores will only display for tests that were completed prior to the
sessions being force closed.

= Email ISR: This will open a pop-up asking for an email address and confirmation that
the user has the test taker's permission to email the ISR. Upon submitting the form,
an email will be sent with a link to the test taker's ISR. Test scores will only display for
tests that were completed prior to the sessions being force closed.

+ IMPORTANT: The View ISR button/link expires 72 hours after receipt.

= Invalidate Test Session: This will prevent a test taker from being able to resume
testing and will not deliver valid scores. The Invalidate Test Session pop-up will
display, asking for a reason the test session is being invalidated along with additional
comments.

+ WARNING: The test session cannot be resumed once invalidated.

Invalidated Test Session Action

= View/Print ISR: This action will open a new window with the test taker's ISR. The test
session's associated test setting will determine what is displayed on the ISR. The
ISR can only be viewed or printed. The user cannot rebuild course placements from
this screen. Test scores will only display for tests that were completed prior to the
sessions being invalidated. The message “This test session is invalid due to ... " along
with the reason the session was invalidated will be displayed in red font at the top of
the ISR. Any additional comments will display as well.

Individual Score Report

This Test Session is invalid due to "Looking at another individual's screen”. Test

Summary Dashboard
User Role Access: |IA and SM

The Summary Dashboard provides the ability to create graphs of test activity and course
placement activity.

Summary Dashboard Access:

= Click on Summary Dashboard under the Dashboard Menu navigation.

= Click on the -Select One- field to display the drop-down menu and select either:
+ Test Activity Report
+ ourse Report

@ Summary Dashboard

-Salect One-

Test Activity Report
| Course Report

Waakly
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= From the weekly drop-down menu, select either:
+ Weekly (default)
+ Monthly

& Summary Dashboard

Test Activity Report w

o Test Activity Report
From 07/30/2020 To 08/06/2020

Wity

Monthiy

Shown below are sample Test Activity Reports:
= The IA Test Activity Report will display multiple lines, one for each of the top 10 sites.
= The SM Test Activity Report will display one line showing testing for that site.
+ Graph lines will be colored.
+ Inthe top row, a legend will map a color to a site.

+ The horizontal axis represents time and the vertical axis represents the number of
completed tests.

IMPORTANT: From the legend, an IA can click on any site name to remove the specific
site details from the graph.

ol Tt Actiity Report [T ..I -

Shown below are sample course reports.

= The IA Course Report graph will show the number of placements across all sites.
The Course Report displays a bar graph for the top 10 course placements.

= The SM Course Report graph will only show the details from that site.
+ The course names will display at the bottom.
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i Course Report

Bl
Sont

Lourse Fiscement Bate (DD

From 11/06/2020 To 1171372020

+ The vertical line represents the number of students placed into the course.

TIP: This tool can help guide registrars and academics in scheduling based how students

are placing.

IMPORTANT: From the legend, clicking on a placement name will remove the specific

placement details from the graph.
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Users
There are 11 types of users in the ACCUPLACER system:
= |nstitution Administrator (1A)
= Institution Reporter (IR)
= |nstitution WritePlacer Reporter (IWPR)
= |nstitution Score Reporter (InstSR)
= Site Manager (SM)
= Site Reporter (SR)
= Site WritePlacer Reporter (SWPR)
= Site Score Reporter (SiteSR)
= Proctor-Reporter (PROR)
= Proctor (PRO)
= Webservice User (WSU)

Depending on your user role, you will have access to certain features of the
ACCUPLACER system. Shown below are the menu options for the IA, SM, PROR, and PRO.
For a complete list of user roles and permissions, see the User Roles and Permission
Levels: secure-media.collegeboard.org/digitalServices/pdf/accuplacer/accu-user-
roles-permission-level.pdf.

Institution Administrator (I1A) Site Manager (SM) Proctor-Reporter (PROR) Proctor (PRO)

Manage Profiles
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Manage Profiles
Institution Profile
User Role Access: IA only

The Institution Profile is where an |A enters general details about the institution, sets
institution policies that are passed down to allow or prevent sites (associated with
the institution) access to certain features, and includes important institution contact
information should the institution need to be reached in an emergency.

= IMPORTANT: It is the |A's responsibility to periodically review and update the
Institution Profile as necessary.

As an IA, click Users > Manage Profiles > Institution Profile to display the Institution
Profile section. The Institution Profile is divided into five areas:

= Institution Details: Contains details about your institution used internally by
ACCUPLACER. Located here are your Institution ID, Hierarchy (Group Name
> Institution Name), Level Type Code, Created, and Last Modified fields. This
information cannot be edited.

Institution Details

» Please provide the full name of your Institulion. Avasd using abbreviations andior codes

+ Plaase completa all requirad falds as indicatad by the astansks (* )

= If you have any questions aboul how to complete this form, please contact the ACCUPLACER Customer Support Team al B68-807-5223,

» You may not bo ablo to edit some of the Leaming Path sottings bocause thoy have boen configured by a Colloge Board administrator and cannot be changod with your cument access

privileges.
Inatitution 1D Hierarchy (Group Name > Institution Name)
013880 CB_GROUP > CB UAT - Institubon
Level Type Code Created Last Modified
nstRLtan Dec 9, 2021 35627 PM Dec 17, 2021 125922 FM

= Institution: Contains general details describing your institution's composition.
All fields in this section are required and can be edited by an IA at any time.

+ Institution Name: The institution name should not begin with any numbers or
special characters

*

Description (four options):

- Not Applicable

- HBCU (Historically Black colleges and universities)
HIS (Hispanic-serving institutions)

- Tribal
Category of Institution (four options):

- Public

- Private

*

Proprietary
- Other
Type of Institution (four options):
- 2 Year
- 4 Year
- High School
- Other
+ Location of Institution (five options):
- Urban
- Rural
- Suburban

*

ACCUPLACER User's Guide © 2022 The College Board.

35



- Virtual
- Other
+ Size of Student Body (five options):
500 or Less
- 501-999
1,000-4,999
5,000-9,999
- 10,000 or Greater
+ College Board Member (three options):

- Yes
- No
- Unsure
+ Enable Non-Cognitive Test (two options):
- Yes
- No

« This setting, while visible to an |A, can only be enabled by College Board.
This setting is typically enabled for schools participating in any special
administrations.

- Institution Email Domain(s): A freeform field that allows institutions to define the
permitted email addresses of their users. Doing this enforces that institution-
issued email addresses are being used and not personal email addresses. Multiple
domains are acceptable with comma separators (e.g., school.edu, school.org).

» Accepts a maximum of 8,000 characters (including the comma separators).

+ When creating a new user or updating an existing user, the email address
specified in the user profile must match at least one of the email domains
declared for its institution (e.g., proctorname@school.edu).

+ TIP: When creating users, the email addresses need to contain .edu or .org.

Institution

siution Hame

*SethHerz Testinstiution

O, P SO COM

= Individual Score Report Sharing: Allows an institution to opt in or opt out from

receiving score reports directly from ACCUPLACER for students testing at other

institutions who have requested their scores be shared. By default, your institution is

opted in to receiving score reports.

+ You may choose to optin to receive a once-daily courtesy email notification.

This email indicates there are new shared score reports available for viewing in
ACCUPLACER. Enabling this option lets you focus on other tasks and prevents the
need to periodically check to see if your institution has received new score reports.

- NOTE: When enabled, the once-daily courtesy email notification will be sent to
the established and assigned individual IA and InstSRroles.
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- TIP: Score reports are available as soon as they are sent and can be viewed
at any time. You do not need to wait for the email notification to view received

score reports.

Individual Score Report Sharing

w | agree for my institution to receive score reports directly from ACCUPLACER for siudents testing at other instiutions who have requested their scores be shared

« | agres 1o have once-daily amail notifications sent to my Institution Administrator and Institution Score Raporter indicating there are new shared s¢ore reports available for viewing in ACCUPLACER,

= Contact Information: Contains the names, phone numbers, and email addresses for the
primary, technical, and billing contacts, should they need to be reached in an emergency.

Contact Information

Primary Contact
* First Name * Last Hame

Tom Hanks

Technical Contact .
* First Name * Last Mame:

Rita Wilson
Billing Contact Same as Prmary Contact
" First Name * Last Name:
Oliver Bash

* Institution Phone

Bl +1 - 3105551212

* Institution Phone

Bl +1 - 3195551212

" Institution Phone

Bl +1 - 3195551212

Please keep this contact information current. It will be used as the pnmary means o communicate iImporant announcements and system updates

* Institution Email

& thanksi@cbuat edu

* Institution Email

& mwilson@cbuat.edu

" Institution Emadl

2 obash@cbuat edu

= User Information: Contains the postal address, phone number, and fax number for

the institution.

User Information
* Institution Address 1

101

* Gauntry

Unitad States w
" City

lowa City

" Institution Main Phone

EE +1 ~ 3194331544

Midwestern Region

Other

* BIFfPostal Code

il 92358

Remote Proctoring

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > “How To" Platform Training Videos to watch a video tutorial on remote

proctoring.

= Virtual Vendors: Clicking the Virtual Vendors field displays the list of approved
remote proctoring vendors and their proctoring offerings for ACCUPLACER.

+ The vendor and proctoring type selected at the institution level is passed down to

the site level.

- As an A, avirtual vendor can be activated or inactivated at any time by clicking

the toggle button under the Status column.

- Sites under an institution can only use virtual vendors activated at the

institution level.
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+ An SM can only view the different virtual vendor offerings.
+ All available options are activated by default.

+ Further information on the vendor can be found by clicking the icon under the
Action column.

@ virtual Vendors

@ Virtual Vendors

BB Virtual Vendors List

Virtual Vendor Name

Examity®

Examity® Automated — Examity Review
Proctortrack Level 4 — ProctorLive

Proctortrack Level 3 - Proclorirack QA

Status

@ Active

@ Active

@ Active

@ Active

Action

-

®

-

= Other: Answer the questions, "How did you hear about ACCUPLACER?" by selecting
an option from the drop-down menu and click the checkbox to provide College Board
permission to identify your institution as an ACCUPLACER user.

Other

v

+ | give the College Board parmission o |demtify my institution as a user of ACCUPLACER. How will this information be used?

= NOTE: If an institution profile has not been updated in a 12-month period, upon
logging in to ACCUPLACER an IA will automatically be prompted to review and confirm
or update the institution details. Click Save to save changes and acknowledge that
the current institution details are accurate.

Site Profile
User Role Access: |IA and SM

A site is a location affiliated with your institution that administers and proctors tests.

Site Search Results
User Role Access: |A only

As an IA, clicking on Users > Manage Profiles > Site Profile opens the Site Search
Results section, displaying a list of existing sites along with these site-specific details:

= Site ID: The ID assigned to the site (Institution ID appended with a dash followed by a
three-digit code).

= Site Name: The name of the testing site.
+ The site name should not begin with any numbers or special characters.
= Site Created: The date the site was created.
= Last Login Date: Identifies the last login date to the site for the SM level and below.
= Units: The number of units assigned to the site.
= Status: Denotes if the site is active or inactive.

= Action: Provides the ability to edit (click the pencil icon) or delete (click the trashcan
icon) the site.
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+« WARNING: If a site is deleted, it cannot be restored and any student data under
that site cannot be retrieved.

+ IMPORTANT: Should a site need to be deleted, it is recommended to pre-reg the
students from the site that will be deleted to another site, if required.

Site Search Results Export Options
The Export Options button, located at the top right on the Site Search Results header
bar, provides the ability to export a list of all sites in one of four format options available

from the drop-down menu:
= Delimited Text

= CSV

= Excel

= XML

8 Site Profile

B Site Search Results

SortBy | Site ID - 1% 1z 10 =
Site ID Site Name Site Created Last Login Date Units Status Action
& 007532-000 Demao Site 2013-07-30 2020-07-29 il Active i
& 007532-002 SethU 2014-12-01 2020-08-07 0 Active &
1to 2 of 2 Records First = Prev ~ Mext Last

Demo Site

The demo site is for faculty to review tests in a proctored environment. As a courtesy,
your institution’'s demo site was created when your ACCUPLACER account was
established. Twenty-five complimentary test units were also made available on the demo
site at that time. An IA can purchase and transfer more units to the site as needed.

IMPORTANT: Test data from this site are kept separate from actual student data.

Access Your Demo Site
To access the demo site:
= A PRO user role will need to be created by the IA.
= Faculty members are required to review the test in a proctored environment with an
ACTA-certified ACCUPLACER proctor.
= Branching Profiles (BPs) that administer a single test are available from the Branching
Profile drop-down menu.

WARNING: Do not use this site to test students.
NOTE: You cannot delete and cannot change the name of the demo site.
TIP: Use your demo site to allow users to learn and familiarize themselves with

the platform.
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Creating a Testing Site
User Role Access: |IA only

To create a testing site:
= Click on Users > Manage Profiles > Site Profile to display the Site Search Results section.

= Click the Add button in the Site Search Results header bar to display the Site
Profile section.

Site Dwtails

Bumots Tevtrg i

Pamrts Tastiog 0 - .
B B I S B T B B s

The Site Profile screen is divided into two areas: Site Details and Remote Testing.

Site Profile Details
= Site Details: In the Site Details area, all required fields except Site Name will be auto-
populated based on the information provided on the Institution Profile page. Complete
the Site Details area by providing all required information as noted by a red asterisk (*):

+ Site Name: Enter the site name.

- As abest practice, it is recommended to enter the full name of the testing site,
avoiding the use of abbreviations and/or codes.
IMPORTANT: The site name should never begin with a special character
or number.

+ Description: This is a free-form field describing your site and the community it
serves. This field is not required.

+ Review and make any necessary changes to the remaining fields: Address 1,
Address 2, Country, State, If Other Specify, City, Zip Postal Code, Institution Type,
Category of Institution, Location of Institution, and Size of Student Body
NOTE: The Region field cannot be updated as it is automatically selected based
on the State selection. The If Other Specify field is only editable for international
testing locations.
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Site Details

Resion Southern Region 20180

W Public o Urban

Remote Testing Site

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >

Resources > "How To" Platform Training Videos to watch a video tutorial on establishing
a Remote Testing Network.

Remote Testing: The Remote Testing area is where a site designates its inclusion in the
ACCUPLACER Remote Testing Network, which was designed to facilitate students testing
at approved ACCUPLACER testing locations other than their home schools. By selecting
Yes, you agree to the site being publicly listed and automatically including the site in the
Remote Testing Network.

= By default, the Remote Testing Site? option is set to No.
NOTE: A site may opt in or opt out of the network at any time.
TIP: Before opting in to the Remote Testing Network for the first time:
«+ Click the Save button to save changes made to the Site Details. The last saved

version of Site Details will auto-populate the Remote Testing Site fields. Saving
changes first saves time by not having to enter the same information multiple times.

- For example: If you change the saved site address from 123 S Spring St. to 9 N
Fern Dr. but do not save your changes, the old 123 S Spring St. address will be
used as the Remote Testing Network address.

Remote Testing @

TIP: The Remote Testing Network started because schools began requesting a
network of other schools willing to help students. ACCUPLACER does not require

an institution to be part of the network, but strongly encourages it. Signing up as

a remote site does not cost your institution anything, and it is at the institution’s
discretion when to accept testers who are not their students. The remote proctor list/
option is a service ACCUPLACER provides our partner schools.

= Select the Yes button to become a part of the ACCUPLACER Remote Testing Network:
+ Automatically includes the site in the Remote Testing Network.
+ Expands the Remote Testing required fields.

- These fields are where you share your site-specific testing information so that
students know how to contact your remote testing site to request testing.

+ Provides authorization for the site to be publicly listed for students and other
sites to see.
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+ Allows a remote testing site to register students either by creating new student
records or locating existing student records.

Rmcts Testing @

a g

The Remote Testing Site area is divided into two parts: Contact Information and
Operational Information.
= Contact Information:

+ The contact address details will auto-populate with the most recently saved site
address on file.
- Complete the Remote Testing Site Contact section by providing all required
information as noted by a red asterisk (*):

+ Review and make any necessary changes to the auto-populated address fields:
Address 1, Address 2, Country, State, City, and Zip Postal Code.

NOTE: The Region field cannot be updated as it is automatically selected
based on the State field selection. The If Other Specify field is only editable for
international testing locations.
- Primary Contact First Name: The first name of the testing center's primary point
of contact.

- Primary Contact Last Name: The last name of the testing center’s primary point
of contact.

- Email Address: The email address a test taker may use to contact the site.
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Remote Testing @

- Custom Email Greeting: Click the + (plus) icon at the end of the Custom Email
Greeting header bar.

+ This will open the Custom Email Greeting text editor.

Custom Email Greeting:

- Enter a greeting you want to appear on the Remote Test Site email that is sent to
the student.
+ Take advantage of the CKEditor to add your own format, use your school logo,
etc.

Custonn Email Greeting:

- Additional Test Center Information: Enter a message to the student with any
additional information about the test center.

« For example: Directions, information about parking, etc.

= Operational Information:

+ The Operational Information area shows the hours of operation and costs
associated with testing at your site.

ACCUPLACER User's Guide © 2022 The College Board.

43



+ Complete this area by providing all required information as noted by a red asterisk (*):

- Time Zone: From the drop-down menu, select the time zone where the test
center is located.

- Hours of Operation Details: Enter the hours the test center is open and any
other details you want students to know.

- Custom Email Closing: Enter a closing message you want to appear on the
Remote Test Site email.

- Payment Required: By default, Payment Required is set to No, suppressing the
payment fields.

+ When Payment Required is set to Yes, the Cost and Payment Method
Accepted fields will be displayed.

" Payment Requied & Yes
" Cosl $

* Payrnent Method Accepied Cash Check AMEX Dissover Master Card Wisa

« Cost: Enter the amount your test center charges for administering the test(s).
+ Payment Method Accepted: Select the payment methods your test center

accepts. Multiple payment methods can be selected. The available options are:

+ Cash

+ Check

+ AMEX

+ Discover

+ Mastercard

+ Visa
IMPORTANT: When a student tests at a remote testing site using a voucher and
completes the assigned BP, an email will be sent to the person who originally

created the voucher. The email will notify them that a voucher they created has
been used and test results are available for the completed test(s).

- Click the Save button at the top of the screen to complete the setup.
- Upon clicking the Save button:

« A confirmation banner will display at the top of the screen confirming the site
has been added.

« Site ID, Hierarchy Level Type Code, Created, and Last Modified Date will be
assigned and displayed above the site information.

« The Virtual Vender menu will display above the Remote Testing section. The
virtual vendor availability is passed down from the institution profile and
cannot be modified at the site level.

REMINDER: The SM can opt in or opt out as a designated Remote Testing Site
at any time. When opting out, Remote Testing Site? is set to No, and all fields
are suppressed.
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Editing a Site
User Role Access: |IA and SM

As an |A, clicking on Site Profile under the Users > Manage Profiles menu displays a list
of all the sites set up under your institution profile.

= To edit a site, click the Edit icon for the desired site to open the Site Profile section.

& Site Profile

B Site Search Results

e D L Name Sie Crezted Last Lagin Davwe Usis LI Y Agtom

O 01313001 CBUAT - Sie 1 2000-08-20

© 013315002 CHUAT - Site 2 20001201

As an SM, clicking on Site Profile under the Users > Manage Profiles menu displays the
site profile associated with the SM credential actively logged into the platform.

© Virtual Vendors

Remate Testing @

The Site Profile section is divided into four areas: Site Profile, Site, Virtual Vendors, and
Remote Testing.

& site Profile il
it B 1 1 & k i by & e Board A | A and oo gyl v
iy
Site 10 Hierarchy (Grown Name > Imstitution Hame > Sile Name)
e Cailegs Roard > CRIUAT - Instiian > Dema Sin
Group Type Created Lant Modiffied
L. = rntry gl [ g

Site Profile: The Site Profile section contains details about your site used internally by
ACCUPLACER. Located here are your Site ID, Hierarchy (Group Name > Institution Name >
Site Name), Group Type, Created, and Last Modified fields. This information cannot be edited.

= Site: The Site area contains general details describing your site's composition. All
fields in this section are required and can be edited by an SM at any time except as
noted below. All required information is noted by a red asterisk (*):
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+ Site Name: The Site Name cannot be edited by an SM.
- Contact the IA if the name needs to be changed.

- Like the institution name, a site name should not begin with any numbers or
special characters.

+ Description: A free-from field describing your site and the community it serves.
This field is not required.

+ Address 1

+ Address 2

+ Country

+ State

+ If Other Specify: An optional field used for international site addresses.

+ City

+ Region: Based on the state the institution is located. Editing the State selection

could cause the Region field to update as well. This section is passed down from
the institution profile.

+ Zip Postal Code
+ Institution Type (four options):
- 2 Year
- 4 Year
- High School
- Other
+ Category of Institution (four options):
- Public
- Private
- Proprietary
- Other
» Location of Institution (five options):
- Urban
- Rural
- Suburban
- Virtual
- Other
» Size of Student Body (five options):
- 500 or Less
- 501-999
- 1,000-4,999
5,000-9,999
- 10,000 or Greater
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= Virtual Vendor: Displays the approved remote proctoring service providers and
approved proctoring options available.

+ This information is passed down from the institution profile.

« If an option is not available, contact the IA to inquire about activating a
service provider.

© Virtual Vendors

= The Remote Testing section is where a site may opt in or opt out of being included in
the Remote Testing Network.

+ By selecting Yes, your site agrees to administer ACCUPLACER to test takers who
are unable to test at their home institution.

+ A site may optin or out at any time.

Remote Testing

Remate Testing @

* Riamole Testing Sae? & Yeu
By sedacing Ves. o 3gree i your sbe beng puinkel, bsiad e shosents and oiber sies 1 see

User Profiles and User Role Management
User Role Access: |IA and SM

The User Profiles section provides the ability to review user credentials at an institution
or individual site level. The User Profiles sections give the IA or SM the ability to create
and manage user profile credentials as well as assign a user profile multiple roles across
an institution or at a single site using the User Role Management functionality.
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= To learn more about User Role Management please see the December 2020
Enhancements - Platform Highlights announcement located under the
Resources menu.

= VIDEO TUTORIAL: For detailed information about the User Role Management feature,
check out the video demonstrations found within the “"How To" Platform Training
Videos section of the Resources menu.

+ Role Management and Site Switching - Creating a new user account for
multiple functions (Dec 2020)

+ Role Management and Site Switching — Adding roles or sites to existing
accounts (Dec 2020)

An IA or SM can perform tasks such as creating, modifying, and deleting user profile
credentials or roles; extending user profile credential expiration dates; and resetting user
password and security questions.

To access the User Profiles section:
= Click on User Profiles under the Users > Manage Profiles menu.

+ The User Profiles section is divided into two areas: User Profiles - Search and User
Profile Search Results.

& User Profiles

€4 User Profies - Search

Eanel | Semsh

[Coiue et Ak Gates | Exect otona = ] Gote tnem] - )]

User Profiles - Search
The User Profiles - Search area allows an |IA and SM to select specific criteria to narrow
down search results for the desired output.
= Search Criteria Options:
+ Institution ID: This field cannot be edited.
«+ Institution Name: This field cannot be edited.
+ Site ID:

- lA: The Site ID is a freeform field. Enter the six-digit Institution ID followed by a
dash and the three-digit Site ID (XXXXXX-XXX).

- SM: Displays the Site ID associated to the SM user role actively being used.
This field cannot be edited.

+ Site Name:

- |A: The Site Name field is a drop-down menu listing all sites associated to your
institution. Click in the field and select a site from the list.

+ IMPORTANT: As an IA, if using the Site ID or Site Name filters, itis
recommended to use them independently of each other. Entering a Site ID
and selecting a Site Name that do not match will display no results.

- SM: Displays the Site Name associated with the SM user role actively being
used. This field cannot be edited.

+ User Type: Displays a drop-down menu for filtering the available user roles.
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- |Afilter options: Institution Administrator, Institution Reporter, Institution
WritePlacer Reporter, Institution Score Reporter, Site Manager, Site Reporter,
Site WritePlacer Reporter, Site Score Reporter, Proctor, Proctor-Reporter and
Webservice User

- IA and SM filter options: Site Manager, Site Reporter, Site WritePlacer Reporter,
Site Score Reporter, Proctor, Proctor-Reporter and Webservice User

+ First Name: The first name of a user assigned to a user role.
+ Last Name: The last name of a user assigned to a user role.
+ Username: The username assigned to a user role.

# User Profiles

Q) User Profiles - Sear

N SIEAN Name

“Sethierz Testnsttution

o i) th e

User Profile Search Results
The User Profile Search Results area displays the user role information based on the
entered search criteria. Clicking the Search button, with no added search criteria:

= |A: Displays all users at the institution level and users from all sites associated with
the institution.
= SM: Displays all users from the site associated to the SM user role actively being used.

+ NOTE: If a user has multiple user roles assigned, you will see multiple rows for the
same username returned in the search criteria. Additionally, if search criteria for a
specific User Type is selected, only one row for a user will be returned, even if the
user has other user roles assigned.

The Search Results area will display the following for each user:

= Username: Displays the username associated to the specific user profile.
= Site Name: Displays the name of the site associated to the specific user profile.

+ NOTE: The Site Name field will be blank for IA, IR, IWPR, and ISR since these user
types are not associated with any one specific site.

+« NOTE: The Site Name field will be blank for a WSU created at the institutional level.
The Site Name field will not be blank for a WSU created at the site level.

= Institution Name: Displays the name of the institution associated with the specific
user profile.

= User Type: Displays the user role associated with the specific user profile.
= Status: Displays whether the user profile is active or inactive.

+« NOTE: An inactive status is not indicative of an expired user profile. An inactive
status pauses the ability for an individual to access the ACCUPLACER platform.
Only College Board can inactivate a user profile.

+ NOTE: If a user profile status is inactive and you have questions, contact
ACCUPLACER customer service.

= Last Name: Displays the last name of the individual assigned to the specific user profile.
= First Name: Displays the first name of the individual assigned to the specific user profile.

= Expiration Date: Displays the date the user profile is set to expire. The maximum time
a user profile can be valid is one year.
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Action: Displays the Edit, Delete, and Reset Password icons.

+ NOTE: The Reset Password icon will not display under Actions for the user type
or user role that is actively signed into the platform.

al - 1:---|'-: —| Iﬂ-’\..: [
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These additional user profile details can be displayed by clicking the + (plus) icon next to
the username:
= Site ID: The user's assigned Site ID. This field will be left blank for institution level users.
= Institution ID: The user's assigned Institution ID.
= Group ID: The user's assigned Group ID.
= Group Name: The user's assigned Group Name.
= |nstitution Email Address: The user's institutional email address.
= |nstitution Phone: The user's institutional phone number.
= Expiration Time: The time of day the user profile is set to expire.
= Last Accessed Date: The date of the last time the user logged in.
= Certification Status: The ACTA certification status for the specific user type or user role.
= Certification Date: The date the user type or user role passed the ACTA.
+ NOTE: ACTA certification needs to be renewed annually, one year from the
displayed certification date.
B User Profile Search Results Update Account Active Dates l Export Options -l Delete Users l © Add I
Sort By First Name - 13 13 10 -
Institution 2
Useérname Site Mafie MNamé Usér ijl Statuis Last Nafmé First Namié Expiution Date Action
& chual_jasm Site 1 CB UAT - Sile Active Pierce Shawn 2022-03-00 E &l c
Instifution  Manager
Site ID: 013880-001
Institution 1D: 013380
Group ID; 0001
Group Name: CB_GROUP
Institution Email Address: dbash@collegeboard org
Institution Phone: +13104334545
Expiration Tima: 12:00 AM
Last Accessed Date: 20211221
Certification Status: Cartified
Certification Date; 2021-1209
& cbual_pr Demo Sie CB UAT -  Proctor Active Puroe Shawn 2022-08-06 - - I
Instilution  Reporter
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Actionable Icons and Buttons

The action icons and buttons allow an IA and SM to manage user credentials. There are
two types: action icons (icons displayed under the Action column in the search results)
and action buttons (buttons found in the search results header bar).

The Edit, Delete, and Reset Password action icons are available under the Action column
in the User Profile Search Results area for each user profile record displayed.

Edit Icon

. Edit Icon: Clicking the Edit icon opens the User Profile section.
+ Review the User Profile details and update as necessary, being sure to provide all
required information as noted by a red asterisk (*).
- An A or SM can update the contact name, address, email, and contact
number(s) as well as reset the expiration date of the user's login credentials.

& User Profile Back | Save
® Indicates reguined fiekls
* Lk blavess

¥ Firsd Hama

 Usernama Desoreton

© Demographic Information

© Role/Site Management

+ Click on Demographic Information to expand the container to edit a user's
institutional contact information and to extend a user's expiration date.

& Derrographic informatien

* athuton Adgress Line 1

101

Mgty Phony Uergar

P
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+ Click on Role/Site Management to expand the container to add or remove user
roles and site access.

© Role/Site Management

1 St 5 URDHAE T e Srapsaand 18 340 o rama Fislag 388 Sagy

Choose Holes 2 Assignad -
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NOTE: When users log in to the platform for the first time after passing the ACTA
certification test, they will be prompted to:

- Review and update their user profile information as needed.

- Indicate their preference to receive marketing communications from
ACCUPLACER.

- Optin to receive marketing communications by clicking the checkbox next to
"I would like to receive marketing communications from ACCUPLACER" and
clicking Save.

| would like to recaive marketing communications from ACCUPLACER

Close Save

Delete Icon

= Clicking the Delete icon will display the Delete User Profile pop-up.
+ Click the Yes button to confirm and delete a user profile.

- As an A, deleting a user profile will delete the username and role at all sites
across the institution. To delete a username and role from a single site, click the
Edit icon to expand the Role/Site Management settings under the user profile.

& Delete User Profile

Are you sure you wani to delets the selecled usar?

Note: Deleting this usemname will delete this username at ail sites across the institution, If you want fo delete user access from this site only,
pleass use the Role/Site Management settings under the User Profile

Yas No

- As an SM, deleting a user profile will delete the username and role at only the
site the SM is actively logged in to. If the username is assigned to additional
sites and roles under the institution, the username will remain active for those
sites.

& Delete User Profile

Are you suré you want 1o delele the selected user?

+ Click the No button to not delete the user profile and close the pop-up.
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Reset Password Icon

. Clicking the Reset Password icon will display the Reset Password pop-up.

+ IMPORTANT: The Reset Password icon is not available for IA user role credentials.
However, if a user is logged in as an A and has other user roles, the other roles will

contain the Reset Password action.

& Reset Password

Are you sure you wani to reset this user's password 7

[[] Reset Security Questions Also 7

Yas No

+ Clicking Yes will send the user an email containing a link to the Answer Security

Questions page, allowing the user to reset their password.

- The user must answer the security questions established when the account was

created.

- Once the responses to the security questions have been validated, the user will

be prompted to change the password.

+ If a useris unable to remember the answer to one or more of the security
questions, clicking the checkbox next to "Reset Security Questions Also?" and
then clicking Yes will allow the user to update the security questions.

+ Reset Security Questions Also 7

- An email will be sent to the user containing a link to the Change Password area
in the New User Setup section. The user will be prompted to establish a new

password and new security questions.

+ WARNING: The Reset Password link expires 24 hours after being sent. It is
important for the user to reset the password promptly. A new Reset Password
email link will need to be sent if the link expires prior to the password being reset.

Available Action Buttons

The User Profile Search Results header bar contains four options:

= Update Account Active Dates
= Export Options

= Delete Users

= Add

B User Profile Search Results

Lipdate Account Active Dates I Export Oplions = l Deleie Users I © Add I

These options allow you to quickly create, export, review, modify, and delete user profile
details individually or in bulk. By default, Update Account Active Dates, Export Options,
and Delete Users are inactive until a user profile search is performed.

Update Account Active Dates

= Update Account Active Dates Button: From the User Profile Search Results area,
click the checkbox to the left of each username that needs the Account Active Date

(expiration date) extended.

TIP: Selecting the checkbox to the left of Username in the header row will select

all rows displayed in the search results section.

= Click the Update Account Active Dates button | usse s
User Account Dates pop-up screen.
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+ Update the From and To date fields either by:
- Clicking the calendar icon and selecting the date.
- Manually entering the dates using the MM/DD/YYYY format.

+ The From and To time clocks are optional fields that let you control the exact hour
and minute when a user profile will become active and expire.

+ Be sure all required information as noted by a red asterisk (*) has been provided
and click Save.
WARNING: Expiration date changes will affect all user roles assigned to the selected

username(s) at all sites across the institution. To modify user access to only one site,
click the Edit icon to expand Role/Site Management settings under the User Profile.

Edit User Account Dates

@ Expiration date changes will affact this usemame at all sitas across the institution. If
you want to modify user access to this site only, please usa the Role/Site Managament
SeMings under the User Profile

Enter account active dates for the selected users?

* tive Beeourit
Fram * To
010172021 =] 0172952021 =
Tirma Opticnal) Time(Optional)
A e A e
12 02 AM 12 o0 LU
L w w w

Close Save

Export Option

= Export Option Button: Click the Export Options button to export the
complete list of user profile search results that were generated based on your
search criteria.

+ From the Export Options drop-down menu, select the desired format option to
automatically begin the file download:

- Delimited Text
- CSVv

- Excel

- XM

Delete Users
= Delete Users Button: The Delete Users button provides the ability to bulk
delete multiple user profiles at once. Using this feature can dramatically decrease the
time it takes to delete user profiles individually.

+ Click the checkbox next to each username to be deleted.

TIP: Clicking the checkbox in the search results header row to the left of the
Username column will select all checkboxes in that column, saving you time from
having to check each one individually.

_7' Username Site Nasmw

+ Click the Delete Users button in the User Profile Search Results header bar.

- When prompted, click the Yes button in the Delete Users pop-up screen to
confirm the removal of the selected user profiles.
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+ Asan A, deleting a user profile will delete the username and role at all sites
across the institution. To delete a username and role from a single site, click the
Edit icon to expand the Role/Site Management settings under the User Profile.

& Delete User Profile

Are you sure you want o delete the selected user?

Note: Deleting this usemame will delele this usemame al all sifes across the institufion. If you want to delele user access from this sife only
piease use (e Role/Site Management selfings under the User Profile.

Yas MNo

+ As an SM, deleting a user profile will delete the username and role at only
the site the SM is actively logged into. If the username is assigned to
additional sites and roles under the institution, the username will remain
active for those sites.

® Delete User Profile

Are ¥OU sure you want 10 delele the selected user (4

TIP: Schedule time in your calendar every three months to clean up and delete
unnecessary user profiles.

Add/Creating a User Profile
= Add Button: The |IA and SM user types/roles are the only roles that can create new users.
+ AnIA can create a new user at the institution level or at any site associated to
the institution.
- AnlAis the only user role that can create IA, IR, IWPR, and InstSR user types
since these are institutional roles.
- An A can also create SM, SR, SWPR, SiteSR, PRO, PROR, and WSU roles.
+ An SM can only create new users for the specific site managed.
- A SM can only create SM, SR, SWPR, SiteSR, PRO, PROR, and WSU roles for only
their site.
TIP: When creating a new user profile, if the user needs access to multiple sites
across an institution for a single role, as a best practice, the new user account
should be created by the IA to allow for the most flexibility when assigning roles and
sites to the user's account.
WARNING Concerning the WSU Role:
« If created by an IA, the WSU will have the ability to pull data at the institution level
across all sites.
+ If created by an SM, the WSU will only have access to data for the specific site the
role was established under.
= Creating a New User Profile

+ To create a new user profile account, click the Add button to open the
User Profile section.
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& User Profile

@ netitution and nol personal information

) 'Whan craating an Institution kevel Wb Sarvice user, sda selaction is not required Selacting a sita will create a S lovel Wab Sanvice usar which only allows site spacific data to ba downloaded

"CB UAT Instiution

" IFise Narme Middle Name * Last Nar

© Demeographic Information

NOTE: The User Profile screenshot above is the |IA view. The User Profile section will
be slightly different as an SM, as noted below.

= General User Information

+ Complete the User Profile section by entering all of the following required
information:

- Institution Name: Displays the institution name the new user will be associated
under. The field cannot be edited.

- Site Name: Displays the site name the new user will be associated under.
+ AsanSM:

+ The Site Name field will always display when a new user profile account is
being created.

+ The Site Name field cannot be edited by an SM.

+ The Site Name field will default to the site name the SMis logged into
when creating the new user profile account.

+ AsanlA:

* The Site Name field will only display when selecting User Type:
Webservice User.

* The Site Name field is optional.

+ Not selecting a Site Name from the drop-down menu creates an
Institution WSU role, granting access to all sites under the institution.

+ Selecting a Site Name from the drop-down menu creates a Site-
Specific WSU role, granting access only to the specific site selected.
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vioe User v[ -5t One- w

User Type: Select the role to be created from the drop-down menu.
+ AsanSM:

+ Institutional user types are excluded from the list of available user types
that can be created.

First Name: Enter the user's first name.

Middle Name: Enter the user's middle name (optional).

Last Name: Enter the user's last name.

Username: Enter the username to be assigned to this user.

TIP: Create a username that makes it easy to know the type of user role
and the person the user is assigned. A recommended username pattern
is a variation of the user's first and last name, followed by an underscore
and the user type (e.g., Jane Doe with PROR credentials could have the
username janed_pror or jdoe_pror). As an IA or SM, when reviewing
reports, you will easily know who the user is and the user's role. It is also
helpful for individuals with multiple roles to easily know what user type to
use when logging in.

- Description: An optional field used to add additional information.

= Demographic Information

+ Click the Demographic Information bar to expand the container and continue
creating the new user profile.

© Deographi: Information

U Detaut Assrans

Wistivtion dediioeas. Line 1 matiution kddress Line 2

* Ceuniry £ H Oeher Epasity

Al 12 ]

- Use Default Address: Clicking the checkbox will auto-populate the address
fields with the institution address for institution user types, and the site address
for site user types.

- Institution Address Line 1: The institution or site physical address.

- Institution Address Line 2: An optional field for the institution or site physical
address if needed.

- Country: The country the institution or site is located in.
- State: The state the institution or site is located in.
- If Other Specify: Used for international address details.
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- City: The city the institution or site is located in.

- ZIP/Postal Code: The zip code for the institution or site location.

- Institution Email Address: The user's institutional email address.
WARNING: When creating a new user, the email address specified must match
at least one of the email domains declared for the institution that is set on the
Institution Profile page within the Institution Email Domain(s) field.

+ When saving a user profile containing an email domain not provided in the
Institution Email Domain(s) field:

» 1A: The Confirmation: Email Domain pop-up will appear. By clicking the Yes
button, an IA can approve the new email domain and have it added to the
Institution Email Domain(s) field automatically without having to navigate
to the Institution Profile page.

& Confirmation : Email Domain

The email domain entered for this user does not belong to the predefined list of permissible domains for your institution. Do you want o add
this domain (acl.com) to the permissible list and proceed with the user creation?

Yes Mo

+ SM: A warning message will display. The SM will not be able to move
forward with saving the user profile until an IA has added the domain to
the Institution Email Domain(s) field, or the SM changes the domain to one
that is approved.

ki The email domain entered when creating a user does not match one of the predefined email domain(s) entered in your institutional profile, Pleass contact your
Institution Administrator for further assistance

Institution Phone: The user's institutional phone number.

Mobile Phone Number: An optional field for the user's mobile number.
- Active Account From: The first day the user role can access the platform.
- Active Account To: The last day the user role has access to the platform.
+ NOTE: The Active Account To date cannot be greater than one year from the
Active Account From date.
- Active Account Time From: The ability to select the time of day the role will
become active (optional).
- Active Account Time To: The ability to select the time of day on the last day the
user role will become inactive (optional).
= Role/Site Management

« If additional roles or sites need to be assigned to the new user profile, click the
Role/Site Management bar to expand the container and continue with the new
user profile setup.

- If no additional roles or sites need to be added to the new user profile, ensure all
required information as noted by a red asterisk (*) has been provided, and click
Save when done.

- A confirmation message will appear at the top of the screen confirming the
user's account was created successfully. The new user will receive an email with
a link to complete account setup.

IMPORTANT: The link provided in the email is only valid for 30 days.
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© Demegraphic Information

© Role/Site Managemernt

© Selact or unsslect from he dropdowns 10 83d o ramove Roles and Sites

Choose Roles 1 Assigned =

Select Role Sites Default Remaove
Azsigned
nstitution Reporter ALL [ Q

= Role Combination
+ Not all roles can be combined and assigned to a single user profile/username.

- The IA and SM roles cannot be combined with other user roles. Individuals
needing to proctor will have login credentials solely for proctoring.

« A user profile/lusername can be assigned site roles to multiple sites
associated with the institution when created at the institution level (by the IA).

- The PROR and PRO roles cannot be combined with other user roles. Individuals
needing to proctor will have login credentials solely for proctoring.

+ A PROR or PRO user profile/username can be assigned to multiple sites
associated with the institution when created at the institution level (by the IA).

- The WSU role cannot be combined with other user roles. Individuals needing to
perform webservice tasks will have login credentials solely for webservices.

+ A WSU profile/lusername can have access to all data at the institution and site
level when created at the institution level (by the IA).

« AWSU is not required to be ACTA certified.

= Assigning Roles
+ To assign additional roles to a user, in the Role/Site Management container:

- Click the Choose Roles drop-down menu to display the list of roles that can be
assigned to the user profile.

The Assigned Roles section will display the number of roles assigned to a user
profile.

- Inthe Choose Roles drop-down menu, roles assigned to a user profile will display
a checkmark at the beginning of the role name and be highlighted in blue.

- Add additional roles to the user by clicking on the role name in the Choose
Roles drop-down list.
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Choose Roles | 1 Assigned =

Choote Robs 6 Assigriad -

Institution Administrator

Jefault Remaove

Institution WrilaPlacer Reporter

Score R

It Site Se ™ [x]

Site WritePiacer Reporiar

Site Raportes

© Remove Site Manager E
g 3 o

ptain Soloct Sitos - [-]

.-.-I.-.-p“,‘ Salect Sites - =]

Select Sites - o

NOTE Concerning User Profile Assignments:
* An A user profile cannot also be assigned IR, IWPR, or InstSR because an IA
can perform all the same tasks by default.

+ An SM user profile cannot also be assigned SR, SWPR, or SiteSR at the same
site because an SM can perform all the same tasks by default.

+ An SM user profile could be assigned SR, SWPR, or SiteSR if those roles are
not assigned to same sites as the SM role.

- Remove a role from a user by clicking the red x under the Remove column.

WARNING: When removing a role from a user profile/username, the user will
no longer have access to the ACCUPLACER platform in that role capacity.

- Click the Yes button when prompted to confirm the removal of the role.
- The role will be removed, and additional updates can be made if necessary.

= Assigning and Removing Sites to a Role
+ Institution level user roles automatically have access to all sites associated with
the institution and do not require sites to be selected for each role.
+ Non-institution level user roles (SM, SWPR, SiteSR, PRO, or PROR) will need to be
assigned to the site(s) in which the user will be performing roles.
- To add one or more sites to a role, click the Select Sites button to display the
list of available sites to grant access to the selected role. There are three ways
to add a site:

¥ Assigned Roles

Select Role Sites Assigned Default Remove
. Insttution Reporter ALL . o
Institution WritePlacer ALL Q
Reparar
Institution Score Reporter ALL [x)

Sie Score Reporter Selact Sites « [x]

- Select All: To grant the selected role access to all sites associated with the
institution, click Select All at the top of the Select Sites drop-down menu.

- Search for a Site: In the Search Site... field, enter the Site ID to narrow the list of
available sites to choose from. Click the site name to grant the role access
to that site.
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- Scroll the Site List: Scroll through the list of available sites, selecting the site(s)
that access should be granted for the role.

NOTE: Selected sites appear in the list with a checkmark at the beginning of
the site name and are also highlighted in blue.

IMPORTANT: For roles that require a site selection, at a minimum, one site
must be selected to complete the user profile/username setup.

- When a site is selected for a user role, the Select Site button is renamed to
Assigned, and displays the number of sites assigned to the role. Once all
desired sites have been added to a role, click the Assigned button to close the
drop-down menu.

+ Repeat the Select Site process for any additional roles that require a site

assignment.
@ RoleSite Management Choose Roles 6 Assigned -
© Seloct or unselect from Ihe dropdowns
Choose Roles 6 Assigned = Select Rale Sites Assigned
10 013613001 Instibution Reporer ALL
Select Bcle CBUAT - Site 2
10 09361 3-002
™ CBUAT- 5t 3 nstitul Al
10 013613-003

- danderecn eite 1
nsttuton WakPlce 105 0361 3008 institution Soore Reporer ALL

danderscn site 2
10 013613010

danderson site 3 —— She Score Reporie 13 Assigned =
by e

Q

Site WritaPlacer
WintePlace rer 4 Assigned =
Select Soes - o
Site Repoder e
o el 3 Assigned =

Soloct Sles »

+ There are two ways to remove one or more sites from a role:
Option 1: Click the Assigned button for the specific role to display the list of
available and assigned sites.
- Click on a selected site name to remove access for the specific role at that site
location.
- To quickly remove all selected sites, click the Unselect All option at the top of
the site list.

- Once all desired sites have been removed, click the Assigned button once again
to close the drop-down menu.

Option 2: Click the button under the Select column next to the role to be removed.
- The assigned sites for the selected role will display to the right of the Assigned
Roles container.
- Click the red x under the Remove column to remove the role access for the
selected site.

Default User Login

+ User profiles with multiple roles or a single role with access to multiple sites
can set the default role, or role and site, for the initial login to the ACCUPLACER
platform each time.

- To set an institution role as the default login:

+ Click the button under the Default column for the selected institution role.
- To set a site role as the default login:

+ Click the button under the Select column for the desired site role.
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+ Assigned Sites for the selected site role will display to the right of the
Assigned Roles section.

- Click the button under the Default column for the selected site role.

* The Default column in the Assigned Sites for the selected site role name
will become active.

+ By default, the first site in the list will automatically be selected.

- To select a different site as the default login, click the button under the Default
column in the Assigned Site for the selected site role name.

Cheose Roles 6 Assigned =
@ Assigned Roles W Assigned Sites for Site WritePlacer Reporter
Select Role Sites Assigned Default Remove
Site Id Site Namis

stiu Repoar LL (%]

ritePlaces ALL (=]

Iy Score Re | (%]
g STowir Dy nines

iter Score Reporter 0
Jite 5c0m Ropa 13 Assigned - o
9 Sie WriePla Repork 4 Assigned a '} e}
Siles F
= 5 3 Assigned - o

-

Default

Previous

1

Mt

= Saving a User Profile

+ When done with the user profile setup, click Save at the top of the screen to save
the profile, which will then send an email request to the user to complete the new
user setup.

Contact Information Update Prompt

= Every six months, users will automatically be prompted to update their contact
information. Upon login, they will receive the message: "Your profile has not been
updated in the past 6 months. Please provide any updates and click the Save button.”

+ All users will be unable to update their user type.
+ SMs and |IAs can edit both username and account activation dates.
+ PRORs, PROs, and SiteSRs will not have access to update Active Account From
and Active Account To dates and username fields.
Expiration Date Prompt
= A user's account will be notified when the account is within 30 days of expiring.
+ All users will get an email reminder 10 days in advance of account expiration.

+ Allusers can update their expiration date for up to one year, except for PRO and
PROR accounts.

IMPORTANT: PRORs and PROs must contact their IA or SM to extend their
account expiration date.

A Your password will expire in 1 day|s). Please change your password.
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Bulk Upload of Users
User Role Access: IA and SM

The Bulk Upload of Users functionality allows an IA and SM to batch/bulk upload new user
profiles quickly and easily.

The Bulk Upload of Users is intended for the creation of new users at the site level.
Because of this, only user types/roles of SM, SR, SiteSR, SWPR, PROR, and PRO can be
bulk uploaded.

To access the Bulk Upload of Users section:

* Click on Bulk Upload of Users under the Users > Manage Profiles menu.

& Bulk Upload of Users

« Click on the "Drop file here to Upload® and chocse a file to batch import user information
= The file format MUST malch the Usar Profle Template and will only accept the following file formats: "xls®, ".xlsx", and ".csv"
» Piease refer to the User Profile Guidelines for detalled Iinformation.

&L Import User Profiles

Does your file include a header row? o Ve )

&

Drop file here to upload

Cancel | @ Import

@& User Profile Information Imports

Mo reconds to display

Bulk Upload of Users Guidelines and Template
In the blue information bar at the top of the section are two hyperlinks: User Profile
Guidelines and User Profile Template.

& Bulk Upload of Users

« Click on the "Drop e here to Upload™ and choose a file 1o batch import user information.
« The file format MUST match the User Profile Template and will only accepl the following file formats: ".xds", ".xlsx"®, and ".csv"
« Please refer to the User Proflie Guidelines for detalled information.
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User Profile Guidelines
= Clicking the User Profile Guidelines hyperlinked text will open a PDF user
guide for the User Profile Template. The User Profile Guidelines:

+ List each field in the template. T oo

*

Indicate the field type (text or drop-down menu).

*

Indicate if the field is mandatory or optional. —

*

Provide a brief description of the field.

Provide field character limitations. D

*

epp—_—

User Profile Template

= Clicking the User Profile Template hyperlinked text will download the
Mass_User_Upload_Template in Excel. Once the download is complete, open the file.

+ Each column in the worksheet represents a field in the Edit/Create User screen.
+ The fields highlighted in orange are required fields.

+ New users should be added to the template, referring to the User Profile Guidelines
PDF for detailed information about the format and content of each column.

ProctarPre-registration

NOTE: The user preregistration template provides additional validation macros
for country and state combinations, as well as date of birth information. Date of
birth is one column to allow users the ability to easily transfer date of birth from
other systems.

= User Types/Roles Eligible for Bulk Upload

+ New users who are not currently assigned an institution user type cannot be
included in the upload. They will need to be manually created.

+ New users for SM, SR, SiteSR, and SWPR should not be included in the upload
if the new user already has a user profile in the platform for any user type/role
other than PROR, PRO, WSU, and ISS (only in cases where the ISS user profile
was created in conjunction with receiving score reports and opting to receive the
once-daily email notifications of new shared score reports received).
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- To modify the existing user profile by adding the new user types to the existing
user profile, go to Users > User Profiles. Select the user to edit under the User
Profile Search Results/Action/Edit icon, expanding the Role/Site Management
container to make modifications.

+ New users for SM, SR, SSR, and SWPR can be included in the upload if they have
an existing user profile in the platform with a user type of PROR, PRO, and WSU.

+ New or existing users to be set up with the user types of PROR and PRO can be
included if they do not already have a PROR or PRO user profile established.

+ For users with multiple site-level user types: only create one line (one user type)
in the User Profile Template for the individual. Any additional user type will need to
be added after the initial upload.

+ A second line can be created for an individual in the User Profile Template only if it
is for a PROR or PRO user type.

- EXAMPLE: Rose Nylund needs to be set up as:
* An SR and PROR for Site 001
+ An SM and PROR for Site 002
+ In the User Profile Template:

* One line item would be entered for Rose Nylund with the role of Site
Manager for Site ID 002.

+ Since Rose will also need to proctor exams, and proctor roles cannot be
combined with other roles, a second line item would be entered for Rose
Nylund with the role of Proctor-Reporter for Site ID 001.

Institution Site Id User Type |Username First Name [Middle Name [Last Name
013613-002 Site Manager |nylundr_sm Rose Nylund
013613-001 Proctor Repol nylundr_pror Rose Mylund

* Modify user profiles:
+ After the upload has been successfully completed, an |A:

+ Locates Rose's SM user profile, modifies it by adding the Site
Reporter role for Site ID 001, and saves the changes.

+ Locates Rose's PROR user profile, modifies it by adding the Proctor-
Reporter role for Site ID 002 and saves the changes.
= User Profile Template Fields
+ Complete all required fields in the User Profile Template:
- Institution Site ID (required)

+ For the Institution Site ID field, use your nine-digit Institution Site ID in the
format XXxXxXxx-xxx.

- User Type (required)
+ Select from drop-down menu list of options.
- Username (required)
- First Name (required)
- Middle Name
- Last Name (required)
- Description
- Address 1 (required)
- Address 2
- Country (required)
+ Select from the drop-down menu list of options.
- State/Province (required)

ACCUPLACER User's Guide © 2022 The College Board.

65



+ Select from the drop-down menu list of options.
- If Other Specify (required)

+ This section must be completed if a country other than United States or
Canada is entered in the Country column.

- City (required)
- Zip/Postal Code (required)
- Email Address (required)

WARNING: The email domain specified in the upload sheet must match at
least one of the email domains declared for its institution set on the Institution
Profile page within the Institution Email Domain(s) field.

- Home Phone Number (required)
- Mobile Phone Number
- Active Account—From (MM/DD/YYYY) (required)
- Active Account—To (MM/DD/YYYY) (required)
+ For Active Account Dates, use the MM/DD/YYYY format.

* The Active Account To date cannot be greater than one year from the Active
Account From date.

= Save and Upload Template

+ Once the Excel worksheet has been completed and carefully reviewed, save it as
an xls, xlIsx, or csv file, noting the saved location.

- IMPORTANT: The file name cannot be greater than 50 characters.
+ Return to the Bulk Upload of Users section in the platform to import the saved file.

X Import User Profiles

Dwoes your file include a header row? 8 i

&5

Drop file here to upload
{or Click)

Canced

® Impaort

+ To upload the saved Excel file in the Import User Profiles area:
- Drag and drop the file in the Drag file here to upload container.
- Or, click on Drag file here to upload and locate and select the saved file.

+ The file has successfully uploaded and is ready to be imported when the file
name, followed by a red Remove button, displays below the Drop file here to
upload container.

+ Click the Import button to upload the file.

& Import User Profiles

-

-
(@ )

&

Drop file here to upload
for Click

Does your file include a header row?

B UsersProfile_2020-08-08.x1s (0.00 MB)

Cancel @ Import
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NOTE: Click the Remove button next to the file name to remove it from the

upload area.

+ If the program detects any errors, such as a duplicate username or an invalid format,
an error message will display along with the count of total records attempted to be
imported, total number of valid records, and total number with errors.

IMPORTANT: If an error is found in the upload file, no records in the file will
be uploaded until the error is fixed, or the record is deleted and an import is

attempted again.

W Delete

© Please cormrect the ermors indicated below and click "Save’.

+ Total Records Imported: 2
+ Total Records With Errors: 2

+ See the siatus of the import below. Any emors indicated in the detailed list of errors must be comrected before the user information can be imporied. After
correcting errors, use the Save button to confirm all data fields are valid. Use Save lo save edits and import later

+ Fields containing errors found during the upload will be outlined in red with an

explanation for the error below the record in question.

+ Make the necessary corrections and click Save at the end of the row before

attempting the import again.

TIP: Click Delete at the end of a record to remove that record from the upload file.

Row
He Enstitution Sae D Waar Type Username
013613002 Site Manager W nylundr_ser
= Activi docownt Fiom &ali can nol b grastir 1hen 1o Active account 16 diti

. @ account from date can nod ba less then fo foday's system dale
= Active 0Cownl 10 date can mol be less then 1 Woday"s System dale
2 S
- 013613001 Proctor Reporer W nylundr_sm

s Duplicate Usar nama

First Name Middle Name

Roge

Last Hame

MhviLine
Mylund

Dwteription

Back

- If the upload file contains errors but you are unable to make the corrections at

that moment, you can leave and come back later.

+ Navigate back to the Bulk Upload of Users section upon returning.

+ Inthe User Profile Information Imports area, a list of all imports (successful

and failed) will be displayed.

B User Profile informa
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« Inthe Action column, click Edit Import for files that have pending fixes.

« The Bulk Upload of Users: Edit User Information section will display, allowing
corrections to be made.
NOTE: In the Action column, next to the Edit Importicon, you can export
a file by clicking the Export icon and you can delete an imported file by
clicking the Delete icon.

+ Once all errors are corrected, click the Import button. When the data have been
successfully imported:
- A confirmation message of a successful import will be displayed.
- An email will be sent to each user with a link to complete the registration.
- The new users will now show on the list of users.
Bulk Upload: User Role Management
For user profiles created in the bulk upload file that will be assigned multiple user roles,

navigate to the Site/Role Management container under User Profiles to modify the user
profiles imported into the platform.

To access the Site/Role Management container:
Click Users > Manage Profiles > User Profiles to open the User Profiles section and
search for the user profile to be modified.

& User Profiles

Q. User Profiles - Search
nstiiuton D Institution Name

013613 “CB UAT Institution

Site 1D

User Type Firsi Name Lasi Hame Usamams

-Select One- b d

Rasat Saarch

Updete Account Active Dates | Export Options = | Delete users | o0 |

H8 User Profile Search Results

No records 1o display.

= User Profile Search
+ Perform a search for the user profile to be modified. A search can be performed on:

User Type

- First Name
Last Name

- Username
» Additionally, an IA can perform a search by Site ID or site name.
+ An SM can only search for users on the site assigned to the user credentials
the SMis logged into.
+ Enter one or more of the available search criteria fields and click the Search button.
» User profiles that match the selected search criteria will display in the User Profile
Search Results area.
+ Select the desired user profile to be modified by clicking the Edit icon for that
user profile.
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Q. User Profiles - Search

013613 "CE UAT Institution
Site Site Na
-Select One L
St F Last Na Uiserna
-Salact One- W Nylund

@@ User Profile Search Results

Sof By F Marr ol l'." I 0
Institution  User
Usermame Site Name Name Type Status Last Hame First Mame Expiration Date  Action
& nyhnds_pror CBUAT - Site 1 “CB UAT Proctor Actve Mylund Rose 2021-02-10 Fl e C
nsiution  Reporier m
& ny i_sm CBUAT - Sil “CB UAT Sila Aclve Nylund Rose 20220204 @ 8 C
nSUItion  Manager
+ Click the Edit icon to open the selected user profile.
+ Click the Role/Site Management bar to expand the Role/Site Management container.
& User Profile Back = Save

* Indicates required fialds

© Demographic Information

© Role/Site Management

- Example: Through the bulk upload process, two user profiles were created for
Rose Nylund:
+ A PROR for Site 001
+ An SM for Site 002

- For the PROR user profile role for Site 001, the IA would modify the user profile
adding PROR access for Site 002 (since multiple sites for the role are being
combined).

IMPORTANT: The SM for Site 002 could add Rose to the site as a PROR,
however, the site profile for 002 would not be combined with the user profile
for Site 001, since an SM is limited to managing user profiles only for one site.

- Click the Assigned button to display the list of available sites for the role.
- Click a site name to add a site.

- When done making all the selections, click the Assigned button to close the
Assigned Site List drop-down menu.
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e o Scloct Al . o Seiect Al

ar_pece % Uneseiect A X Unssiect Al

© Demographic Infarmation l : : | © Demographic Information

+ CBUAT - Site 1 : o CBUAT - Sits 1

@ RoluEis Mensgument 1Dz 013613001 © Ruke/Site Managerent 1Dz 013613-001
CRUAT . Sits 2 « CBUAT -Site 2

® Sthect o Ursoloct Fom e ropdown B 1D 0138113002 ﬂcl":ﬁ the dropdowns R SR R

CBUAT . Site 3 CBUAT - Site 3
: 013613003 K 013613.003
Chooss Roles 1 Assigned = ok Chooss Roles 1 Assigned = = s

danderson site 1 danderson it 1
ot i CETTE ... B

Select Rede 1Dz 013613010 Saleci Role D2 013613010
danderson site 3 - danderson site 3 =
P PR A1 [

Froctor Reporié 1 Assigned « - o Procke Repors 2 Aasigned - » b

+ To change the default login site, in the Assigned Roles section:
- Click the button under the Select column.

Click the button in the Default column. The Assigned Sites for the selected site
role name will become active.

In the Assigned Sites for the selected site role name section, in the Default
column, click the button associated to the site that should be set as default.

Click the Save button at the top of the screen.

© Role/Site Management

@ Salact or unselect from tha dropdowns 1o add of remove Roles and Sites

Choose Roles 1 Assigned =

Select Role Sites Assipned Dafault Remove &4 Show 10w
Site Id Site Name - Default Remove
. Proctor Reporter 2 Assigned - . o T BUAT .
013613 BUAT - Sie ° [x]
2 BUAT - Sde 2 [x]

Showing 1o 2 of 2 eniries =
Previous 1 Mext

+ This process would be repeated for the SM user profile role for Site 002. The IA
would modify the user profile adding SR access for Site 001 (since multiple sites
for the role are being combined).

ACCUPLACER User's Guide © 2022 The College Board.

70



Student Profiles
User Role Access: IA, SM, PROR, and PRO

The Student Profiles section allows an |IA, SM, PROR, and PRO to search for a student's
profile to validate its accuracy. Only an IA or SM can edit the student profile and keep the
profile information up to date.

= |As have access to all student profiles.
= SMs, PRORs, and PROs only have access to the profiles of students who have tested
at their site.
To access the Student Profiles section:

= Click on Student Profiles under the Users > Manage Profiles menu to display the
Student Profiles section.

The Students Profiles section is comprised of two areas: Student Profiles - Search and
Student Profile Search Results.

& Student Profiles

Q Student Profiles - Search

1] : i Srdert 1D @ 4 Daks Fi e Dk T
] [ ]
Firsl Mame Last Nafme Date of Birth
]
Roac Scach
B Swdent Profile Search Results mm'l“ l"""“‘"’"l

Student Profiles - Search
= Inthe Student Profiles - Search area, enter your search criteria. The available search
fields are:
+ Site Name: The name of the site the search results will pull from.

- |A: The Site Name will display a list of all sites associated to the institution.
An |A can choose to select a site or leave it blank to search all sites under the
institution.

- SM, PROR, PRO: The Site Name will default to the site associated to the user role
actively logged in. The Site Name field cannot be edited.

Q, Student Profiles - Search

Siter Marme

Sethl w

+ Student ID

+ Supplemental Student ID
+ Created Date From

+ Created Date To

+ First Name

+ Last Name

+ Date of Birth
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= Click the Search button to generate the report.
TIP: You can bypass entering any search criteria and click the Search button to still
generate results.

Student Profile Search Results
The Student Profile Search Results area will display the list of all students matching the
defined search criteria.

= The Student Profile Search Results will display for each student record:
+ Last Name
+ First Name
+ Date of Birth
+ Student ID
+ Supplemental ID
+ Last Test Date

+ Actions
B8 Student Profile Search Results Expaort Options = l.ﬂ Merge: Siudents I
Sant By Last Name - I3 12 W -

Last Name “  First Name Date of Birth Student 10 Supplemental Studert I Last Test Date Action

Acosia Dearrin 16980109 TOMOD e @

Harz Selh 20001101 12345678 a @

Harz Selh 20001101 SOOGS0 a o

Ichake Dipeal 18871 Dipali 2 & 8 o

Ichaket Dipak 1BAT01 Dipalit e o

kobwisnkar shiviay 18960101 Shiw-T 8 o

Actionable Action Icons and Buttons

The action icons and buttons allow an IA, SM, PROR, and PRO to manage student profiles.
There are two actionable types: Action icons (icons displayed under the Action column in
the search results) and Action buttons (buttons found in the search results header bar).

View Icon
= View Icon: Click the View icon to display the View Student Profile pop-up.

View Student Profile

Institution Name

* SathHerz Testinetution
Sité 101 Sité Namd
DOTEIZO02 Sethl)

* Indicates requinsd fleics

* Fist Name Midie Name “Last hame
Diarrin Acosia
* et 1D
TO000
Supslemertal Sadert 1D * Dae of Bk
010081569 B
Aess Aadiess 2

515 Edison Stieel

[T - ——

Close
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Edit Icon
= Edit Icon: Click the Edit icon when you need to edit a student's profile information.

+ Clicking the Edit icon will display the Edit Student Profile pop-up.
+ The edit functionality is only available to IAs and SMs.

Edit Student Profile

Institution Neme
“SethHerzTestinsamution
Site ID | Site Marme
OOTEAZ00R Senld

* Indicabes required flelds

31 5 Edison Stroeet

I Pihas Seanib

Close Sawe changes

+ Click Save Changes.

Export Option Button
= Export Option: Clicking the Export Options button allows you to export the
complete list of the Student Profile Search Results that were generated based on
your search criteria.

+ From the Export Options drop-down menu, select the desired format option to
automatically begin the file download based on the following menu options:

- Delimited Text
- CSV
- Excel
- XML

Merge Students Button
= Merge Students: The Merge Student Profile feature is only available to IAs and SMs. If
a student has tested more than once using two different Student ID numbers, you can
change one Student ID number to match the other one by using the Merge Student
Profile feature.

+ To merge two student profiles:
- The student’s Last Name and Date of Birth must be the same.
« If they are not the same, edit each record so that the Last Name and the Date
of Birth are exactly alike in both profiles.
IMPORTANT: Use caution when merging student profiles because you cannot
restore the original profile once it has been merged.

WARNING: When merging student profiles, test sessions in progress cannot
be resumed.

- In the Student Profile Search Results section:
+ Click the checkboxes next to the two records to be merged.

+ Click the Merge Students button located in the Student Profile Search
Results header bar.

IMPORTANT: You can only merge two records at a time.
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B Student Profile Search Results Export Options = [ A Merge Students I

SortBy | Last Name - 3 1z 10 -
Last Name “  First Name Date of Birth Student ID Supplemental Student ID Last Test Date Action
kolwankar shivjay 1886-01-01 Shiv-7 & rg
Kolwankar shivjay 1996-01-01 Shiv? 2020-06-01 a @

Kotwankar Shiviay 1896-01-01 Shival3d

110 3 of 3 Records First  Prev | Next  Last

+ The Merge Student Profiles pop-up will display.

- From this screen, select the Student ID that will remain in the system after
the merge.

+ Click the button next to the correct ID.
+ Click the Submit button to begin the merge.

Merge Student Profiles

+ Salect the Student ID that will remain in the syslem after the merge.

« The Merge Student Profiles function must be used with caution. Once two
Student Profiles have been merged, the function cannot be undone.

« When merging student profiles, any test sessions that are in progress cannolt be
resumed.

Student ID

Shiv? Shiv313

Submit Close

+ The Merge Student Profiles confirmation pop-up will be displayed.
- Click Yes to complete the merge.
- Click No to stop the merge.

& Merge Student Profiles

Are you certain you want to merge these two Student Profiles? This operation is permanent and cannot be undone.

+ Once the merge has been successfully completed, both student profiles will have
the same Student ID number.

+ The confirmation message “The two student profiles have been merged” will
display at the top of the Student Profiles section.

«" The two student profiles have been merged.
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System Configuration
User Role Access: IA, SM, and WSU

System Configuration is comprised of the following content areas:
= Test Unit Configuration
= Settings and Configuration
= StudentID
= Essay Pending Notification
= Webservice Client Settings

System Configuration enables you to establish various settings in these areas for your
institution or site. Settings enabled by the IA filter down to all sites. At the site level, an

SM can change some of these settings.

To access the System Configuration section, click Users > System Configuration.

IMPORTANT: Available options vary depending on the user type you are actively

signed in with.

[~ p.

Test Unit Configuration
User Role Access: IA and SM

The Test Unit Configuration section provides the IA an opportunity to configure how test
units will be allocated across all sites associated with the institution, as well as receive
an email notification alert when the available unit amount reaches a specified threshold.
Configuring these settings can potentially keep one site or multiple sites from running
out of units during a test administration. The available fields and options are:

Test Unit Allocation Setting

= Test Unit Allocation Setting: Establishes how test units are allocated across all sites
under an institution. This setting is only available to be set by an IA. An SM can only

see what was set by their IA.
= From the drop-down menu, select one of two options:

+ Manual Allocation: The IA must manually transfer the test units to the testing
sites. If the site's test unit balance goes below zero, students will not be able to

test at that site. In this case, an error message will display.

+ Auto Allocation: The test units are transferred automatically from the institution’s
account to a testing site when the test unit balance goes below zero. If the
institution’s test unit balance goes below zero, an error message will display.

NOTE: The Test Unit Allocation Setting is set to Manual Allocation by default.
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Test Unit Configuration Hierarchy

The Test Unit Configuration selection made by the IA is automatically inherited by all sites
under the institution.

= The Test Unit Allocation Setting established by the IA cannot be altered at the site
level by an SM.

= As an SM, in place of the Test Unit Allocation, you will see a message in the blue
header bar indicating if Auto Allocation has been enabled at the institution level. You
will see one of these two messages.

+ "The Institution Administrator has not configured this site for Auto Allocation. This
means that when the value of test units at this site is at or below zero, you can no
longer continue to administer tests until an Institution Administrator has either
allocated more test units to this site or changed the setting to Auto Allocation.”

+ "The Institution Administrator has configured this site for Auto Allocation. This
means that even if the value of test units at this site is at or below zero, you can
continue to administer tests because units will be deducted directly from the pool
of units available at the institution level.”

Activate Low Test Units Threshold
= Activate Low Test Units Threshold: To ensure a test administration is not interrupted
due to a zero-unit balance, enable the Activate Low Test Unit Threshold option by
clicking the checkbox next to Activate Low Test Units Threshold. This activates the Low
Test Unit Threshold Notification Alert email. Once checked, complete the following:

+ Low Test Unit Threshold Value: Enter the number of units in your account that will
trigger the Low Test Unit Threshold Notification Alert email.

+ Email Address: Enter the email address of the recipient to be notified of the
low balance.

NOTE: To enter multiple email addresses, separate each email with a semicolon.

IMPORTANT: The email address specified must match the email domain(s)
configured on the Institution Profile page.

WARNING: The email notification will be sent daily until the test unit balance is
greater than the threshold.

Low Test Unit Threshold Configuration Hierarchy

Low Test Unit Notification from www.accuplacer.org

A ACCUPLACER <NoReply@accuplacer.info> S Reply Al n

Tue 2/9, 13:10 AM

L]
This message is being sent to notify you that the number of test units at Sethl have reached the low unit threshold you established of 2.0 There are currently 1.0 units available,

I you have any questions, please Click here to submit 8 support ticket or Call 866-807-5223. Our hours of aperation are Monday through Friday, 7 AM to 9 PM Eastern Time and on Saturday from 8 AM o 5
P Eastern Time.

Thank You -

ACCUPLACER

= The Activate Low Test Units Threshold settings established by the IA will be inherited
by all sites.

= An SM can override the Activate Low Test Units Threshold, Low Test Unit Threshold
Value, and Email Address selections.

IMPORTANT: If the IA has opted not to activate the Activate Low Test Units Threshold
option, the SM can still choose to activate this option.

- Clicking the checkbox next to Activate Low Test Units Threshold will activate
the options and allow the Low Test Unit Threshold Value and Email Address
fields to be editable.
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Test Unit Configuration

The Institution Administrator has not configured this site for Auto Allocation. This means that when the value of test units at this site is al or below 2ero, you can no
longer continue o administer tests untl an Institution Administrator has either allocated mare test units to this site or changed the setting 1o Auto Allocation.

To enter multiple email addresses, separate each email with a semi-colon,

Activate Low Test Unit Thrashold

Low Test Unit Threshold Value Email Addross

Negative Test Unit Balance
= Inthe event an institution’s or site's unit balance becomes negative, a curtesy email
notification will be sent to the IA and billing contact list for the institution to alert them
of the negative balance.

From: ACCUPLACER <NoReply@ accuplacer.info>

Sent: Tuesday, May 31, 2022 10:08 AM

To: Last, Frist <flast@ collegeboard.org>

Subject: [EXTERNAL] Negative Unit Notification from ACCUPLACER

This message is being sent to notify you that the number of test units at Your Site
Name (xxxxxx-xxx) has a negative balance. Please purchase and/or transfer test
units as soon as possible so you can continue to test students.

If you have any questions, please Click here to submit a support ticket or Call
866-607-5223. Our hours of operation are Monday through Friday, 7 AM to 9 PM
Eastern Time and on Saturday from 8 AM to 5 PM Eastern Time.

Thank You —
ACCUPLACER

+ The email notification will be sent daily until the balance is no longer negative.

Settings and Configuration
User Role Access: IA and SM

The Settings and Configuration area provides the IA and SM the ability to configure the
date format to be used across the ACCUPLACER platform and the time zone for their
specific location.

= Date Format:
+ Click the Date Format drop-down menu to display a list of format options.
+ Select the desired format by clicking on it in the menu list:
- DD-MM-YYYY
- DD/MM/YYYY
- DDMMYYYY
- MM-DD-YYYY
- MM/DD/YYYY
- MMDDYYYY
- YYYY-MM-DD
- YYYY/MM/DD
- YYYYMMDD
+ The selected format will display in the Date Format field as confirmation.
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= Time Zone:
+ The time zone of the institution or test site is determined here.
+ All the time values will be expressed according to the time zone setting selected.

« Itis particularly important to set the correct time zone for your location, as
an incorrect selection could cause reports to run at incorrect times and user
credentials to activate or deactivate unexpectedly.

+ To select your time zone:
- Click the Time Zone drop-down menu to display a list of time zone options.
- Select the appropriate time zone by clicking on it in the menu.
- The time zone selected will display in the Time Zone field as confirmation.

Settings and Configuration

Date Format Time Zone
DD-MM-YYYY ~ (GMT-05:00) Eastern Time =(US & Canada)
Student ID

User Role Access: |IA and SM

In the Student ID section, the IA sets character length and limitations allowed for the
Student ID field. Student IDs entered by students during the test administration are
validated against this format. Students who enter an ID number that does not match the
specified format will receive an error message.

Format, Min Size, Max Size, and Custom Character Configuration are the
configuration options:

= Format: From the Format drop-down menu, select one of the five format options that
align with your established Student ID format:

+ Alphanumeric (default value, no special characters)

+ Allow special characters as part of alphanumeric setting (no character limitations)
+ Letters only

+ Numbers only

+ No constraints (no character limitations)

= Min Size: The Min Size field determines the minimum length of the student's ID
number. From the drop-down menu, select one of the 15 available options.

+ Therangeis from 5 to 20.
+ The default value is 5.

= Max Size: The Max Size field determines the maximum length of the student's ID
number. From the drop-down menu, select one of the 15 available options.

+ Therangeis from 5 to 20.
+ The default value is 20.

= Custom Character Configuration (optional): The Custom Character Configuration
field is used to configure a defined format or pattern of the Student ID by specifying
what type of character is required to be in each character field. Use the available
codes to enter the Student ID pattern:

+ L-Letters

+ A - Alphanumeric

+ S -Special character
N — Numeric

*
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- Example: If the ID configuration required is five characters (as defined in min/
max settings) and all numeric (as defined in the format setting), then NNNNN
would be entered in the Custom Character Configuration field.

Student ID

Changes to the Student 1D format that do not comespond to the format of existing Student IDs will disable access for those students when they
attempt to conduct future test sessions.

Format Min Size Max Size:

Alpha Numeric w 5 b 20

To configure a required format for Student ID's, use the codes below. For example, if the ID configuration required is five characters (as defined in
Min/Max settings above) and all numeric, then the configuration code should be NNNNN. Students entering an ID that does not conform to the
requirad format will recaive an arror message.

L - Letters, A - Alpha Mumeric, § - Special Character, N - Numeric,

Custom Character Configuration (optional)

Essay Pending Notification
User Role Access: SM only

The Essay Pending Notification sends an email pending essay scoring. By default, the
Essay Pending Notification is set to Off. To set the Essay Pending Notification to On:

= Click the Off toggle button.
= The toggle button will flip to On and be activated.

= When On, the Email Address field becomes active and is required to receive the
notifications.

NOTE: Multiple users can be notified by adding multiple email addresses separated by
semicolons.

When the Essay Pending Notification is set to On:

= An email will be sent to the specified email address stating that an essay has been
scored as pending.

= An email will also be sent when scores have been received for a pending essay.

Essay Pending Notification on @

address with a semi-colon.

Emall Address

When the Essay Pending Nofification is set to On, an email will be sent to the specified email address, notifying them that an essay has been scored as
pending. An email will also be sent whan scores have been received for a pending essay. To send an amail to multiple racipients, separate each email
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WebService Client Settings
User Role Access:
= Existing WebService Client Users as of December 20, 2020 can access the
WebService Client Settings with an IA, SM, and WSU role.
= New WebService Client Users as of December 21, 2020 can only access the
WebService Client Settings with a WSU role.
Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >

Resources > "How To" Platform Training Videos to watch a video tutorial on setting up
and configuring the WebService Client.

WebService Client Settings

Activate WebZendce Downicad
Format Cpbions File Type

Default WebSenvice Format ~ XML

WritePlacer Score Download Setting

All Completed: This will download all WiitePiacer scores {including Score Pending) and no atternpt will be made o re-generate the files when the score relums.
Ondy Scored: This will download WriteFiacar scores files only whean there 15 & valid score avallable (Score Pending fiies will not be downloadad)
All Including Updated Scores: This will download all WritePlacer scones (including Score Pending), and wil re-generale the scone files after the scores ane available

& Al Completed Only Scored ANl Including Updated Scores
WebService - Diuth Paramelers
Click the refresh bution to generate new keys and token or renew existing keys and loken

Comsuma Ky Consumar Secret Tokan

[Risfresh

& System Configuration Caneel

The WebService Client Settings area is comprised of three parts: Activate WebService
Download, WritePlacer Score Download Setting, and WebService - Oauth Parameters.

= Selections made by the |A are not inherited by any site under the institution. An
institution's WebService settings are independent of a site's WebService settings.

= The WebService Client Settings are specific to the institution and each individual site.

= Refer to the WebService Client guides located in the Resource section of the
platform for more detailed information.

Activate WebService Download
= Activate WebService Download lets the IA or SM activate the WebService Download
option and select the format and file type that integrates best with established systems.

+ Click the checkbox next to Activate WebService Download to enable this feature.

NOTE: The Format Options and File Type fields are not editable until the Activate
WebService Download option is selected.

+ Click the Format Options drop-down menu and choose one of the four available
format options to receive the data:

- Default WebService Format (default)
Default WebService Format with Academic Factors

- Default WebService Format with TSIA 2 Proficiency Levels (Texas only)
- Fast Reporting Format

+ Click the File Type drop-down menu and choose one of the four file types you
want for the downloaded file:
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XML (default)
Comma Delimited

- Pipe Delimited
Semicolon Delimited

WebService Client Settings

Activate WebService Download
Farmmat Oplions File Typa

Default WebService Format W XML

WritePlacer Score Download Setting

The WritePlacer Score Download Setting area will dictate how WritePlacer exam scores
are included in the WebService download file. Select one of the three options by clicking
the button next to the desired choice:

All Completed: This will download all WritePlacer scores (including Score Pending)
and no attempt will be made to re-generate the files when the score returns.

Only Scored: This will download WritePlacer score files only when there is a valid
score available (Score Pending files will not be downloaded).

All Including Updated Scores: This will download all WritePlacer scores (including
Score Pending), and will re-generate the score files after the scores are available.

WritePlacer Score Download Setting

All Completed: This will download all WritePlacer scores (including Score Pending) and no attempt will be made to re-generate the files when the score
returns.

Only Scored: This will download WritePlacer scores files only when there is a valid score available (Score Pending files will not be downloaded)
All Including Updated Scores: This will download all WritePlacer scores (including Score Pending), and will re-generate the score files after the scores are
available

@ All Completed Only Scored All Including Updated Scores

WebService - Oauth Parameters
The WebService — OAuth Parameters generates the institution’s or site's unique
Consumer Key, Consumer Secret, and Token used in setting up the WebService Client.

= To generate the unique codes, click Refresh.

NOTE: Clicking the Refresh button as an IA does not cause sites under the institution
to inherit the unique codes displayed.

WebService - OAuth Parameatars

Click the refresh button to generate new keys and token or renew existing keys and token

Consumer Key Consumar Secret Token

Refresh
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Transfer Test Units

User Role Access: IA only

The IA can transfer test units from the institution account to a site account, or from

site to site.
= Click Transfer Test Units under the Users menu to display the Transfer Test Units section.
= To transfer units:

+ Click the Transfer Test Units From drop-down menu and select the institution or
site you want to deduct units from.

+ Click the Transfer Test Units To drop-down menu and select the institution or site
you want to deposit units into.

NOTE: When an institution or site is selected from the Transfer Test Units From
and Transfer Test Units To drop-down menus, the Current Units Available for the
selected institution or site will display below the Units From and Units To fields.

= Inthe # of Units To Transfer field, enter the number of units to be transferred.

= Click the Transfer button at the top of the Transfer Test Units section to complete the
transaction request.

& Transfer Test Units Reset  Transfer
* Transfer Test Units From * Transfer Test Units To
-Selact One- b -Select One- o
Current Units Available Current Units Available
0 Units 0 Units

* # of Units To Transfer

= The Confirmation: Transfer Test Units pop-up will display.
= Click Yes to complete the transfer.

¥ Confirmation : Transfer Test Units

Are you sure you want to transfer these test units?

Yes MNo

= An confirmation will display once the transfer has completed.

+ Units are transferred.

IMPORTANT: An error message will display if attempting to transfer more units than are
available. "The # of Test Units you are trying to transfer is more than you have available.”
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Custom Messages
User Access Role: SM only
Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > “How To" Platform Training Videos to watch a video tutorial on creating
custom messages.
A custom message provides an individual site a way to share information that is specific
only to that site. There are six types of custom messages that can be created: Student
Instructions Message, Welcome Message, Test Completed Message, Placement Test
Score Report Message, Diagnostic Test Score Report Message, and Test Voucher
Message. To create a custom message:
= Click Custom Messages under the Users menu to display the Custom Messages section.
= Click the + (plus) icon next to the message you want to create, and the message
area will open.
= Type your custom message in each of the text boxes.
= Click Preview, located at the bottom of each message window, to see how your
message will display during testing.
= Click Save at the top of the Custom Messages section.
IMPORTANT: For these messages to appear, Custom Message must be set to Yes in
Test Setup > Test Settings > Score Report Settings.
WARNING: All custom messages have a max character length of 8,000 characters.

& Custom Messages Save
Student Instructions Message:
Welcome Message:

Test Completed Message:

Placement Test Score Report Message:

Diagnostic Test Score Report Message:

Test Voucher Message:

CKEditor toolbar
At the top of each message, the CKEditor toolbar is displayed.

= For descriptions of each of the icons available in the editor, see the Quick Reference
guide at docs-old.ckeditor.com/CKEditor_3.x/Users_Guide/Quick_Reference.

Bsouce ) @ B B @ @ Qb F ¢ | BrenoEea
B I US®X x L||[iz:= £ 28lz a e cmzom=o g i=¢
Styles - || Format « | Font -|] size || A- B3-||38 L0(|?
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Student Instructions Message
The Student Instructions Message displays as a pop-up on the Student Information
screen. You can provide students with additional information about completing the
Student Information screen with this message.

= The default Student Instructions message is:

+ "Onthe Student Information screen and those that follow, you will be asked to
provide your personal information. Please complete all mandatory fields indicated
by a red asterisk (*).”

= The SM can edit, delete, or add a site-specific message.
+ Click the Preview button to see how your custom message will display during testing.
+ Click the Save button to save any changes.
- If changes have been made to the default Student Instructions Message,

the default messaging can be restored at any time by clicking the Restore to
Default button.

WARNING: This message cannot be suppressed. It will always display with the
default message, your custom messaging, or it will be blank if saved with no text in
the message area.

Welcome Message
The Welcome Message displays at the beginning of testing where you can give students
more information about the purpose of testing.

= The default Welcome Message is:
+ "Welcome to ACCUPLACER!

You are about to take ACCUPLACER tests. The purpose of these tests is to help
determine your level of skill in one or more academic areas. The scores you receive

will be used to assist in determining the most appropriate courses for you at this time.

ACCUPLACER multiple-choice tests are adaptive, which means you must answer
each question as it is presented to you before you can continue to the next question.
You cannot skip a question or go back to a previous question to change your answer.

It's very important that you do your best on these tests.

The Proctor is not permitted to help you with any test questions. However, if you
need anything else during the test, please inform the Proctor.”

= The SM can edit, delete, or add a site-specific message.
+ Click the Preview button to see how your custom message will display during testing.
+ Click the Save button to save any changes.

- If changes have been made to the default Welcome Message, the default
messaging can be restored at any time by clicking on the Restore to
Default button.

WARNING: This message cannot be suppressed. It will always display with the

default message, your custom messaging, or it will be blank if saved with no text in
the message area.

Test Completed Message
The Test Completed Message displays at the end of a testing session.

= There is no default message.
WARNING: This message cannot be suppressed. It will always display as a blank
screen or with your custom messaging.
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Placement Test Score Report Message
The Placement Test Score Report Message displays on the Individual Score Report (ISR)
in the Message from the Institution section.

= There is no default message.

IMPORTANT: In Test Setup > Test Settings > Score Report Settings > ISR Printout
Options — Placement Messages the Placement Messages Print on ISR should be
set to Yes to enable the Placement Test Score Report Message to be seen on the ISR.

Diagnostic Test Score Report Message (Available for TSIA2 Only)

The Diagnostic Test Score Report Message is only available for institutions that are a part
of the Texas Success Initiative Assessment 2.0 (TSIA2). The Diagnostic Test Score Report
Message displays on the ISR in the Message from the Institution section.

= There is no default message.

IMPORTANT: In Test Setup > Test Settings > Score Report Settings, the Display
Custom Diagnostic Results Message on the ISR should be set to Yes to enable the
Diagnostic Test Score Report Message to be seen on the ISR.

Test Voucher Message

The Test Voucher Message prints on the student voucher in the Message from the
Institution section.

= There is no default message.

IMPORTANT: The title, Message from the Institution, will display on the voucher even
when there is no custom message.
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Vouchers

Voucher Overview
User Role Access: IA, SM, PRO and PROR

There are multiple components that contribute to the voucher creation and managing
process:
= Student Pre-registration
+ Create and upload test taker details for test administration.
= Generate Vouchers
+ Select and generate voucher details for each test taker.
= Manage Vouchers
+ Reissue and report on voucher activity.
Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >

Resources > "How To" Platform Training Videos to watch video tutorials on creating,
generating, and managing vouchers.

Student Pre-registration
User Role Access: SM, PROR, and PRO

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > "How To" Platform Training Videos to watch a video tutorial on the student
pre-registration process.

The ACCUPLACER platform supports the pre-registration of students who will be taking
ACCUPLACER tests. This feature:

= Ensures that all relevant student information (i.e., student ID, last name, birth date) is
entered correctly.

= Eliminates errors caused by typos or transposed characters when students self-register.

= Saves time on test day.

The ACCUPLACER platform also supports the pre-registration of students via an API. See
the Student Pre-registration API - Overview and Student Pre-registration APl Developer
Guide, located on the ACCUPLACER platform under Resources > Resources > Options
for Data Transfer: To the Platform.

To pre-register test takers:
= Click on Student Pre-registration under the Vouchers menu and the Student
Pre-registration section will display.

= The Student Pre-registration section is comprised of three areas: Student
Pre-registration Instructions, Import Student Profiles, and Student Profile
Information Imports.

W Student Pre-registration

afies
e th fellowing B ety ™ ke ™, * xbun *, e *

Drop e nare B0 B3icag

M Student Profile Information Imports

Pre B iend besones Dute v e RegiieeaF s Hure S Inaiests macanec Fased To ingaey ana
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Student Pre-registration Instructions:

= In the pre-registration instructions, click the Student Pre-registration Template
hyperlinked text to download a blank copy of the template in Excel format.

@ Student Pre-registration

+ Click on the "Drop file here to Upload” and choose a file to batch import Student Profiles.
+ The file format MUST match thel Student Pre-Registration Template and will only accept the following file formats: " xls ", " xlsx ", and " .csv ".
| + Please refer to the Student Pre-Registration Guidelines for detailed information.

= When the download is complete, click on the downloaded file to display the student
pre-registration Excel file.

= Complete the student pre-registration file by entering student data on the template.
IMPORTANT: No more than 2,000 records can be included in a single pre-registration file.

+ Fields highlighted in orange (Student ID, First Name, Last Name, and Date of Birth)
are required.

+ Drop-down menus are provided for Country, State, and Self-Description.

REFERENCE MATERIALS: Refer to the Student Pre-registration Guidelines link for
information concerning codes that should be used in your import file.

W Student Pre-registration

» Click on the "Drop file here to Upload™ and choose a file to batch import Student Profiles.
+ The file format MUST match the Student Pre-Registration Template and will only accept the following file formats: * .xls °, * .xlsx *, and * .cav *.
= Please refer to th4 Student Pre-Registration Guidelines F':r detailed information.

NOTE: This spreadsheet contains all the fields on the Student Information screen.

+ Any entry on this spreadsheet is shown on the Student Information screen when a
student begins testing.

+ At the beginning of testing, students can edit all fields except for Student ID, Last
Name, and Date of Birth.

Upload Template

= Complete the Student Pre-registration file by entering the student data on
the template:

+ Student ID (required)
+ First Name (required)
+ Middle Name

+ Last Name (required)
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Date of Birth (MM/DD/YYYY) (required)
Address 1

Address 2

City

Country

- Select from the available choices in the drop-down menu. United States is the
default selection.

State/Province
- Select from the available choices in the drop-down menu.
ZIP/Postal Code
If Other Specify (should remain blank when the Country selected is United States)
Email Address

- Though this field is optional, as a best practice, itis recommended to have a test
taker's email address in their profile because an email address is required to
receive a remote network voucher, a virtual voucher, and an electronic copy of
an Individual Score Report (ISR).

Gender
Self-Description
- Select from the available choices in the drop-down menu.
Home Phone Number
Mobile Phone Number
Branching Profile Name: If choosing to populate this field:

- Enter the name of the Branching Profile (BP) exactly as it appears in the platform.

WARNING: This field is case sensitive.
- There is no restriction to how many different BPs are included in a single
upload file.
- An upload file can contain a single BP, multiple BPs, no BP (blank field) or any
combination of each.
Supplemental Student ID
User-Defined Field (optional): A user-defined field (e.g., GPA) can also be included
in the pre-registration file.
- The user-defined field must be defined in the application before using this
option.
- Toinclude a user-defined field in the upload file:

+ In the first available field in the header row (row 1) of the pre-registration file,
enter the name of the user-defined field exactly as it was established in the
platform.

WARNING: If the column header in the pre-registration file is not an exact
match to the name in the platform, an error will occur during the upload.

NOTE: An IA or SM can validate the exact naming convention of a user-
defined field by clicking on the User Defined Fields section located under the
Placement Setup menu. The Field Label column contains the exact name.
IMPORTANT: When entering a user-defined field that has been inherited,
the asterisk(s) (*) should not be included as part of the naming convention.
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Above is the student pre-registration template before and after adding a
user-defined field.

- Enter the values accordingly.
« User-defined fields can be either decimal numbers, whole numbers, or text.
NOTE: Students can supplement required fields as part of their profile
information when they log in to take the test.

- Once the Excel worksheet has been completed and carefully reviewed, save it
as an xls, xlsx, or csv file on your computer.

TIP: When saving the pre-registration Excel file, it is recommended to use a
unique name that makes it easy to discern the purpose of the pre-registration
file (e.g., PreReg_Spring2021_Math_Placement). This name will appear in the
platform upon upload.

Import Student Profiles
= To upload the saved student pre-registration file, you can either:

+ Drag and drop the saved file in the Drop file here to upload box.

+ Click anywhere in the Drop file here to upload box to open your computer's
directory to locate and select the saved file.

NOTE: Only one pre-registration file can be uploaded at a time.

X Import Student Profiles

Does your file include a header row? (@  ves |

&3

Drop file here to upload
{or Click)

Cancel

® Import
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= Once the pre-registration file has been uploaded, the name of the file will display
below the Drop file here to upload box with a red Remove button to the right of the
file name.
+ Ifanincorrect file was uploaded, click the Remove button. This will remove the file
from the upload container and allow a new file to be uploaded.

&

Drop file here to upload
(or Click)

B Pre-reg_Fall_2020_Math_Placement.xls (0.04 MB)

Cancel ® Import
= Click the Import button to import the pre-registration data to the
ACCUPLACER platform.
= The Confirmation pop-up will display.
& Confirmation
Please ensura the data in all columns of the student pre-registration file matches the column headers in the
template. Are you sure you want to import the file now? @
Yes No
= Confirm the pre-registration file columns are correct, then click Yes.
+ A confirmation message will appear at the top of the Import Student Files
container, confirming a successful import.
+ The name of the imported file is now included on the list of Student Profile
Information Imports.
X Import Student Profiles
« Success! File upload is completed
Does your file include a header row? [ ] i
Drop file here to upload
Cancedl D import

@ Student Profile Information Imports

Sorl By Pre-Registenad Imponed Date - 1% 1% 0 -~
Pre-Registered Imported Date v Pre-Registered File Name Mo Of Students Imported Failed To Impart Status Action
Ot 15, 2020 253 32 PM Pin-rog_Fail_ 2020 Math_PEECHmen xis 4 L 2 & @ Impotaed
Jul 13, 20202 4917 PM Virtual Remote Vauchas Pra.red s 13 & 24 @ Imponed £
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Student Profile Information Imports
The Student Profile Information Imports area provides important details about the

imported file.
= Pre-Registered Imported Date: Displays the date the file was imported into the platform.
= Pre-Registered File Name: Displays the name of the file that was imported into
the platform.

= No of Students: Displays the total number of records in the imported file.

+ Clicking the Download icon to the right of the displayed number will generate a

copy of the original student pre-registration upload file.
- Click the Download icon and when prompted, click
the Download button to display the file.

= Imported: Displays the number of student records that were successfully imported.

+ Clicking the Download icon to the right of the displayed number will generate

a student pre-registration file containing only the records that imported
successfully.

- Click the Download icon and when prompted, click
the Download button to display the file.

= Failed to Import: Displays the number of student records that were unable to
be imported.

+ Clicking the Download icon to the right of the displayed number will generate a
student pre-registration file containing only the records that failed to import.

- Click the Download icon and when prompted, click
the Download button to display the file.

+ The Failed to Import download file will contain a new column titled Reasons
for Failure.

- Review the failure reason provided and make the appropriate correction(s).

Branching Profile Name Supplemental Student 1D |Reasons for failure
SEP - ng aff Branching Profile is invalid
Gender is invalid

+ When complete, save the corrected file and repeat the upload process with the
corrected file.

= Status: Displays the status of the imported file:
+ Importin Progress
+ Imported (all records imported successfully)
+ Partially Imported (some records failed import)
+ Failed to Import (all records failed import)
= Action: The Action column will allow you to delete the imported file from the list.

WARNING: Deleting an uploaded file from the Student Pre-registration section will also
delete it from the Generate Vouchers section. The deleted file will no longer appear as
an option to select from the Load Pre-registered Student Records drop-down menu.

TIP: The Student Profile Information Imports area can quickly be refreshed by clicking the
Refresh icon in the Student Profile Information Imports header bar. This is useful when
importing a large pre-registration file that is showing a status of “Import in Progress.”

@ Student Profile Information Imparts

Sor By Pro-Registanad imponed Dace - Ik 12
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Generate Vouchers
User Role Access: SM, PROR, and PRO

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > "How To" Platform Training Videos to watch a video tutorial on generating
and managing vouchers.

The Generate Vouchers section is comprised of two main areas: Generate Voucher and
Students List. Vouchers can be generated from an imported pre-registration file or by using
the Create Single Student Record or Find Students options. Once a pre-registration file has
been successfully uploaded and imported, the test taker vouchers can be generated.

To access the Generate Vouchers section:

= Click Generate Vouchers under the Vouchers menu and the Generate Voucher
section will display.

W Generate Voucher

W Generate Voucher

Load Pre-Registered Student Records Select Voucher Expiration Set Voucher Expiration

e

Select Pre-Registered Students w 90 Days v 08302022

Select Voucher Type

Standard/Print Vioucher w

Resat Generate Voucher

Ml Students List + Create Single Student Record l Q Find Students I wm' I & Print IBPIH.&I I

Mo records to display.

NOTE: Only the student pre-registration files uploaded after the deployment of this
feature will be displayed in the Load Pre-registered Student Records drop-down.

Generate Voucher
Load Pre-registered Student Records

= Click the Load Pre-registered Student Records field to display the drop-down menu
of available imported student pre-registration files.

= Begin typing the pre-registration file name in the Load Pre-registered Student
Records field or scroll through the drop-down list and select the pre-registration file
to be used for generating vouchers.

NOTE: The imported pre-registration files are listed chronologically from newest
to oldest.

IMPORTANT: The student pre-registration files that are removed/deleted in the
Student Pre-registration section will no longer be available for selection in the Load
Pre-registered Student Records drop-down menu.

= Select the pre-registration file by clicking on the file name.
+ The selected file name will display in the Load Pre-registered Student Records field.

= The student records in the selected pre-registration file will display in the Students
List area.
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+Create Single Student Record

The +Create Single Student Record button in the Students List header bar provides
the ability to:
= Quickly generate a voucher for a single student.
= Add a single student record to the list of test takers from the selected pre-registration
file in the Load Pre-registered Student Records field in the Students List area for
voucher creation.
In the Students List header bar:
= Click the +Create Single Student Record button.
+ The Create Student pop-up will display.
= Enter the student information in the Create Student pop-up:
+ First Name (required)
+ Middle Name
+ Last Name (required)
+ Address 1
+ Address 2
+ Country (required)
+ State (required)
+ If Other Specify
+ City
+ ZIP/Postal Code
+ Email
+ Student ID (required)
+ Confirm Student ID (required)
+ Supplemental Student ID
+ Home Phone Number
+ Mobile Phone Number
+ Date of Birth MM/DD/YYYY (required)
+ Gender
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= Click the Create button when completed.
+ The Create Student pop-up will close.
+ The new student record will display in the Students List area.

e

| preder NOT 1o receive smail froe tha College Board regarding their free college planning services.

Create

Find Students
The Find Students option is another way to generate a voucher for a single student or to
add a single student record to the selected pre-registration file. To use this option:

= Click the Find Students button in the Students List header bar to display the Find
Students pop-up.

Find Students

Institution Name Site Name
“Pearson - IT - Mew_Tth spt *Pearson Pearson IT - Shawn
Siudent « Sl 2
&= ]
S I S kel S i 7]

Reset Search

B Student Search Results

Mo records o display

= Search for a student by entering search criteria in the available fields:

+ Student Created Date From (enter a date range to search for a student using the
MM/DD/YYYY format)

+ Student Created Date To (enter a date range to search for a student using the
MM/DD/YYYY format)
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+ StudentID
+ Supplemental Student ID
+ First Name
+ Last Name

= Click the Search button to display the student records that match the search criteria
in the Student Search Results area.

= Click the checkbox next to the student record to be added.
+ More than one student record can be selected at a time.

= Click the Add button to close the Find Students pop-up and add the selected student
records to the Students List area.

Dt P

Samoh

W Student Search Results

Add

Remove Students
The Remove Students option allows for a student record to be easily removed from the
Students List. To remove a student record:
= Click the checkbox next to the student record that does not require a voucher.
+ Multiple student records can be removed at once.
= Click the Remove Students button found in the Students List header bar.

Racord | @ Fra s ::-----lmwlem'Bmul

Student ID “  First Name Last Name Date of Birth Email Address Branching Profile Voucher No Expires On

= The Remove Student(s) confirmation pop-up will display.

+ When prompted, “"Are you sure you want to remove the selected student(s) from
student list?” click Yes.

= The Students List will refresh with the selected student records removed.
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Select Voucher Expiration Date
Once the Students List is finalized, determine how long a voucher should remain active
by setting the expiration date. In the Generate Voucher area:

= Click the Select Voucher Expiration field to display the drop-down menu list of
available options:
+ 90 Days (default)
+ 7 Days
+ 14 Days
+ 30 Days
60 Days
+ Custom

*

= To select an expiration period different from the 90 Days default, click on the desired
number of days until expiration.

W Generate Voucher

W Generate Voucher

Lo Pre-Regiite:sd Student Reconds Setect Vouthss Expiation * Bt Vouche: Expiration

Bres Hogedennd Shadents

Selwci Voucher Trpe

Flessr  Ciorevate doacher

= When selecting Custom from the Select Voucher Expiration drop-down menu, an
expiration date will need to be manually entered in the Set Voucher Expiration field.

+ WARNING: The Set Voucher Expiration date cannot be:

- The same date as the voucher creation date (e.g., a voucher created October 10
cannot have an expiration date of October 10).

- Greater than 90 days from date of voucher creation.

Bedact Wouchar | epirason
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NOTE: The Expires On column in the Students List area will automatically update to an
expiration date based on the selection.

Select Voucher Type
The voucher type determines how and where ACCUPLACER will be administered to a test
taker. There are three types of vouchers that can be generated:

= Standard/Print Voucher: Used for testing individuals who attend or will attend your
institution at your institution’s testing center.
= Remote Network: Used for testing individuals who attend or will attend your
institution but are unable to test at your institution’s testing center due to extenuating
circumstances (e.g., student proximity to testing center).
+ This type of voucher allows a test taker to test at another institution that
administers ACCUPLACER and is a part of the ACCUPLACER Remote Testing
Network that agrees to test individuals outside of their institution.
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+ When a Remote Network voucher is created, an email is sent to:
- The email address of the person who created the voucher.
- The email address specified in the Remote Site area of the Site Profile section.

- The test taker, assuming the test taker has a valid email address in the
Student Profile.

+ NOTE: For privacy purposes, the email address of the person who created the
voucher and the specified Remote Site email address will be listed in the BCC
line of the email.

+ When a test taker using a Remote Network voucher completes the assigned BP:

- An email will be sent to the person who created the voucher as soon as the test
taker has completed the assigned BP.

- The email will notify the originator that the voucher that was created has been
used, and that test results are available for the completed test(s).

= Virtual Voucher: Allows a test taker to test remotely (e.g., at home) using an approved
ACCUPLACER virtual vendor (i.e., remote proctoring vendor).

+ When a virtual voucher is created, an email is sent to:
- The email address of the person who created the voucher.
- The virtual vendor selected to administer the exam.

- The test taker, assuming the test taker has a valid email address in the
Student Profile.

« NOTE: For privacy purposes, the email address of the person who created the
voucher and the virtual vendor email address will be listed in the BCC line of
the email.

+ When a test taker, using a virtual voucher, completes the assigned BP:

- An email will be sent to the person who created the voucher as soon as the test
taker has completed the assigned BP.

- The email will notify the originator that the voucher that was created has been
used, and that test results are available for the completed test(s).

WARNING: Only one voucher type can be selected for all test takers displayed in
the Students List area.

To select the appropriate type of voucher to generate for the students displayed in the
Students List area:
= Click the Select Voucher Type field to display the drop-down menu of available options.
= Click the voucher type name to select it from the drop-down menu:
» Standard/Print Voucher (default)
+ Remote Network or Virtual Voucher

Lewd Bas Bagaberest Lasdnnt Sacoefa

‘Satnct Vashar Trpe

Boel Gl Voucher

ACCUPLACER User's Guide © 2022 The College Board.

97



= Selecting Remote Network or Virtual Voucher from the list will display the Selected
Remote Site field to the right of the Select Voucher Type field.

+ Click the Search icon at the end of the field to display the Remote/Virtual Site
Search pop-up.

Lxm P g e e e v o v e

[ e e

Remote Network Voucher

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > “"How To" Platform Training Videos to watch a video tutorial on finding a
remote testing center.

To generate a remote network voucher:
= Use the available fields in the Find Remote Testing Center area to locate an institution
that is conveniently located for the test taker:

+ Country (required field): Select a country from the available options in the
drop-down menu.

- When selecting United States, U.S. States will be displayed in the States
drop-down menu.

- When selecting Canada, Canadian Provinces will be displayed in the States
drop-down menu.

- If any other country is selected, the States field will be made inactive.

+ As soon as you select a country, institutions will begin to populate the
Available Testing Sites area.

+ Complete the additional Find Remote Testing Center fields to narrow down the
list of sites.

+ State: Select a U.S. state or Canadian Province from the available options in the
drop-down menu.

- Selecting a state or province will automatically refresh the list of Available
Testing Sites.

+ Complete the additional Find Remote Testing Center fields to narrow down the
list of sites.

+ City: Enter a city name.

- Click the Search button to continue to refine the search results, if necessary.
+ ZIP/Postal Code: Enter a ZIP code.

- Click the Search button to continue to refine the search results, if necessary.

+ Radius (Miles): In conjunction with the ZIP code, select a mile range from the
Radius drop-down menu. The available options are:

- 25 (default)
- 50

- 75

- 100

+ Click the Search button, and all registered remote testing centers that meet the
filter criteria will display in the Available Testing Sites area.

= Click the View icon under the Action column and the Remote Test Site Information
pop-up will display, providing specific details regarding the remote testing site.

= Click the Close button to close the Remote Test Site Information pop-up.
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= Click the Select button to close the Remote/Virtual Site Search pop-up and apply the
selection to the Students List.

+ The selected institution name will now appear in the Selected Remote Site field.

¥ Generate Voucher

% Generate Voucher

Load Pre-Registersd Siedent Records

Sebect Voucher Expiration S#% Youcher Expiraton
New_Tes!_Take pload {1)xs | 01-Jun-2022 17 06 PM w [ w =
Ealect Vousher Typs Salected Remote Site
Faomota Mook Virtual Ll ot Salect Q
...... GENETAE VOLE et
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Virtual Voucher
To generate a virtual voucher:

= Click Remote Network or Virtual Voucher from the Select Voucher Type field to
display the Selected Remote Site field to the right of the Select Voucher Type field.

= Click the Search icon at the end of the field to display the Remote/Virtual Site
Search pop-up.

= Click the checkbox next to Virtual Site Search Only, located at the bottom of the
Find Remote Testing Center area.

+ Click the Search button to display the approved virtual vendor list in the Available
Testing Sites area.

+ Click the button next to the virtual vendor's name and proctoring type that will
administer your BP remotely.

Remotervirtual Site Searc

“ Saleet One. v

Radius (Miles)

= Click the Select button to close the Remote/Virtual Site Search pop-up and apply the
selection to the Students List.

+ The selected virtual site name and proctoring type will now appear in the Selected
Remote Site field.

W Generate Voucher

% Generate Vioucher

Load Pre-Registered Student Records

Select Pro-Registered Student ~

Select Voucher Type

e Network or Virtual Vouche e

Select Voucher Expiration

Selected Remote Site

vl Live

* Eet Voucher Expiration

Resei Ganerate Vouther

WARNING: To use virtual “vendor” vouchers, you must set up an account with an
approved virtual test vendor in advance of issuing vouchers.

= The virtual vendor and proctoring type are passed down from the institution level.
Contact your IA to discuss the options for virtual vendors for your site.
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Selecting a Branching Profile

Before vouchers can be generated, the BP to be administered for each test taker must
first be selected. If any student record in the Students List area is missing a BP, an error
message will be displayed upon clicking the Generate Voucher button.

To select a BP:

= |n the Students List area, click Select Branching Profile to display the list of available
BPs from the drop-down menu.

+ Type the first few letters of the desired BP name, or scroll through the drop-down
menu to locate the desired BP.

+ Click the name of the BP to be applied.
+ The selected BP name will display in the Select Branching Profile field.
= Apply the BP by either:
+ Clicking the Apply to All button.
- This will apply the selected BP to every student record in the Students List area.
- The Apply Branching Profile pop-up will display.

+ When prompted, “Are you sure you want to apply the selected branching
profile to all the listed students? Doing so will override any existing branching
profile references,” click Yes.

- The selected BP name will appear under the Branching Profile column for
all records.

WARNING: Any BP already assigned to a student record will be overridden.

+ Clicking the Apply to Selected button.
- This allows the selected BP to be applied to one or multiple student records.

« Click the checkbox next to each student record the selected BP should be
assigned.

¢ Click the Apply to Selected button.

* The selected BP name will appear under the Branching Profile column for the
selected records.

« Repeat this process till all records are assigned a BP.

danit 1D “  First Nesws Last Hame Date of Birth Esmuil Adelrwss Beanching Profile Wiewchid No Exgires On
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= Once all the Student Records have been assigned a BP, click the Generate
Voucher button.

= The Generate Voucher(s) pop-up will display, detailing the voucher type and number
of vouchers to be generated.

= Click Yes if the information is correct.
& Generate Voucher(s)

Are you sure you want 1o generate voucher(s) for the below information?

Voucher Type: Remote Network or Virtual Vioucher
No. of Students: 4
Remote Site Name: Examity® Live

NOTE: If the email field within the Student Pre-registration template is lefi blank, the student will not receive emails generated regarding

the voucher. You can add the student's email address after voucher creation by editing the student profile and then resend the voucher
amail via the Manage Vouchers menu

Yeas No

= The Voucher No column will display a unique voucher number for each student record.

Actionable Action Buttons
The Students List header bar offers action buttons to Export, Print, and Print All
student records.

Export Options Button
= Export Options
+ The student records displayed in the Students List can be exported if desired.
To export the records:

- Click the Export Options button in the Students List header bar to display the
drop-down menu of export options.

- Select the export format from the drop-down menu by clicking on the format
name:

+ Delimited Text
« CSV
+ Excel

H
Studeat 1D Fiest Hama Last Hame Date of Binth Branching Profie Vouchar Mo Expiry Date Imporind Date Fie Hame

0608y Mind1 Patil1 010111880 *** ESL Listering MEBEIM2S 110272020
001 Hick Anosta 01/08/1888 SEP - NG ARF SCXIWTTT 110272020 10152020  Pre.teg Fall_2000_Math_Placement ds
TOO03 Fose Hylund 01/17/2000 " ESL Listening BO0EMNZG 11022000

[WT000:  Dorothy Zhomak  02/17/2000 *** Nex-Generation Advnced Algehra and Functions 42R3CI4L  1102/2000 1052020 Pre-reg_Fall_2020_Math_Placement ds

Print Buttons
= Printing Vouchers

+ The Students List provides the ability to print the generated vouchers for
distribution to test takers when necessary. The platform offers two printing options:
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Print All Button

+ Click the Print All button in the Students List header bar to print a voucher for
every student record in the Students List.

= e e

- The Print Generated Voucher pop-up will display, containing all student
vouchers for printing.

Print Button
+ Click the checkbox next to each student record to be printed.

TIP: It may be quicker to select all records by clicking the checkbox in the
Students List header row and then unchecking the boxes next to the student
records that should not be printed.

+ Click the Print button in the Students List header bar to print the selected
student voucher(s).

+ The Print Generated Voucher pop-up will display, containing the selected student
vouchers for printing.

ACCUPLACER. Test Voucher

You are pra-registered 1o lake an ACCUPLACER lesi(s) and have baen
issued the unique vouchar number shown 1o the left. When you are
raady to lest, use the test voucher number 1o access the student
information that has been antared for you

Voucher: 47XM4NES

Studant ID: TOOO1

Firat Marma: Mick

to helip you do your best on tha lests at
egeboand com/sludenttesting/accuplacer! .
T start your kst session take this vouchar to the testing center and give
t o the procton who will gel you stared

|Message from the Institution

+ Click the Printer icon in the lower left corner of the Print Generated Voucher
pop-up to print the vouchers.

IMPORTANT: Your custom Test Voucher Message will display at "o —
the end of the voucher under Message from the Institution.

= Even if a custom message has not been established, the Message
from the Institution title will still display with no text underneath it.

= SMs can create their institution's custom messages.

+ Visit the Users > Custom Messages section of this guide for
more details.

Confirmation Email

Upon creation of a remote voucher, a confirmation email like the one
shown here will be sent to the student's email.
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Managing Vouchers
User Role Access: IA, SM, PRO, and PROR

Video Resource: Log in to the ACCUPLACER platform and navigate to Resources >
Resources > "How To" Platform Training Videos to watch a video tutorial on
managing vouchers.

The Manage Vouchers sections allow a user to find vouchers, reprint vouchers, or resend
voucher emails. To access the Manage Vouchers section, click on Manage Vouchers
under the Vouchers menu.

= The Manage Vouchers section is comprised of two areas: Manage Voucher - Search
and Voucher Search Results.

W Manage Vouchers

8 Voucher Search Results

Seareh

Manage Voucher - Search
= The Manage Voucher - Search area provides various search options that can be
used individually or in multiple combinations to narrow search results based on the
available search options.

+ Institution Name: The institution name associated with the site where the
voucher search is being performed.

- This field cannot be modified.
+ Site Name: The site name where the voucher search is being performed.
- |lA: Selecting a site is optional.

+ To select a site, click -Select One- in the Site Name field to display a
drop-down menu of all available sites.

+ Click on a site name to select the site to be searched.
« If a site is not selected, all sites will be searched.

- SM, PRO, and PROR: The field will be auto-populated with the site associated
with the user credential actively signed in.

+ This field cannot be modified.

+ Voucher Status: Select a status from the drop-down menu by clicking on the
Voucher Status field.

- Unused (default): The voucher has not been used and has not expired.
- Used: The voucher was used to take a test.

- Cancelled: The voucher was cancelled before it was used to take a test.
- Expired: The voucher was not used and has expired.
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+ Voucher Type: Select the type of voucher to be searched
- Standard/Print Voucher: Results will display only vouchers created by your site.

- Remote Network or Virtual Vouchers: Results will display only vouchers created
by your site.

- Remote Vouchers Scheduled for My Site: Results will display vouchers created
by other institutions or sites when your site has been selected at the Remote
Testing Network testing site location.

NOTE: This applies only to sites that have opted in to being a part of the
ACCUPLACER Remote Testing Network. No results will display for sites that
have not opted in.

+ Voucher Created Date: Click the Voucher Created Date field to display the drop-
down menu of available predefined time periods. This field defines the time frame
that the search will be pulled from.

- When the Voucher Status selected is Unused, Used, or Cancelled, the available
options are:

« Today

* Yesterday and Today
« Last 7 Days (default)
+ Last 30 Days

+ Last 6 Months

+ Custom Date Range: Selecting Custom Date Range will activate the Voucher
Create Date From and To fields.

- When the Voucher Status selected is Expired, the available options are:
+ Today
+ Yesterday and Today
+ Last 7 Days
« Last 30 Days
« Last 90 Days (default)
+ Last 6 Months

+ Custom Date Range: Selecting Custom Date Range will activate the Voucher
Create Date From and To fields.

+ Voucher Created Date From: Click the calendar icon to select the start date for
the search.

- The start date may be manually entered in the field using the MM/DD/YYYY format.

+ Not following this format will result in an error.

+ Voucher Created Date To: Click the calendar icon to select the end date for
the search.

- The end date may be manually entered in the field using the MM/DD/YYYY format.

* Not following this format will result in an error.

+ Student ID: Search for a specific test taker by entering the institution-assigned
Student ID.

+ Supplemental Student ID: Search for a specific test taker by entering the
institution-assigned Supplemental Student ID.

NOTE: Not all test takers will have a Supplemental Student ID.

+ Student First Name: Search for a test taker by entering the first name.

+ Student Last Name: Search for a test taker by entering the last name.

+ Pre-registered File Name: This option is only available for SM, PRO, and PROR roles.
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- Click the Pre-registered File Name field to display the drop-down menu of
available pre-registration file names to choose from.

- Click the desired file name to search for a single test taker or an entire group of
test takers that were included in the same imported student pre-registration file.

WARNING: If a student pre-registration file has been deleted from either the
Student Pre-Registration or Generate Vouchers sections, the pre-registration file
name will no longer be an available to select and perform a search.

= Once the desired search parameters have been entered in the Manage Voucher -
Search area, click the Search button.

+ Records matching the selected criteria will display in the Voucher Search
Results area.

M Voucher Search Results i vsuchas | Exgor Ops

Voucher Search Results

From the Voucher Search Results area, you quickly see specific details about a voucher
record, and details displayed in a grid:

o O 0 ©

¢ © ¢ O

= Student ID

= First Name

= Last Name

= Date of Birth

= Email Address

= Branching Profile
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= Voucher No

= Remote Site Name (displays when the Voucher Type is Remote Network or Virtual
Voucher and Remote Vouchers Scheduled to My Site)

= Expiration Date
Clicking the + (plus) icon next to the voucher record quickly displays:

+ Host Site Name
+ Voucher Status
+ Voucher Type
+ Created Date

+ Created By

+ Remote Site Name (displays only when Voucher Type is Remote Network or
Virtual Voucher)

+ Supplemental Student ID

Reprint Vouchers
User Role Access: IA, SM, PRO, PROR

When performing a voucher search with a voucher status of Unused, the Reprint button
will display in the Voucher Search Results header bar. The Reprint button will not display
when performing a voucher search with a voucher status of Used, Cancelled, or Expired.
To reprint a voucher for single test taker or a group of test takers:

= Perform a search of the test takers.

= In the Voucher Search Results area, select the vouchers you want to reprint by
clicking the appropriate checkbox next to each Student ID.

= Click the Reprint button in the Voucher Search Results header bar to reprint the
selected records.

B Voucher Search Results Gancel Voucher [E::ﬂrt Opticns ~
Sort By Student ID ~ i 12
Student ID First HName Last Name  Date of Birth Email Address Branching Profile Voucher No Expiry Date
+| & PearsonTest371 Mio Pat 311-Jan-1980  milinddall@gmail.com WEP EA-JBESBS33 30-Mov-2020
& Pear Pa Jai 13 INTRETN 9-M 020
| & PearsonTest3’Tl  Mio Pat J1-Jan-18680  milind4all@gmail.com WEP aZLB0HES 29-Nov-2020

l Reprint I

v Action

NOTE: Only vouchers that are unused and have not expired or been cancelled can
be printed.

Cancelling Vouchers
User Role Access: IA, SM, PRO, PROR

As a best practice, when an unused voucher is no longer required, the voucher code
should be cancelled. Cancelling a voucher code prior to its expiration date will help keep
your site's voucher records accurate and up to date. It will also prevent the voucher code
form accidently being used and consuming one or more units unnecessarily.

When performing a voucher search with a voucher status of Unused, the Cancel Voucher
button will display in the Voucher Search Results header bar. The Cancel Voucher

button will not display when performing a voucher search with a voucher status of Used,
Cancelled, or Expired. To cancel a voucher for single test taker or a group of test takers:

= Perform a search of the test takers.

= In the Voucher Search Results area, select the vouchers you want to cancel by
clicking the appropriate checkbox next to each Student ID.
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= Click the Cancel Voucher button in the Voucher Search Results header bar to cancel
the selected records.

4
e 0

¢ © O 0 0 O 0 O

= When prompted, click Yes to confirm the selected vouchers should be cancelled.

& Cancel Voucher(s)

Are you sure you want to Cancel Voucher(s) for selected student(s) from student list?

= The cancelled voucher codes will no longer appear in the voucher search results with
a voucher status of Unused.

= The cancelled voucher codes will now be visible in the voucher search results with a
voucher status of Cancelled.

Resend Remote Voucher Notification Email
User Role Access: IA, SM, PRO, PROR

The Remote Voucher Notification Email is sent when a remote network or virtual voucher
is created. It can be resent if needed due to an incorrect email address, a student email
address not being on file at time of voucher creation, etc. When performing a voucher
search with a voucher status of Unused, the Email All button will display in the Voucher
Search Results header bar.

= A Remote Voucher Notification email can be sent individually or in bulk.

= For privacy purposes, all email recipients receiving the resend notification email will
be listed in the BCC field.
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NOTE: When performing a voucher search with a voucher status of Used, Cancelled,
or Expired, the Email All button will display in the Voucher Search Results header bar.
However, the platform will not allow you to select and send an email notification for a
voucher that is no longer valid.

To resend an email for a remote network or virtual voucher test taker or group of test takers:

= At aminimum, select Remote Network or Virtual Voucher from the Voucher Type
drop-down menu when choosing the search criteria.
+ remote network and virtual vouchers are the only voucher types that an email will

be generated for and sent to test takers.
NOTE: Remote Vouchers Scheduled for My Site from the Voucher Type
drop-down could also be selected if you need to resend an email to a test taker
scheduled to test at your site on behalf of the originating site.

= Once the voucher(s) is displayed in the Voucher Search Results area:

+ Click the envelope icon underneath the Action column to resend a Remote
Voucher Notification Email.

Pr—— Supesmantyl Ste ) G R —— Shadart L awt Mars

+ Selecting the envelope icon will display the Resend Remote Voucher Notification
Email pop-up.
- The Email Address field will be prepopulated with the email addresses where the
voucher was previously sent.
- The Email Address field can be updated and sent to new email addresses.

- The Email Addresses either prepopulated or updated will be sent in the BCC
address field.

NOTE: Multiple email addresses separated by a comma can be used.
NOTE: The envelope icon will only display for active vouchers. Expired or
cancelled vouchers will not display the envelope icon.

+ Click the Resend Email button when ready to resend the email notification.

Resend Remote Voucher Motification Email

Student ID: PearsonTestIT1

Resend Emai

= To resend multiple Remote Voucher Notification Emails in bulk:
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+ Click the checkbox to the left of the Student ID column to select each remote
network/virtual voucher that needs to be resent.

TIP: To select all remote network/virtual vouchers displayed on the screen at
once, click the checkbox in the header row to the left of Student ID.
- It may be quicker to select all the remote network/virtual vouchers displayed on
the screen and remove the selected students you do not need to resend to.

+ Click the Email All button once all the desired remote network/virtual vouchers
have been selected.

+ When prompted to confirm you want to resend the Remote Voucher Notification
Email for the selected vouchers, click Yes.

& Resend Remote Voucher Notification Email

Are you sure you want to resend the remote voucher nolification email for the selected vouchers?

Note: This amail will be sent fo the host site, ramote site and studant; if you nead to change the intendad recipients, you will have o sand
them individually by using the email icon from the Action column.

Yes Mo

- Clicking Yes automatically resends the selection.

- A confirmation notification will display at the top of the Manage Vouchers -
Search section, confirming the emails were resent.

Q, Manage Voucher - Search

Emails with details for the selected vouchers were sent successfully

IMPORTANT: When resending the Remote Voucher Notification Email in bulk, the email
is resent to the same initial recipients (host site, remote site, and student). The email
addresses cannot be modified.

= |f you need to change the intended recipients, you will have to send them individually
by using the email icon from the Action column.
Export Voucher Search Results
User Role Access: IA, SM, PRO, PROR

The ACCUPLACER platform provides the ability to export the voucher search results.
when performing a voucher search with a voucher status of Unused, Used, Cancelled, or
Expired, the Export Options button will display in the Voucher Search Results header bar.
To export the search results:

= Click the Export Options button in the Voucher Search Results header bar to display
the export options drop-down menu.
= Click on an available format option to download the results:
+ Delimited Text
+ CSV
+ Excel
+ XML

T e

St = 1 Forwr s nar e Dane oF (e b Addresn srwhaeg Fopros et demccs me war [RIe

Student ID First Name Last Mame Date of Birth Email Address Branching Profile  Host Site Name ‘Vioucher Mo Expiry Date
PearsonTest371 Milo Patil 01/31/1980 test taker@gmail.com VWBP “Pearson Pearson IT - Shawn EA-JBESB533  11/30/2020
PearsonTest371 Milo Patil 01/31/1980 test_taker@gmail.com VVEBP “Pearson Pearson |T - Shawn B63NTRGTN 111292020
PearsonTest371 Mio Patil 01/31/1980 test_taker@@gmail.com VVBEP “Pearson Pearson IT - Shawn 52L8DHB8 11/29/2020
PearsonTest371 Milo Patil 0173111980 test taker@amail.com VWBP *Pearson Pearson [T - Shawn RUK28034 1172872020
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Preparing for Test Administration

Branching Profiles
User Role Access: |IA and SM

ACCUPLACER tests are administered using Branching Profiles (BPs). BPs determine
which tests will be administered, in which order, and under what conditions. BPs can be
created by an IA or by an SM.

= BPs created by an IA are available for use on all sites.
= BPs created by an SM are only available for use at that site.

To access the Branching Profiles section:
= Click Branching Profiles under the Test Setup menu.
= Alist of all available BPs will display.

& Branching Profiles

Peafi

1 b provided o i Individual Score Fegent) Chck on the yparlink in the Leareing Path
anching Profm, the Laarming Path will sutematicaly by nactivated
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The Branching Profile section displays:

= Branching Profile Name
= Status: Displays if a BP is active or inactive.
+ Click the Inactive/Activate toggle button to change the status.

+ BPs that have been deactivated will not be available in the drop-down menu when
administering tests.

= Last Modified Date

= Action: There are several action icons under the Action column that can be clicked on
to perform certain functions.

+ To view the BP e
+ To edit the BP =z
+ To copy the BP 2

+ To verify the BP

TIP: The verify function is your best friend! Use it to make sure your BPs that
have been built in the ACCUPLACER platform are performing as expected.
Best practice is to test all possible scenarios to verify the branching logic you
have entered in the platform.

<

ACCUPLACER User's Guide © 2022 The College Board.



- Click the Verify icon to test BPs and placement rules without expending test units.

* A new browser window will launch with a description of Rule #1.

+ If arule contains test settings, all the selected settings will display.

+ Click Apply Next Rule to continue.

- If arule contains a background question group, all background questions
contained in the group will display.

« Answer each of the questions and click Apply Next Rule.

ACCUPLACER User's Guide

© 2022 The College Board.

112



- If arule contains a test, enter a test score in the box provided.
+ Click Apply Next Rule to continue.

- After all rules are tested, the Branching Profile Applied message will appear,
and placements based on your rules will display.

- Click the Close button to close the BP verify browser window.

+ To print the BP )

+ TodeletetheBP =

Creating a Branching Profile
To create a new BP:
= Click Branching Profiles under the Test Setup menu.

= Click the Add button in the Branching Profiles header bar.

4% Branching Profiles

* Branching Profile inharited from the Institufion level. You cannot edit or delete these Branching Profiles.
** Branching Prefile inherited from the Group lavel. You cannot adit or dolate thesa Branching Profilas.
*** Branching Profile inherited from the ACCUPLACER Systemn. You cannct edit or deldate these Branching Profiles
lomized Learmning Path based on test results

Branching Profiles that include a Diagnostic Test can be configured to automatically assign a

| Score Report). Click on the h

(access instructions will be provided on the

Profile. the Learning Path will autornatically be inactivated

B Branching Profiles
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= The Branching Profiles setup section will display.

-3

e T
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fggn Foa ey Thoms e T ——
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= In the Branching Profile Title field, enter the name of the BP being created.

TIP: Begin the names of your BPs with numbers/period combinations (01., 02., 03.
etc.), with the most often used BP being your first listed. Each BP should be named
describing what test/settings will be administered to make it easy for proctors to
identify (e.g., "Arithmetic with Accessibility Tools").

All new BPs will have two optional default rules.

= Rule 1: Shows the default test setting for the testing option.

+ This setting includes all default values for score reports, item tools, student
profile, and Individual Score Report (ISR) design setting items.

- Review these settings by clicking Test Settings under the Test Setup menu.
NOTE: The default test setting cannot be edited, but can be disabled.

+ If you do not want to use the default test setting, build a custom test setting from
the drop-down menu that you previously created.
= Rule 2: Shows the default background question group.
+ The default background question group includes all available standard
background questions.
- To review the default background question group, click Question Groups under
the Test Setup > Background Questions menu.
NOTE: The default background question group cannot be edited, but can be
disabled.
+ If you do not want to use the default background question group, build a custom
set of background questions.
- If you do not want to ask background questions, delete this rule by clicking the
white x in the Rule 2 header bar.
TIP: Background questions can help gather valuable information about your
students. Review the questions annually to make sure the questions are still
applicable.

IMPORTANT: Do not create an empty background question group.
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Branching Profile Rules and Conditions: BP Rules
A new rule can be added above or below a selected rule by expanding the Add Another
Rule button located at the lower right of each rule. Every BP consists of four types of rules:
= Administer Test
= Administer Academic Factor Group
= Administer Background Question Group
= Apply Test Settings

New Rule Type

Rule

| -Select One- A

-Select One-

Administer Test

Administer Academic Factor Group

Administer Background Question Group Add Close
Apply Test Settings

Branching Profile Rules and Conditions: BP Conditions
There are eight different condition types that can be added to a rule:

Mew Condition Type

Condition

-Select One-
Test Was Completed
Test Not Taken Add Close
Academic Factor
Background Question
Single Test Score
Multiple Test Scoras
User Defined Field
Major/Program

= Test Was Completed: This rule will be applied if the indicated test has been
completed by the test taker.

+ All ACCUPLACER tests, Local Tests, and WritePlacer Settings are available
for selection.

+ This condition type can be used only when the test used in the condition has been
administered in a preceding rule.

+ Forthe score to be used in this condition type, it is assumed that the test taken by
the test taker has been completed and scored successfully by the system.

Tast was

v the *** ESL Language Use - CAT complated

THEN

SUIRMELIIS o8 *** WritePlacer ESL - WritePlacer

- EXAMPLE: In the example above, if the ESL Language Use - CAT test was
completed, then administer the WritePlacer ESL - WritePlacer test.

= Test Not Taken: This rule will be applied if the test taker has not taken the indicated test.

+ All ACCUPLACER tests, Local Tests, and WritePlacer Settings are available
for selection.
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Test not

~ the *** Next-Generation Reading - CAT RIS L+ R 1)
THEHW
Administer the Test +++ ESL Language Use - CAT
+ EXAMPLE: In the example above, if the Next-Generation Reading - CAT test
was not taken, then administer the ESL Language Use - CAT test.
= Academic Factors: This rule will be applied if the score on the indicated Academic
Factor meets the specified condition.
+ Use this condition only when one of the rules preceding this rule is to administer
the Academic Factor Group that contains the Academic Factor Question being
used in the condition.
+ Select the name of the Academic Factor Question you want to use from the
Answer To drop-down menu.
+ Use the next drop-down menu to select greater than or equal to, equal to, or not
equal to.
+ The next box will contain all possible answer choices to the selected Academic
Factor Question.
+ Select the answer you want to use.
+ NOTE: You can select more than one answer by clicking Add a condition above/below.
ALWAYS
Administer the Academic Factor Group Academic Factor Questions - includes GPA 4.0 scale question W © Add condition
IF
times the
vl | 10 academic “ Overall GPA (4.0 scale)  ~ I8 greaterthan or equal to w250 v o- B8
score of
THEN
Adminester the Test *** Mext-Generation Quantitatve Reasoning, Algebra, and Statistics - CAT W

+ EXAMPLE: In the example above, if the student’s overall GPA (4.0 scale)
is greater than or equal to 2.50, then administer the Next-Generation
Quantitative Reasoning, Algebra, and Statistics - CAT test.

= Background Question: This rule will be applied if the test taker has answered the
indicated background question with the response shown.

+ Use this condition only when one of the rules preceding this rule is to administer the
background question group that contains the question being used in the condition.

+ Select the name of the background question you want to use from the Answer
To drop-down menu. (All available local and standard background questions will
be displayed.)

+ Use the next drop-down menu to select equal to or not equal to.

+ The next box will contain all possible answer choices to the selected
background question.

+ Select the answer you want to use.
NOTE: You can select more than one answer by clicking Add a condition above/below.
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~  theanswerfo | *** Years Studied Mathematics in High School ~ | 5 equalw o 1 yaar A

~ theanswerlo  *** Swdied Algebra in High Schoof ~ B equallo o No K
THEN

b LR L " Next-Generation Arithmetic - CAT

OR " o-

+ Example: In the example above, if the answer to Years Studied Mathematics
in High School is equal to 1 year, or Studied Algebra in High School is equal to
No, then administer the Next-Generation Arithmetic - CAT test.

= Single Test Score: This rule will be applied if the test score on the indicated test
meets the specified condition.

+ This condition can be used only when the test used in the condition has been
administered to the test taker in a preceding rule.

+ Itis assumed that the test taken by the student is completed and scored
successfully by the system so that the score can be used in this condition type.

o 11 Greg thescomol =" Mgl Generaiion Cuisstaive Reasor v B y P of el § w

« Example: In the example above, if the score of Next-Generation Quantitative
Reasoning, Algebra, and Statistics - CAT is less than or equal to 230, then
administer the Next-Generation Arithmetic - CAT test.

NOTE: The drop-down menu will include all active Local Tests, ACCUPLACER
tests, and WritePlacer Settings.

= Multiple Test Scores: This rule will be applied if the sum of two or more test scores
meets the specified condition.

+ This condition can be used only when the tests used in the condition have been
administered to test takers in preceding rules.

+ Itis assumed that the tests taken by students are completed and scored
successfully by the system so that the score can be used in this condition type.

+ Choose the tests you want to use as part of this condition from the
drop-down menus.

+ AlIl ACCUPLACER tests, available Local Tests, and WritePlacer Settings will
be displayed.

Sum of limes the
B 1.0 Mo *** Next-Genaeration Reading - CAT

S 1.0 Umeciire *** Next-Generation Writing - CAT
Scores o of xt=(3ane n Writing - CA

the toal sum of seores -
greater than or equal to - 480
above Is i

THEN

Administer the Test v WritePlacer - WritePlacer

PLUS - O

+« EXAMPLE: In the example above, if the sum of Next-Generation Reading - CAT
and Next-Generation Writing - CAT test scores is greater than or equal to 480,
then administer the WritePlacer - WritePlacer test.
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= User Defined Field: This rule will be applied if the score on the indicated user-defined
field meets the specified condition.

+ Only user-defined fields of numeric data can be added in the drop-down
for selection.

i the value of user-
defined fleld

English Course Grade v ess than or equal to ~ 75

THEN

Administer the Test : ) ?
*** Next-Generation Reading - CAT

- EXAMPLE: In the example above, if the student’s English Course Grade score is
less than or equal to 75, then administer the Next-Generation Reading - CAT test.
+ WARNING: User-defined field data must be added to the student's profile
before the student begins testing.

= Major/Program: Use this condition type only when one of the rules preceding this
rule is to administer a background question group that includes the “What is your
major?” question.

+ Click the Major List icon and a list of majors will display.
+ Select the major(s) to be included in this condition.

the student's
w MajorProgram is Accounting @
included in this list
THEM

Administer the Test . : =i :
' Maxt-Ganeration Quantitative Reason ng ;"‘Ir_]nn:i and Statistics - CAT

+« EXAMPLE: In the example above, if the student's major is Accounting,
then administer the Next-Generation Quantitative Reasoning, Algebra,
and Statistics - CAT test.

Adding Additional Rules and Adding Conditions to a Rule
To add rules and conditions to a BP:
= Click the Add Another Rule button on a previously created rule container.

= From the Add Another Rule drop-down menu, select where the new rule should
be placed.

» If you want the rule added above, select Above this Rule.
+ If you want the rule added below, select Below this Rule.

& Rule1 + =

ALWAYS

Apply the testing options

== Dafault Tast Satting o T m
Add Another Fubs
0 Add Anather Rule »

Abovs this Rule

Below this Rule
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= To add a condition to a rule, click the Add condition button.
+ When adding multiple conditions to a rule, click the Add

condition button and choose the condition order by selecting:

- Add a condition above the existing condition selected.

© Add condition a

Add a conditlon above

Add a condition below

- Add a condition below the existing condition selected.

-

= Select the condition type from the New Condition Type pop-up
Condition drop-down menu:

+ Test Was Completed
+ Test Not Taken New Condition Type

+ Academic Factor

Condition

+ Background Question -Select

+ Single Test Score | Test Was Compisted
iTe51 Mot Taken
+ Multiple Test Scores | Acaceava Eachy
| Background Quastion
+ User Defined Field

Single Test Score
+ Major/Program

Add Close

Multiplé Test Scores
User Defined Fiald
Major/Program

= Continue this process until
you have added all the necessary:

+ Test Settings
+ Academic Factors
+ Background Questions
+ Test(s)
= Click Save when complete.
= Upon clicking Save, a confirmation message will display and the new BP will appear in
your list of BPs.
Ordering and Deleting Rules and Conditions
Rules can be reordered or removed in a BP by using the symbols in each rule header bar.
To change the order of the rules, click the:

. to move a rule up one level

. n to move a rule down one level

Rules and conditions can be removed in a BP by using the symbol in each rule header bar
and using the icon next to each condition. To remove a rule or condition, click the:

. n to delete a rule from the BP

. to delete a condition from a rule
IMPORTANT: Legacy BPs with a Test Type of Classic cannot be changed if editing
or copying a legacy BP.
Administer the Test
The following tests can be administered in combination with the five next-generation
tests (Next-Generation Reading; Next-Generation Writing; Next-Generation Arithmetic;
Next-Generation Quantitative Reasoning, Algebra, and Statistics; and Next-Generation
Advanced Algebra and Functions):
= ESL Reading Skills
= ESL Sentence Meaning
= ESL Language Use
= ESL Listening
= WritePlacer
= WritePlacer ESL
= Local Tests
NOTE: WritePlacer Settings are treated as a test.
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NOTE: The Digital Linear/Digital COMPANION tests (COMPANION Next-Generation
Advanced Algebra and Functions Form J (Digital) — Digital COMPANION &
COMPANION Next-Generation Advanced Algebra and Functions Form K (Digital) -
Digital COMPANION, COMPANION Next-Generation Arithmetic Form J (Digital) —
Digital COMPANION & COMPANION Next-Generation Arithmetic Form K (Digital) —
Digital COMPANION, COMPANION Next-Generation Quantitative Reasoning,
Algebra, and Statistics Form J (Digital) — Digital COMPANION & COMPANION Next-
Generation Quantitative Reasoning, Algebra, and Statistics Form K (Digital) -
Digital COMPANION, COMPANION Next-Generation Quantitative Reading Form

J (Digital) — Digital COMPANION & COMPANION Next-Generation Quantitative
Reading Form K (Digital) — Digital COMPANION, COMPANION Next-Generation
Quantitative Writing Form J (Digital) — Digital COMPANION & COMPANION Next-
Generation Quantitative Writing Form K (Digital) — Digital COMPANION) can be
used in place of the Next-Generation Reading; Next-Generation Writing; Next-
Generation Arithmetic; Next-Generation Quantitative Reasoning, Algebra, and
Statistics; and Next-Generation Advanced Algebra and Functions.

Inactivating a Branching Profile
BPs can be inactivated individually or in bulk by choosing one of the following inactivations:

= Individual Inactivation:

+ Under the Status column, click the Active toggle button for the BP to be inactivated.

+ The Active toggle button will now read Inactive.
- The BP is now inactivated and cannot be selected during test administration.
= Bulk Inactivation:
+ Click the checkbox next to each BP name to be inactivated.
+ In the Branching Profiles header bar, click the Inactivate button.

-] Fir.i-"rl-.'llirl_g Profiles
Sort By Eranching Profile Mame - | |3 | |4 10 -
Branching Profile Name Type & Status Last Modified Date Action
A11Y Reading Naut-Generalion 8 Ao 2020-11-22 & (@ (] B
]
v *** Reading Comprehension Classic 8 Ao 2011-0B8-28 g «v &
| ESLListaning Classic ® heoe ) 20110878 & « &8
,_, *** WritePlacar ESL Classic F— 2011-08-28 s v a
o *** ESL Language Use Classic & acoe 2011-08-28 g + o
| " EBL Reading Skils P — 2011-08-28 a v 2
o *** ESL Sentence Meaning Clgssic 8 Acoer 2011-08-28 [ ¥ =
o *** WritePlacar Classic 8 acoe 2011-08-28 8 v B
*** Next-Gansration Adlhrmetic Nexi-Generalion 8 foe 20160811 f & (=1

+ When prompted, "Are you sure you want to inactivate the selected Branching
Profile/Profiles?” click Yes to confirm.

& Inactivate Branching Profile

AT You SUNE You Want 1o inactivale the selected Branching Profile Prafiles?

+ The selected BPs will automatically be toggled from Active to Inactive.
- The BPs are now inactive and cannot be selected during test administration.

IMPORTANT: If a BP is inactivated at the IA level, it will no longer show in BP
listings for the SM.
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B8 Branching Profiles
Sot By | Branching Profile Name ~| 13 12 10 -
Branching Profile Namea Type *  Status Last Modified Date Action
A11Y Reading MNext-Ganaration & Acve 2020-11-22 ® & v a8
*** Reading Comprahansion Classic nactive @ 2011-08-28 ® ¥ B
*** ESL Listaning Classic rscrve @ 2011-08-28 i v B
*** WritaPlacer ESL Classic nasctve @ 2011-08-28 @& v &
*** ESL Language Use Classic nactve @ 2011-08-28 & ~ &
*** ESL Reading Skills Classic nactve @ 2011-08-28 & v B
“** ESL Santence Meaning Classic S——— 2011-08-28 & v B
= WritePlacer Classic rocive @ 2011-08-28 & v B
*** Next-Generafion Arithmetic Next-Generation 8 Awmve 2016-08-11 o N v B8

WARNING: A bulk activate feature does not exist. Inactivated BPs will need to
be made active one at a time.

Test Setup
User Role Access: |IA and SM

Test Setup Overview
As mentioned previously, ACCUPLACER tests are administered using BPs. BPs determine

which tests will be administered and under what conditions.

BPs:
= Can be created by an IA or an SM.
= Created by an IA at the institution level are available for use on all sites.
= Created by an SM at the site level are only available for use at one site.

The components of a BP are:
= Test Settings
= Background Question Groups
= WritePlacer Settings
= ACCUPLACER Tests
= Academic Factors
= Local Tests
= Administer Tests (including WritePlacer Settings and Local Test)
IMPORTANT: Each of these components must be completed before creating a BP.

Test Settings
Test settings dictate how the components of a BP will function. Test settings:

= Define the content and format of the ISR generated at the end of testing.
= Turn on and off the Accessibility Wizard.

= Disable session lockout for accessibility users.

= Specify what information is required on the Student Information screen.

To access the Test Settings section:
= Click on Test Settings under the Test Setup menu.
+ Alist of existing Test Settings will display.
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£ Test Settings

** Test Settings are inharited from the Group leval. You cannot edit or delete these Test Settings.
*** Test Seftings are inherited from the ACCUPLACER System. You cannot edit or delete thase Test Settings

BB Test Settings

Sort By Test Setting Name - i 1 0 =
Test Setting Name Status Action
ATY T y
(@ Active ) <

*** Dafault Test Seiting

1to 2 of 2 Records First =~ Prev  Mext Last

Creating a New Test Setting:

= Click the Add button in the Test Settings header bar to display the New Test
Setting section.

The New Test Setting section is comprised of four areas:
= Score Report Settings: Select options to determine how the platform functions at
the end of a test session, including what items can be made available on an ISR.
= Tool Settings: Select options to aid in accessibility test administration.
= Student Profile Settings: Select what student information is required and optional.

= ISR Design Settings: Select the ISR theme, items, and in what order the testing
details are displayed.

£ Test Setting Back | Same
New Test Setting
g Mar

© Score Report Settings
@ Tool Settings
© Student Profile Settings

& ISR Design Setting

New Test Setting Name
= Enter the setting name in the New Test Setting Name field.

TIP: To distinguish between multiple test settings and the functionality assigned to
each, itis recommended that the Test Setting name convey what the Test Setting is
used for. This will help you and future users of your institution.

New Test Setting
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= Navigate to each of the four component areas and make any necessary test
setting changes.

+ @ Click the green plus sign to open.
+ @ Click the red minus sign to close.

Score Report Settings

Score report settings determine what information appears on the ISR generated at the
end of student testing. The default settings, as noted below, can be changed.

Rturs Puocn Fvawn b Desgia, i & e ™ A Trond L

Handw Bactgound Dumton Seaponme. - " Laca Bactgrrund Dusaton esporney .

st Fctor Faagonnes -

re— - " Dougsay Snaced sl o 130 w

The Score Report Settings section is divided into six areas: End of Test Session,
ISR Printout Options — General, ISR Printout Options — Test Scores, ISR Printout Options
— Placement Messages, Diagnostic Messages, and Conditional Standard Error of
Measurement (CSEM). Below is a breakout of each area along with the available options
and their default setting:
= End of Test Session
+ Require Proctor Password to Display ISR (defaults to Yes)

- If the selection remains on Yes, a proctor must enter a password at the end of
the test to see the students’ ISR.

- If this option is set to No, a proctor password will not be required to see the
students' ISR.

+ ISR Timeout (defaults to Yes)

- If the selection remains on Yes, a student’s ISR will close/time out automatically
five minutes after it appears on the workstation screen.

- If the option is set to No, the ISR will not automatically time out after 5 minutes.
+ Generate QR Code (defaults to No)

- If this option is set to Yes, at the end of testing, students can click the Generate
QR Code link and a screen like the one below will appear. Students can click
Print and use the QR code to access copies of their score reports.
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Exmum: 16801754 | Branching Profile Name: Fall Testing

(Cotogaponre ot e e

Close Window Generate QR code Print

Date of Birth Major Nams a8 Hama

19 1.2 Drresgg— Main Camgus
Date of Testing Administared By ‘Vowchar Hurber
20090713 HA

= Generate Email Link on ISR (defaults to No)

- If this optionis set to Yes, a student's ISR will be automatically emailed to the email
address provided on the Student Information screen that the student completed
at the beginning of testing. The student will receive an email like the one below.

+ IMPORTANT: The View ISR button/link expires 72 hours upon receipt.

- When the student clicks View ISR, a screen like the one below will appear asking
the student to enter identifying information. If the correct information has been
entered, when View ISR is clicked, the student’s ISR will appear.

Dear Sample Stadent

Your Individual Student Repont (ISR) is now available to view online. To gain access to vour Individual Student
Repoat, click on the link below and enter your account details, Upon successful verification, your Individual Score

Repornt will be displayed.

View ISR

1f you have any questions, please contact us at infof@accuplacer.org or 866-607-3223 Our hours of operation are

Monday through Friday, 7 AM to % PM Eastern Time and on Saturday from & AM to 5 PM Eastern Time

ACCUPLACER Technical Support

NOTE: If this setting is set to Yes, the email address during test administration
will be mandatory, even if in Student Profile Settings it is set as optional.

TIP: So students can receive an emailed copy of their ISR upon completion
of testing, and to retrieve and share their ISR through the student portal later,
make sure Generate Email Link on ISR is set to Yes.
= ISR Printout Options — General
+ Time Record Print on ISR (defaults to Yes)

- If this option remains on Yes, the time record for the test session will display.

- This option allows the following time record details for the test to show on the ISR:
+ Test Session Started
+ Test Session Ended

+ Total Time
NOTE: Total Time displays only active test-taking time.

Time Record Hide Details B
Test Session Started Test Session Ended Total Time
(05-05-2016 05:24 AMEDT 05-05-2016 05:27 AM EDT Q0Hr:03Min:508ec

+ Individual Test Time on ISR (defaults to No)
- If this option is set to Yes, the following field details for the test will show on the ISR:
+ Test Session Started
+ Test Session Ended
+ Total Time

ACCUPLACER User's Guide © 2022 The College Board. 124



NOTE: Total Time displays only active test-taking time.

TIP: This feature can be helpful when analyzing a student score. For
example, if a student scores lower than expected and the active testing time
was short, that could be a point of discussion with the student.

Placement Test Results

Hide Details B

Elementary Algebra

21

CSEM: §.16T2
Time Started: 05:25 AM EDT
Time Ended. 0525 AM EDT
Total Time: 22 secs

+ Standard Background Question Responses (defaults to Yes)

- If the selection remains on Yes, the student responses to Standard Background

Questions will display.

Standard Background Questions Hide Detalls B

Question Mame

Salf Deacription

Gender

Mathars Educatian

Fathor's Education

‘Years Swdled English in High School
Yoms Shudied Mathematics in High Schoal
Studied Algebra in High School

Yeas Since Last Mathematics Course
High Schoal Graduate or GED Certificate
First Language Spoken

English First Languags

Do you intend to apply for Fadaral Financial ald?

Answers

| chioge NOL 10 Efdwes

| choosa not to answer
Azzociale of twa-yaar degres
Associale or bwo-year dogroe
More than 4 years

Mo than 4 years

| choosa not 1o answer

1103 years

| have raceived a GED
English and ancther language
English and anather languange about the same

Na

+ Local Background Question Responses (defaults to Yes)

- If the selection remains on Yes, the responses to Local Background Questions

will display.

Local Background Questions

Hide Dietails B

Question Name

LQ-01

LQ-02

+ Academic Factor Responses (defaults to Yes)

- If the selection remains on Yes, the responses to Academic Factor Questions

will display.

Academic Factors Hide Detalls &

Question Mama

ACT English scare

ACT reading score

ACT composite score

ACT writing scone
PSATHMSAT ERW score

PSATINMSOT math score

ACT math score

Answers
7

g

4

650

340

19
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+ Background Question Text on the ISR
- This option determines if the background question title or the actual question
text is displayed.
« If option remains on Name (default setting), only the background question title
will display.
« If the selection is set to Text, the background question titles and full question
texts will display.

Suwstion Name AL

Sell Descriplion | choose not 1D answer

(2 e | chiodee ROl 10 Mkwr
Mathiers Egucation Associate of bro-year degres
Father's Education Assocate o bao-yea degres
Tears Sludied Engish in High Schoal Kone Tan 4 years

Vs Studled Mathermatics In High Schasl WA than 4 pears

Stucied Algebra In High School | choose not o answer

Years Snce Last Mathemabica Course 1o 3 years

High Schiool Graduate or GED Cerntificate | harve recelved a GED

Fist Language Spoken Englisn and anotiér inguage
English First Language: English and another Language about the same
D o intesnad 1o SpQly 100 Faderal Financial sd? Mo

+ Custom Message (defaults to Yes)

- If the selection remains on Yes, the custom messages configured for the site
will display.

Message from the Institution

Hide Details B

ACCUPLACER is an integrated system of computer-adaptive assessments designed (o evaluate test-takers’ skills in math, reading, and writing. Delivering results immediately and precisely,

ACCUPLACER offers diagnostics and inlervention support 1o help answer the challenges of accurate placement and remediation.

Institutions use ACCUPLACER to guide students to smar decisions about choosing the courses and pathways that support their college and career goals,

TIP: Share important steps or information with students here. For example,
"Have you completed your free Financial Aid Application at FAFSA.gov?"
+ Only an SM can create a new or modify an existing custom message.
+ Custom messages can be found within the ACCUPLACER platform. Navigate
to Custom Messages under the Users menu.
+ Display Student Email on ISR

- This setting allows you to specify if the student's email address will be displayed
in the ISR title row.

* When setto Yes:
+ The student’'s email address will display in the ISR title row.

+ If there is no student email address on file, “N/A" will display in place of the
student’'s email address.

T iCollegeBoard  ACCUPLACER

Individual Score Report (ISR)

Student Mama: Nataka Pigrce Student Email: shaen pisrceEpaarson com Student iD: 588888 Supplemental Stadent 1D 123458

* When set to No (default):
* The Student Email field will be suppressed from displaying.
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+ ISR Header

- This setting allows you to specify what will be printed in the header of the ISR.
You may select up to two of the following:

+ Student ID

+ First Name

+ Last Name

* Exnum (default)

« Branching Profile (default)

17232020 Exnum 20812321 Branching Profile Name :ISR-Theme

ACCUPLACER

Individual Score Report (ISR)

= ISR Printout Options — Test Scores
+ Placement Test Results on ISR (defaults to Yes)

- If the selection remains on Yes, the test scores will display.

Placement Test Results Hide Details B

Elementary Algebra

21

+ WritePlacer Dimension Statements (defaults to Yes)

- If the selection remains on Yes, the WritePlacer dimension statements will
display.

; Helistic Score Description
WritePlacer ESL P
The wriing sample exhibitz strong confrol of the elements of on-demand ecsay writing

6 in English
Dimension Descriptions

Organization and Development
T AN ETT The writing sampie exhinits strong control of focus, crganization, and SUPPOTng

Total Tiese 10 socs catails. 1 s a ceveloped, facused piece of wiiting that engages the reader and exhibits
a smooih progression of ieas.
Woord Lise
The wiiling sampie generally exhibits consisint control of word use, contaning a
refativedy broad range of vocabudary. There ks general accuracy in the us of idiomatic
expressons, word selection, word forms, and spelling. Errors sekdom obscure
FWaning,
Sentence Use
The wriing sample exhilits consistent control of complex and vared senlenos
Slruchungs, INCIa@ng SdverD, noun and adecive Causes. SOME STors N word orcer
purcuation, and olher aspects of gramenar are present,
Grammar
The writing sampie exhibits consistent cantrel of grammatical farms, Some arors ane
still prasent, but generally do not interfere with comprehension.,

+ Display Composite Scores on ISR (defaults to No)

- If this option is set to Yes, composite scores will display.

Composite Scores Hide Details B
Composite Score Name Score

Compo-score-01 21

Compo-score.02 [
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+ Display Previous Test Scores Section on the ISR (defaults to No)

- If this option is set to Yes, all the student's ACCUPLACER test results from all
sites of the institution will be displayed in the Previous Test Results section.

- A maximum of 25 previous test results will be displayed, including:
+ Placement test results

+ Diagnostic test results (a diagnostic test is considered one test and is
available for Texas Success Initiative Assessment 2.0 [TSIA2] tests only)

+ WritePlacer holistic scores
* Local Test scores

Pravious ACCUPLACER Test Results

Test Name Teat Date Scone
Meaxd-Generation Arthmelic 05-24-2022 213
Neut-Generation Wiiting 05-24-2022 200
Mexd-Ganeration Reading 05-24.2022 22
Mad-Ganeration Arithmelic 05-24. 2022 an
Naxd-Genoralion Arthmelic 05-24-2022 207

_Demo Local Test 05-24-2022 o

Deployment Test 05-24-2022 Score Pending

+ Display Learning Resources on ISR (Next-Generation Tests Only) (defaults to Yes)

- If this option is set to No, the Learner Locator Codes generated for the test
taker, based on their understanding of the testing material, will not be displayed
on the test taker's ISR.

+ NOTE: Learner Locator Codes are generated for every exam administered to a
test taker, even when this option is set to No. See Learner Locator Codes in the
Reports Guide to learn more.

Next-Generation Learning Resources

If you are viewing an elecironic copy of your SCora report, cick on a learning locator code (below) 10 BCCESS CUSHHM leaming resources based on your
parformance on he 1251 of [Sts you just 1ok

If you are viewing a paper copy of your score report, you can access thase custom learning rescurces by visiting the wabsite

hilpifaccuplacer prarsonperspeciive comd, anbenng a Learning Locaior Code (printed below) and clicking “Gol”

Ba sura 1o anter the full Leaming Localor Code, which consists of text (CARIT”, "ORE", "AAF", "READ", or "WRIT") followed by numbers

Arithmetic Learning Locator Code: ARITO1

= ISR Printout Options — Placement Messages
+ Placement Messages Print on ISR (defaults to Yes)
- If the selection remains on Yes, the course placements will display.

Course Placements - Determined on 07-22-2016 Hide Details £

RS-Course-02
R3-Course-02 comment
Placement based on weighted score of WritePlacer ESL 6

When done establishing the Score Report Settings, click Save at the top of the screen to
save your work and move to Tool Settings.

Clicking on the Tool Settings row will automatically collapse any expanded section and
expand Tool Settings.
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© Scaore Report Settings

@ Tool Settings

Accessibiliy Wizand Available . Yos

¥ essiiny oot @ ® N

sabie Tes " & No
cis:

© Student Profile Settings

© I5R Design Setting

The Tool Settings section controls the tools you want to have available for students
during testing. Four options and their default settings are available:
= Accessibility Wizard Available (defaults to Yes)
+ The Accessibility Wizard makes it possible for students to change the appearance
of the testing screens. With this option selected as Yes:
- The accessibility icon will appear at the top of the testing screen.
- Clicking on the icon opens the Accessibility Preferences pop-up.

TIP: Even without a disclosed or documented disability, many test takers can
benefit from the Accessibility Wizard. Best practice is to enable this feature for
all test takers.

- Accessibility options and choices:

+ High Contrast Color Scheme gives students the option to select the high-
contrast scheme used by Microsoft Windows with the following options:

+ High Contrast Black

» High Contrast Black (Large)
+ High Contrast Black (X-Large) I
+ High Contrast White Settings
+ High Contrast White (Large)

+ High Contrast White (X-Large)
+ High Contrast #1 Taut Colr Defaut b
» High Contrast #1 (Large) Text Size Dedauit

+ High Contrast #1 (X-Large)

+ Background Color enables students to change the
background color to: SR

Accessibility Preferences

st Color Schema Dadault "

Background Color

+ Black Cursar Dedault ~
+ White

*
Yellow Reset to Default Close

+ Green

+ Text Color enables students to change the color of the text to:
+ Black
+ White
* Yellow
+ Green
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« Text Size allows students to change text size to:
+ Default
+ Large

+ X-Large

« Text Font sets the font used for question/item content areas:
+ Sans Serif
+ Serif

» Line Spacing sets the line spacing for question/item content areas:
+ Default

* Double Spaced

+ Single Spaced

+ Cursor determines the color of the cursor:

+ Large Blue

+ Large Green

+ Large Red

+ Large Yellow

= Unblock keys for use with accessibility tool (defaults to No)

+ With the use of accessibility tools there is often a need for test takers to use some
of the blocked keys within the application. If set to Yes, the test taker will be able
to use the blocked keyboard shortcuts.

+ The use of the blocked keys is intended for use with accessibility tools only using
the toggle option:

- Alt Key
- Function Keys (F1-F12)
- Print Screen

Right Click (Mouse)
Ctrl + [any character]
NOTE: Ctrl +V (enabled for WritePlacer)

+ The ACCUPLACER platform works with the following accessibility tools:

*

ZoomText Magnifier Reader: freedomscientific.com/products/software/
zoomtext/

Kurzweil 3000: kurzweiledu.com/products/products.html

JAWS: freedomscientific.com/products/software/jaws

Read Write Gold: dyslexic.com/product/read-write-gold-for-windows-dsa
NVDA Screen Reader: nvaccess.org/download

ChromeVox: Particularly for digital linear tests being administered on
Chromebooks.

= Disable Test Session Lockout for use with accessibility tools (defaults to No)

+ The Test Session Lockout feature was added to increase test security and ensure a
student's focus is on the test, not searching for answers during the test. This setting
should be set to No. When a student clicks outside the test administration window
while an ACCUPLACER test session is underway, the student is automatically locked
out of the testing environment and prevented from continuing the exam.

+ If there is a need to use a third-party accessibility tool like Kurzweil, which requires
going back and forth between windows, the Test Session Lockout feature can be
disabled by selecting Yes. This will disable the lockout feature and will allow the
student to go back and forth between windows without being locked out of the test.
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TIP: When disabling this setting, a best practice is to save this configuration as
its own special test setting and separate accessibility BPs (e.g., Accessibility Tool
Test Setting), so it is clear when to use it.

Use of Calculators

Outside calculators are not to be used by students taking the online ACCUPLACER tests.
Some, but not all, of the math questions contain pop-up calculators to aid students in
solving the problems. If a question is configured to allow calculator usage, the calculator

icon [Eg] will appear in the top right corner of the screen.

When the icon is clicked:
= |f the question is configured for only the basic calculator (four-function):
+ The calculator will pop up on the screen.
+ The calculator can be dragged around the screen with the mouse.
+ Clicking the x in the top right corner will close the calculator pop-up.
= |f the question is configured for multiple calculators:

+ A drop-down menu of multiple calculators is provided that could include two or
three of the following:

- Basic calculator (four-function)
- Square-root calculator (four-function with square root button)
- Graphing calculator (TI-84 graphing calculator)
+ When one of the calculators on the list is chosen, the selected calculator will pop
up on the screen.
- The calculator can be dragged around the screen with the mouse.
- Clicking the x in the top right corner will close the calculator pop-up.

+ NOTE: For these questions, multiple calculators can be used to aid in solving a
question, but only one calculator can be shown on the screen at a time.

For all test questions, the availability of a calculator is intended to support the integrity of
the construct being measured. If a calculator could be a useful tool in a student’s solution
strategy, but does not give away a correct answer, it is provided.

Advanced Algebra and Functions - Question 5 of 20

Basic Calculator

: Square Root Calculator
Instructions

Solve the following problem and choose the best answer.

Graphing Calculatar

Question

2
2y

By + 4y

4y + 2
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Basic Calculator Square-Root Calculator Graphing Calculator

Student Profile Settings

The Student Profile Settings section allows you to determine the required fields on the
Student Information page that students complete at the beginning of a test session. When
a field is required, it will have a red asterisk (*) before it on the Student Information screen.

IMPORTANT: The First Name, Last Name, Student ID, Date of Birth, Gender, Self-
Description, and Country/State/If Other Specify fields are grayed out and cannot be
configured as optional.

@ Student Profile Settings

= The First Mame, Last Mame, Student 1D, Date of Birth, Gender, Salf Description and Country / Stata / I Other Specily helds cannol be configured as Oplional

First Name @R hiiddie Name Reguired @ Optional
Last Name ® Requires Address 1 ® Required Optional
Address 2 Required @ Optional Country/Statef Other @ Reqg

Specity
Caty @ Required Optional ZIPPostal Code @ Required Optional
Student 1D @ R Supplemental Student ID Required @ Optional
Home Phone Required (@ Optional obile Phone: Required (@ Optional
Date of Birth o r Email Reguired @ Optional
Sell Description @ Reg Gender
Share your test resulis Required @ Optional

The following fields are available along with their default settings:

= First Name: Required (non-configurable)

= Middle Name: Optional

= Last Name: Required (non-configurable)

= Address 1: Required

= Address 2: Optional

= Country/State/If Other Specify: Required (non-configurable)
= City: Required

= ZIP/Postal Code: Required

= Student ID: Required (non-configurable)
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= Supplemental Student ID: Optional

= Home Phone: Optional

= Mobile Phone: Optional

= Date of Birth: Required (non-configurable)
= Email: Optional

+ As previously stated, if the option to have ISR emailed is set to Yes in the Test
Administration area, Yes will automatically be considered mandatory, regardless
of the email setting.

= Self-Description: Required (non-configurable)
= Gender: Required (non-configurable)
= Share your test results: Optional

ISR Design Setting
The ISR Design Setting offers the option to choose an ISR theme/style for your institution

or site.
= Click the ISR Theme drop-down menu to display the available themes.
= Select a design theme by clicking on the design theme name from the drop-down list.
= The available default design themes are:
+ Classic Theme
+ Higher Education Theme
+ K-12 Theme

@ ISR Design Setting

ISR, Thame

Classic Theme

| Higher Education Theme
| K12 Theme

NOTE: Custom design themes created by your institution or site will display in the
list of available themes to choose from if the theme is active.

ISR Design
The ISR Design section offers the option to create an ISR theme/style and select what will
appear on the ISR for your institution or site. To access the ISR Design section:
= Click on ISR Design under the Test Setup menu.
= ISR Design section displays:
+ ISR Design Name: Displays the name of previously created and inherited ISR themes
+ Status: Displays the status (active or inactive) of an ISR theme
- Clicking on an Active status toggle button will make the ISR theme inactive.
- Clicking on an Inactive status toggle button will make the ISR theme active.
+ Action: Displays action icons
- View: Displays a preview of the ISR
- Copy: Creates a copy of an existing theme that can be edited
- Edit: Opens the ISR design theme to be edited
Delete: Deletes a theme

+ IMPORTANT: ** ISR designs are inherited from the group level and *** ISR
designs are inherited from the ACCUPLACER system. You cannot edit or
delete these ISR designs.
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Create and Customize an ISR Theme
To create a new ISR design theme, click the Add button in the ISR Design header bar to

display the ISR Design section.

= Inthe ISR Design Name field, enter the name for the new design.
= Select one of the three available options under the Choose a Default Theme area.
The choices are:
+ Higher Education: Preexisting theme (default)

+ K-12: Preexisting theme
« Blank: Start with a blank theme and create your own custom design.

Back Preview

£ ISR Design
Widgets from the Ledt Navigation can be dragged and Dropped on the: Right ISR Theme Section and can be dragged up and down
Tha Test Saiting have to be sat appropristaly for widgeds to appaear in tha ISR

* ISR Design Name

@ Higher Ecucaton K-12

e
Individual Score Report (ISR)
© ISR Printout Options - Test
Boores Smudant Mama: Dérak Wikams Studant ID: 300262451 Supplamantal Studsnt 102
ABXYZN12345

Institution Name » Site Name

Diate of Birth MajorProgram Name
1992-D06-25 ol Lsbod ghos Imsbifuton > Douglas College -
Daie Of Tesiing Adminisiered By Woucher Number
2018-08-17 Barmatr, Dalan M-

Save

NOTE: The preexisting themes are populated with data those institution types
would typically want to see on an ISR, but they are editable.

= Edit a theme:

+ Adding a category:
- Expand the category of data by clicking the + (plus) sign and simply drag the
widget (a chunk of data to be displayed) to the design on the right side of

the screen.

@ Higher Education K12 Hiari

Chocroe & il ol Temes

=
Individual Score Report (ISR)

Student Name: Desak Willlams
ABXYZ12345

8 BaCkgroun, o0 REspordes

MajorProgram Nome

Date of Birth
Diouglas Instibubion

19082-08-25 Mol Lested
0 ISR Printoart Options - Test NWC
Seores
Vieusher Number

Dare Of Tasting Administersd By
rd

2016-05-1 Bamett. Dalton -NA-

e Fecord
Student ID: 300262451 Supplemental Student ID:

Arademe Factors
Institution Hame > Site Nome
sugls Colaga
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+ Changing the display order:

- If you would like to change the display order, simply drag the widget up or down
and place it where desired.

Ghotea i dofsull thommis @ Higher Education K12 Blarix

© ISR Princour Options - General [ oore— accurtacen |

Staraiand Hﬂfﬂ-]'ﬂl.l‘f! CQuestinn
Réspories Btudent Name: Derek Williams Btudent 1D: 300262451 Bupplemental Studant 1D:
Local Background Cuestion Responses ABXYZ12345

Individual Score Report (ISR)

Academic Faciors

i 1 Date of Birth Major/Program Name Institutien Mame > Site Name
@ ISR Printout Options. - Test 1992-06-25 Mol Lised Dougles Inshitubon > Douglas Colleges -
SCOTES NWC

Date Of Testing Administered By Voucher Humber
2018-08-17 Bamett, Dalon M-
Tima Rocord [rr—
L ge from fhe Irstitution Fite Dot 11
i
Drag Here

+ Removing a widget:
- Toremove a widget from the display, drag it back to the category on the left.

Dttt & BEUE i @ Higher Education K12 i

S ISR Printout Options - General Vodeti  ACCUPLACER

Samnaarg Bac iground Quesnon
Rt poraes Student Name: Derek Williams Student ID; 200202431 Supplemental Student ID;
Local Background Cusesbon Responses ABXYZIZMS

Individual Score Report (ISR)

b mgpe v B ey Pt Institution Name > Site Name
- o ket . Douglas institution > Dauglas Collags -
- NWC
Date O Teting Adminidisred By Voucher Nurmber
© ISR Printout Optlons - Test 2016-06-17 Baman, Dason A
Scores
T Ricord < wam
et B Bimriey e B e Twtni Tieme
500 8 34 A g1 Fpp——— S e 8,
Drag Hese:

+ Preview ISR layout:

- Click the Preview button at the top of the screen to see a simulated version of
what your theme will look like.

% ISR Design Back Save

+ A pop-up will open with the simulated version of the ISR theme with any changes
made in content or layout.
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Individual Score Report (ISR)

Statand Mamy: s My Shpens 10 FNAIES Supplemsnts Pasdent 0 A0 I1THY
Dt 1 B8 Mot Prisgiam Rare sttt B e M
164 P e Eonphin 149010 - Denpih. ot - v

Ot CF onieg Adruriiennd iy Vot R
Frres Barae Cume =

Massage Iroem the |Frntuton e Dt 15
e e 5y HET
>

SR SO RO RN N0 STDA] DB Mol MYREOSNEY 300 De0sey ACTLUPLACER 0fen ORQMHICT BN POHE00N 100 I D B T Chalen08s OF B it

Test Seusion Siaried Taur Seanson Enes okl Teme

-
Placamsit Teil Resulls e (ki £

Elemantary Algebra

21

PH1 2ulocal Test Cobegory hame Fooe

1] s

1 RS om0 Of 4 00K T e

Tams Ecwd (3 24 okd 5T

= Click Save once completed.

Once the ISR theme has been selected and the test settings have been saved, any
BP that uses that test setting will print the ISR in the theme that was selected.

WARNING: For the desired data to display on the ISR, the Score Report settings
must be in sync with the data selected within the theme. If the data are on the
theme but not turned on within the Score Report setting, the data will not display.
The table below maps the theme widget to the Score Report setting.

ISR Theme Setting Score Report Setting
ISR Printout Options—General ISR Printout Options—General
Time Record Print on ISR Time Record Print on ISR
Standard Background Question Standard Background Question
Responses Responses
Local Background Question Responses Local Background Question Responses
Custom Message Custom Message
Student Email Address Student Email Address
ISR Printout Options—Test Scores ISR Printout Options—Test Scores
Placement Test Results Placement Test Results on ISR
Diagnostic Test Results Diagnostic Test Results on ISR
Composite Scores Display Composite Score on ISR
Previous Test Scores Section Display Previous Test Scores Section on
the ISR
ISR Printout Options—Placement
Messages
Course Placement Placement Messages Print on ISR
Learning Path N/A—Displayed if the Learning Path is

active for the site/institution
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Academic Factors
User Role Access: IA and SM

The ACCUPLACER Program strongly recommends using multiple factors as part of your
institution’s course placement policies and decisions. Using multiple factors along with
ACCUPLACER assessments provides a more meaningful and reliable placement decision.
No single factor should determine a student’s future.

The ACCUPLACER platform supports the use of both academic and nonacademic factors
to inform course placement recommendations. Examples of academic factors include:
high school GPA, scores from other assessments, and transfer credits. Nonacademic
factors include attitudinal and behavioral indicators (e.g., study habits, academic
mindset), results from noncognitive assessments, and situational variables, such as a
student’'s number of personal commitments.

ACCUPLACER recommends two approaches when incorporating multiple factors:

1. Decision Tree Approach: Consider factors, one at a time, based on one criterion at
each decision point, until a final placement decision is made.

This approach is appropriate when using nonacademic factors. For example:

Placement into English Composition requires a score of 250 on the Writing test and/
or a GPA of 3.0. Sam just barely misses these requirements with a Writing score of
244 and a 2.8 GPA. Use the decision tree approach to consider other information
relevant to how the student would perform in the course. Nonacademic factors such
as a student's work schedule and attitude towards homework can be leveraged to
make a stronger placement decision.

2. Additive Approach: Use when scores on an academic measure are added to another
academic measure.

This approach is appropriate when, in addition to an ACCUPLACER test score, other
academic measures are used in the placement decision. For example:

Placement into an English Composition course requires the average of an
ACCUPLACER Writing and a WritePlacer essay score. Use the additive approach to
combine these multiple academic measures to obtain a placement recommendation.

There are a multitude of factors that affect student performance in college courses that
deserve consideration. Incorporating these factors into placement decisions requires
sound measurement principles. College Board offers training and consultation to help
with the development of placement policies. The different types of multiple factors and
recommended approaches are summarized in the Multiple Factors in College Placement
Decisions document located here Please reference Table 4: Multiple Factors and Their
Recommended Uses.

Background Questions
User Role Access: |IA and SM

Background questions provide a way to gain a better understanding of test takers and
their knowledge on a variety of topics. The ACCUPLACER platform has ten standard
background questions to choose from. In addition to the standard background questions,
the ACCUPLACER platform allows the creation of local background questions. Local
background questions can be specifically tailored to your institution and included in a
background question group.

= Local background questions created by an IA are available to all sites associated with
the institution.

= Local background questions created by an SM are available at that site only.
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Standard Background Questions

The ACCUPLACER platform contains 11 standard background questions. These can
be used by an IA or SM when creating a background question group. Using a standard
background question group eliminates the need for creating local background questions.

The ten standard background questions and answer choices are:

1. Federal Financial Aid

+ Do you intend to apply for federal financial aid?

Yes
No

2. English First Language

+ What language do you know best?

English only

English and another language about the same
Another language

| choose not to answer

3. Father’'s Education

+ What s the highest level of education completed by your father or male guardian?

Grade school

Some high school

High school diploma or equivalent
Business or trade school

Some college

Associate or two-year degree
Bachelor's or four-year degree

Some graduate or professional school
Graduate or professional degree

| choose not to answer

4. First Language Spoken

+ What language did you learn to speak first?

English only

English and another language
Another language

| choose not to answer

5. High School Graduate or GED Certificate
+ Which statement best describes your high school status?

I am a high school graduate

| have received a GED

I am still in high school

| have not graduated from high school, and | have not received a GED
I choose not to answer

6. Mother's Education

+ What is the highest level of education completed by your mother or
female guardian?
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- Business or trade school

Some college
Associate or two-year degree

Bachelor's or four-year degree

- Some graduate or professional school
- Graduate or professional degree
- lchoose not to answer
7. Algebrain High School
+ Did you study algebra for at least one semester in high school?
- Yes
- No
- I choose not to answer
8. Major/Program
+ What is your major?
- lchoose not to answer
- Undecided
IMPORTANT: Additional majors will be presented here as set up by your IA/SM.
9. Years Since Last Mathematics Course

+ How long has it been since you have taken a math course or other formal
mathematics training?

- Lessthan 1 year
- 1to 3years

- 4to 6 years

7 or more years

- | choose not to answer
10. Years Studied English in High School

+ What is the total number of years you studied English in high school? Count less
than a full year as a year, but do not count a repeated year of the same course as
an additional year of study.

- 1year
- 2years
- 3years
- 4years

More than 4 years
- None
- lchoose not to answer
11. Years Studied Mathematics in High School

+ What is the total number of years you studied mathematics in high school? Count
less than a full year as a year, but do not count a repeated year of the same course
as an additional year of study.

- 1year

- 2years

- 3years

- 4years

More than 4 years

None
- |l choose not to answer
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NOTE: To include or not include standard background questions is a local decision.
Standard background questions cannot be edited. If you need to edit the question or
would like to create a question of a different topic than the 11 provided, please see the
next section on local background questions.

TIP: If you would like to include a background question regarding a test taker's choice of
major or program of study, you must include standard background question #8.

Local Background Questions
To access the Local Background Questions section:

= Click on Background Questions from the Test Setup menu to expand the navigation
menu displaying the component sections of Background Questions.
NOTE: Clicking Background Questions from the Test Setup menu does not open
new content on your screen. The main content area will remain unchanged until
selecting one of the Background Questions menu listings below.

Background Questions

4 |
T
Background Questions

Local Questions

Question Groups

Creating Local Background Questions
= Click on Local Questions under the Test Setup > Background Questions menu to
display the Local Background Questions section.

= Click Add in the Local Background Questions header to display the Local Background
Questions data entry screen.

B8 Local Background Questions

= The Local Background Questions data entry screen consists of three parts: Question
Details, the Question, and the Responses.

@ Local Background Questions =y I =y

B D& & @ B M@ Qg FEYy @m0 =y
B M&xw Lz s v EEleanfflle = - mooeEsEen=ss

.|| A- @] (3 a|2
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= Begin by entering the question details:
+ Question Name: Enter the name of the local background question in this field.

+ Question Type: From the drop-down menu, select from one of the four question
types available:

- Multiple Choice: For multiple-choice questions, enter the number of responses
for your questions in the response count box.

+ Itis possible to have up to 99 answer choices.
* The default value is four.
+ Students can select only one response from the responses provided.

- Multiple Response: For multiple-response questions, enter the number of
responses for your question in the response count box.

+ Itis possible to have up to 99 answer choices.
+ The default value is four.

« Students can select more than one response from the answer choices
provided.

- Short Answer: Open response enables students to type their answers in the
box provided.

+ The response count field is not available for this type of question.

- Single Choice: This type of question provides the ability to set up a confirmation
question such as agreeing to terms and conditions.

* The response count box defaults to 1.
+ The answer to single-choice items will be displayed with a checkbox.

WARNING: Please be aware in the event a student refuses to answer the
question, they won't be able to proceed further in the test session and the
institution/site user will have to close the test session and determine the
next steps with the student.

= Enter the local background questions in the Question field.

NOTE: Style the text using the CKEditor. For descriptions of each of the icons
available, visit docs.cksource.com/CKEditor_3.x/Users_Guide/Quick_Reference.

* Cuastion
Bsowce O @@ B EE - QLY B ¥ B0 UO® N
BIUSX® L|&=|=x» il o« - mmom=ze 0=
?

Stylas - Momal - Fonl - Sze - A- B- =2

SE

During high school (grades 9 - 12), | made the semester honor roll:

= To open aresponse text box, click g4 and the response box will open.

= Inthe response area, enter the answer choice responses for the questions.
+ Click |gd and the response box will open.
« Enter your response and click [ to close the box.

+ Use the up and down arrows to change the order of the answer choices.
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Question Groups

Whether you are using standard background question provided from within the platform
or locally developed background questions, you will need to create a background
question group and choose which questions to include in the group. Individual
background questions are grouped together to create a background question group that
can be administered to test takers during testing.

= You can create multiple groups.

= You can branch from one background question group to another based on an answer
to a background question or a test score.

= You can branch to a test based on an answer to a background question.
A background question group can:

= Contain a mix of standard and local background questions that you want the test
taker to answer.

= Be delivered at the beginning, middle, or end of a test session. Multiple background
question groups can be added to a BP.

NOTE: You cannot administer a background question without first putting itinto a
group. Even if you are only administering one background question, you still must
create a group and add the question to the group.

TIP:

+ Adding background questions at the beginning of testing can determine the
series of tests a student will be given based on previous levels of achievement
(i.e., previous math courses successfully completed and length of time since
the course).

+ Adding background questions at the conclusion of testing can be used to
survey test takers about the testing experience to make improvements in your
test center.

To access the Background Question Groups section:

= Click on Question Groups under the Test Setup > Background Questions menu to
display the Background Question Groups section.

+ Alist of all available background question groups will appear.
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f# Background Question Groups

B8 Background Question Groups

Growp Name Staten Action
s r Al
. L
. ]
. L]

T Last

Creating a Background Question Group
= Click Add in the Background Question Groups header bar to open the Background
Question Groups data entry page.

] H.-;'J(Iv.grr_u_lr'l-ﬂ Question Groups

= The Background Question Groups data entry page is made up of two areas:
Background Question Group and Background Questions.

£ Background Question Groups

B Background Question Group

BB Background Questions

= Under the Background Question Group area, enter in the name for the group being
created in the Background Question Group Name field.

BB Background Question Group

" Background Question Group Mame

End of Test Survey Questions

TIP: Choose a name that identifies the type of questions included in the group
(i.e., math branching questions, end-of-testing survey questions).
= Click Add in the Background Questions header bar to display the Add Background
Questions pop-up.
+ Alist of all available standard and local background questions will be displayed.

B Background Questions

= The Add Background Questions pop-up displays the Question Name, Question Type
(standard or local), and the View Action icon to preview the question.

+ Click the checkbox next to the questions to be included in the group.
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+ Click the Add Selected Questions button to add the selected questions to the
question group, close the pop-up window, and return to the Background Question
Groups data entry page.

+ The selected background questions will now be displayed in the Background
Questions area.

£ Background Question Groups

B Background Question Group

Back Save

B8 Background Questions

Sequence Question Hame Question Type

= The Background Questions area displays columns for Sequence, Question Name,
Question Type, and Action.

+ Sequence: Offers the ability to set the order the background questions seen by

the test taker.
- To change the sequence of the questions, edit the default number order in the
Sequence column.

+ Question Type: Identifies if the background question is a standard or local
background question.

+ Action: Clicking the View icon in the Action column displays a preview of the
background questions as they will appear during test administration.

TIP: To remove a background question from the Background Questions area,
click the checkbox next to the question and then click the Remove button in the
Background Questions header.

= Click Save at the top of the Background Questions Groups screen to save the group.
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+ A confirmation message will appear at the top of the screen confirming the group
was successfully saved.

£ Background Question Groups

v Background Question Group created successfully.

Back Save

= Click Back to return to the Question Groups main page.

+ The newly created question group will display at the top of the Background
Question Groups list.

£ Background Question Groups

* Background Questions inherited from the Institution level. You cannot edit these Background Question Groups.
" Background Questions inherited from the Group level. You cannot edit or delete these Background Questions.
*** Background Questions provided by the ACCUPLACER System. You cannot edil these Background Question Groups.

B Background Question Groups

Saort By Group Mame -

Group Nama

Statusz Muction
Mew Test- Takes BQGD ® Aot @z @& B8
* TSIAZ THECH REQUIRED Background Questions &  hotie & &
** ASHISH i al @

WritePlacer Settings
User Role Access: |IA and SM

WritePlacer settings determine which WritePlacer prompts will be administered and the
administration settings.

= If your WritePlacer settings contain a single prompt, all students will receive
that prompt.

= |f your WritePlacer settings contain more than one prompt, the system will randomly
select one of the prompts.

Click on WritePlacer Settings from the Test Setup menu to open the WritePlacer
Settings section.

IMPORTANT: Every time a user selects WritePlacer Settings from the Test Setup
menu, a confidentiality Terms and Conditions pop-up message will appear.

Terms and Conditions

By checking the box below, you agree that you:

have received authorization from the College Board to access test material on this site,
understand that all test matenal presenied is confidential and owned solely by the College Board,

+ will not share the information presented in this test in any way, with anyone, and
+ will not allow any of the information presented to be removed from the test center, in any fashion, at any time or for any
reason,

| have read and agres to the above terms and conditions.

Decline
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To move forward:
= Read the terms and conditions.
= Click the checkbox next to “l have read and agree to the above terms and conditions”
to accept.
+ Selecting the checkbox and accepting the terms and conditions enables the
Accept button.

| have read and agree to the above terms and conditions:

= Click Accept to accept the terms and conditions. This will render the WritePlacer
Settings section active.
= Click Decline to decline the terms and conditions. This will render The WritePlacer
Settings section inactive.
+ NOTE: Having to accept the terms and conditions provides greater security,
helping prevent potential compromise to the prompt and setting features.
Upon accepting the terms and conditions, the WritePlacer Settings sections will display a
list of available WritePlacer settings.

= At the institution level, settings are inherited from the group level and the
ACCUPLACER system.
+ **WritePlacer settings are inherited from the group level. You cannot edit or
delete them.
+ ***WritePlacer settings are inherited from the ACCUPLACER system. You cannot
edit or delete them.
= At the site level, settings are inherited from the institution level, group level, and the

ACCUPLACER system.
+ *WritePlacer settings are inherited from the institution level. You cannot edit or
delete them.
+ **WritePlacer settings are inherited from the group level. You cannot edit or
delete them.

+ ***WritePlacer settings are inherited from the ACCUPLACER system. You cannot
edit or delete them.

£ WritePlacer Settings

** \WritePFlacer Satlings are inhatitad from tha Group level. You cannot edit or dalata theee Writs Placar Sattings.
these WrilePlacer Seltings.

" WrilePlacer Seitings ane inheriied from the ACCURPLACER Sysiem. You cannol edit or dale

B WritePlacer Settings

Sort By WritePlacar Setting Name =1 1¥ | 1% 10 ~

WritePlacer Setting Name Status Action

= WiiaPlaces (@ ) & @
*** WikaPFlacer ESL T & |
\ b
1t 2 of 2 Reconds First Prev  Mexi Last

Creating a WritePlacer Setting

= Click the Add button in the WritePlacer Settings header.
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= A screen will display to collect details for the new WritePlacer settings, showing three
data collection areas: Add WritePlacer Settings, WritePlacer Setting Details, and Prompts.

& WritePlacer Setting Back

Add WritePlacer Settings

Session Time Enabled Timer Higden Timer Direction

Na » No L4 Down v
Tirner Limit Waiming Time Wiord Couriler

&0 Minutes ~ 5 minutes v ~
Start Timer

Immadiataly

Click on Add button to add new Prompts.

In the Add WritePlacer Settings area:

= Enter the name of the new WritePlacer setting in the WritePlacer Setting Title field.
NOTE: The WritePlacer setting title is what users will see when wanting to include
that WritePlacer setting within a BP, PR, etc.

TIP: Name the WritePlacer setting something associated with your institution
(i.e., Sample University WritePlacer Setting). WritePlacer settings appear in the
list of available tests when creating a BP.

In the WritePlacer Setting Details area:

= Select the WritePlacer setting details you want to use. The available settings are:
+ Session Time Enabled: Determines if the session is to be timed or not.
- From the drop-down menu, select one of the two options:
* No (default)
* Yes
+ NOTE: If Yes is selected and No is selected for Timer Hidden, the timer will
initially display in the header bar.
+ Scrolling down the page removes the timer from the header bar and
moves it down the page as the test taker scrolls.

+ This allows the test taker to see how much time is left without scrolling
back to the top of the page.

FrCollegebonrd  ACCUPLACER @ o 4 : —

= Timer Hidden: Determines if the timer is to be displayed or hidden during the test.
+ From the drop-down menu, select one of the two options:
- No (default)
- Yes

ACCUPLACER User's Guide © 2022 The College Board.

147



+ Timer Direction: Determines whether the timer will show the elapsed time (Up) or
the time remaining (Down).

- From the drop-down menu, select one of the two options:
+ Down (default)
+ Up
+ Timer Limit: Determines the amount of time students will have to write their essay.

- From the drop-down menu, select one option ranging from No Limit to 120
minutes (in 10-minute intervals)

+ 60 minutes (default)

+ Warning Time: Determines when a warning will display during the test once the
remaining time reaches a set value.

- From the drop-down menu, select one option:
* No Warning
* 1 Minute
¢ 2 Minutes
+ 3 Minutes
¢ 4 Minutes
+ 5 Minutes (default)
* 10 Minutes
+ Word Counter: Determines if the word counter will be displayed during the test.
- From the drop-down menu, select one of the two options:
+ No (default)
* Yes

+ Start Timer: Determines when the time will begin (immediately, or when the
student clicks in the essay box and begins typing).

- From the drop-down menu, select one of the two options:
* Immediately (default)
* When user begins to type
TIP: Consult with faculty to inquire if they want test-takers to have the
opportunity to plan their essay on paper before starting to type.
The Prompts section is where you add the desired prompts for the WritePlacer setting.
= To add prompts, click Add in the Prompts header.

= The Prompts List pop-up will display, containing the current prompts to choose from
under the Prompt Details section.

= Available prompts are:

Prompt Title Prompt Type
+ Decisions (6) WritePlacer ESL
+ Friends (6) WritePlacer ESL
+ Mistakes (6) WritePlacer ESL
+ Something Special (6) WritePlacer ESL
+ Strong Influence (6) WritePlacer ESL
+ Acquisition of Money (8) WritePlacer
+ Be Original (8) WritePlacer
+ Books Provide Lessons (8) WritePlacer
+ Differences Among People (8) WritePlacer
+ DuBois Work (8) WritePlacer
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+ Established Rules (8)

+ Happiness Not an Accident (8)
+ Independent Ideas (8)

+ |s History Valuable (8)

+ Necessary to Make Mistakes (8)
+ Nontraditional Solutions (8)

+ Optimism or Realism (8)

+ Practical Skills (8)

+ Pursue External Goals (8)

+ Results of Deception (8)

+ Success (8)

+ Unlimited Change (8)

WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer
WritePlacer

= In the Prompts Details section, the Prompt Title, Prompt Type, and Action icons
are shown.

+ To view prompts, click the View icon under Action and the pop-up will display.

+ To add prompts, click the checkbox next to the prompts you want, and then click
the Add Selected Prompts button.

Prompts List
Prompt Tide Prampt Type Astion
.\/_ Decisions (G) WritePlacer ESL @
Friends () WritePlacer ESL L]
Mistakes (6) WritePlacer ESL &,
Something Special (6) WritePlacer ESL ®
| Strang Influence (6) WritePlacer ESL @
Acquisition of Money (8) WritePlacer L}
WritePlacer [~}
|+ WritePlacer &
Differences Among People (8) WritePlacer LY
'v‘. DuBois Work {B) WritePlacer &,
Established Rules (8 WritePlacer q
Happiness Nt an Accident (8) WritePlacer [}
ndependent Ideas (8) WritePlacer & -
Add Selected Prompts Clase

- The selected prompts now appear at the bottom of the WritePlacer Setting
page in the Prompts section. A confirmation message that the prompts were
added is displayed.
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~ Prompt is added.

Promgts

Prampt Tithe Prampt Type Action

IMPORTANT: Click the Save button at the top of the WritePlacer Settings
section to save your work. Navigating to another section in the ACCUPLACER
platform or logging out before clicking Save will cause all prompt details
selected to be lost.

= Upon clicking Save, a confirmation message will display at the top of the WritePlacer
Settings section, confirming the setting was created.

v WritePlacer Test Settings are created.

= To add additional prompts to the newly created WritePlacer setting or to a previously
created WritePlacer setting:

+ Click the Edit icon under the Action column for the desired prompt.

+ Click the Add button in the Prompts header.
IMPORTANT: Inherited prompts cannot be edited. You can, however, copy an
inherited prompt and make changes to the copy.

= To remove prompts from the newly created WritePlacer setting or from a previously
created WritePlacer setting:

+ Click the Edit icon under the Action column for the desired prompt.

+ Click the checkbox next to the prompt you want to be removed.

+ Click the Delete button in the Prompts header.
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NOTE: Multiple prompts can be removed at the same time by selecting multiple
checkboxes and clicking Delete.

IMPORTANT: Inherited prompts cannot be deleted.

WARNING: When using an iPad for the WritePlacer test, the autocomplete and
autocorrect features must be disabled so a test taker cannot obtain an advantage.

Local Tests
User Role Access: |IA and SM

You can create your own tests (called Local Tests since they are built locally) and
administer them through the ACCUPLACER system. Local Tests can be added to BPs and
placement rules.

= Local Tests created at the site level are available only at that site.
= Local Tests created at the institution level are available to all sites of the institution.
= Local Tests created at the group level are available to all members of the group.

Click on Local Test from the Test Setup menu to expand the Local Test navigation menu,
which displays the component sections that are required to create a Local Test.

= NOTE: Clicking Local Test from the Test Setup menu does not open new content on
your screen. The main content area will remain unchanged until selecting one of the
Local Test menu listings.

- Local Test

Local Test

Create Categories

Create Passages

Create Questions

Create Local Test

There are three components that need to be completed to create a Local Test.
= Create Categories
= Create Passages (optional)
= Create Questions

TIP: When creating a Local Test, complete each menu item under Local Test in
the order they appear. For example, begin by creating categories, then create the
passages (optional), next create the questions, and finally create the Local Test.
Creating these out of sequence will make it more challenging when putting the
Local Test together.

Create Categories

Categories are created and then associated to a test question (question categories).
The category-to-question association makes it possible to report on areas of strength
or improvement opportunities for an individual student.

= EXAMPLE: If you are creating a statistics test that asks questions about four different
descriptive statistics, you can create a category for each of the four types: mean,
median, mode, and standard deviation. After a student has completed the test, it will
be possible to report how many questions the student answered correctly in each of
the categories.
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Categories inherited from the ACCUPLACER system (denoted with three asterisks (***)
preceding the category name) and group level (denoted with two asterisks (**) preceding
the category name) cannot be edited or deleted by any user.

Categories inherited from the institution level (denoted with one asterisk (*) preceding

the category name) can only be edited or deleted by an IA. Categories created at the site
level are not visible to an IA user.

To create a category, select Create Categories under the Test Setup > Local Test

menu. A list of all categories to associate to test questions will display in the Question
Categories section.

£ Create Categories

LT

» by
s ACCUF

sot8y | category Name 2|u .
Gategory Name Status Action
“* CB_Official_AanaSM_Initial_Gen O )
** CB Official |1AandSM Rernawal Cest .'- L}
** CB_Official_Procior PR_Initial_Can ;' &
** CB_Official_Proctor PR_Renewal_Cert '... e &
“ Ganara (& i)
i 5 ol 5 Records 75! Pres Mext  Laat

= Creating a New Category
+ Click the Add button in the Question Categories header bar.

BB Question Categories

+ The New Category pop-up will display.
+ In the Enter Name of New Category field, enter the name of the new category.
- Click the Save button when done.

MNew Category

* Enter Mame of New Category

Standard Deviatior|

Close Save

» Clicking the Save button closes the New Category pop-up window.
- The newly created category is displayed under Question Categories.

- A confirmation message confirming the successfully saved category is displayed.
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+ Category saved successfully.
ion Categories
Sort By Category Name - 13 12 10 =~

Category Nama Status Action
Standard Deviation ,_"m;, & 8
*CB Official [AandSM Intial Cet (ﬁj &
** CB_Official_|AandSM_Renewal Cert (@ Aceve ) &
** CB_Official_Proctor PR _Initial_Cert |:. ;L-_.r) &
** CB_Official_Proctor_PR_Renawal_Cert (@ acwe) o}
** General |:ﬁj

1 to 6 of 6 Records First Prev Mext Last

+ Repeat this process to add additional categories.
Create Passages
ACCUPLACER enables you to create passages that precede certain test questions.

= Click on Create Passages under the Test Setup > Local Tests menu to display the
Create Passages screen.

To create a new passage:

= Click the Add button in the Passages header bar to open the Create Passage text
entry screen.

= In the Create Passages text entry screen, enter the name of the new passage in the
Passage Name field.

= |n the Passage field, enter the passage text.
IMPORTANT: Passages are limited to 4,000 characters.

£ Creats Save
= D& & S E - Qy ¥ 5 B eDoDEwo
BIUGSGGHNGSF = s v oEls amf{le = - m gom=on=s
A- 0 K A7
Rebakah rode up on the afternoon train, i was sunny. Her salthox house on the coast took her mind off St. Lowis. Bill was the heir to the Standard 04 narme and money, And the town said, "How ded &

le-class divorcde do n?"

The wedding was charming if a little gauche. There's only so far new money

goes. They picked out a home and called it

setile dowr

1t st have been her fault his heart gave out

"Holiday Howse™

Their parties were tasteful if & ltle loud. The doctor had told him o

And they said, “There goes the last great Amencan dynasty

who knows, if

she never showed up what couldve been

There goes the maddest woman this town has ever seen

Rebekah gave up on the Rhode Island set forever. Flew in all the Batch Pack freends from the city. Filled the pool with champagne and swam with the big names. And blew through the money on the boys and
the ballet. And losing on card game bets with Dali

And they said, "There goes the last great Amencan dynasty”. Who knows, if she never showed up, what could’ve been, There goes the most shameless woman this town has ever seen,

They say she was seen on occasion. Pacing the rocks staring out at the midnight sea. And in a fieud with her neighbour. She stole his dog and dyed it key lime green. Fifty years is a long tima,

Haliday
House sat quietly on that beach. Free of women with madness. Their men and bad habits, and then

t was bought by me.
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NOTE: Attempting to save the passage after only entering the passage name will cause
an error message to display. A passage cannot be saved if the Passage field is blank.

A Passage is required

TIP: Use the CKEditor to format the passage.

Bswee |0 @ @ W ® & - QU E % EeEReODOO®E [
B I U S x »x|F%|l&= = e BElz=z==Nue-™" gom=2e Q=06

Stylas - Morrmal - Font - 16 b A~ ' :: = |

Y

= Click the Preview button at the top of the Create Passage section to see what the
passage will look like for the test taker.

Preview Passage

Passage

Rebekah rode up on the afternoon train, it was sunny. Her saltbox house on the coast took her mind off St.
Louis. Bill was the heir to the Standard Qil name and money. And the town said, "How did a middle-class divorcée
do it?”

The wedding was charming if a little gauche. There's only so far new money goes. They picked out a home and
called it "Holiday House". Their parties were tasteful if a little loud. The doctor had told him to settle down. Tt must
have been her fault his heart gave out.

And they said, "There goes the last great American dynasty”. Who knows, if she never showed up what could've
been. There goes the maddest woman this town has ever seen.

Rebekah gave up on the Rhode Island set forever. Flew in all the Bitch Pack friends from the city. Filled the pool
with champagne and swam with the big names. And blew through the money on the boys and the ballet. And
losing on card game bets with Dali.

And they said, "There goes the last great American dynasty”. Who knows, if she never showed up, what could've
been. There goes the most shameless woman this town has ever seen.

They say she was seen on occasion. Pacing the rocks staring out at the midnight sea. And in a feud with her

neighbour. She stole his dog and dyed it key lime green. Fifty years is a long time. Holiday House sat quietly on
that beach. Free of women with madness. Their men and bad habits, and then it was bought by me.

Close Window

+ Click the Save button at the top of the Passage section to save your work.

- A confirmation message will display at the top of the page confirming a
successful save.

+ Once saved, click the Back button to return to the Create Passages home screen.

- The newly created passage is now listed on the Create Passages screen under
the Passages section.

IMPORTANT: An error message will display preventing a passage from being
saved if the passage name has already been used. Passage names must
be unique.

A The Passage Name you have selected is already in use. Please choose another Passage Name.

Create Questions
To create a Local Test question:

+ Click Create Questions under the Test Setup > Local Test menu to display the
Create Questions section.

- Alist of all existing questions will display under the Create Questions section.
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- Aninstitution will inherit questions from the ACCUPLACER system and
group levels.

- Asite will inherit questions from the ACCUPLACER system, group, and
institution levels.

Creating a New Question

+ Click the Add button in the Create Questions header.

B Create Questions

+ The Create Questions data entry page will open, displaying the various
components that make up a question: Question Title, Question Category,
Question Type, Calculator, Passage, Response Count, and Question.

- Question Title: Enter the name of the question in the Question Title text box.

- Question Category: From the drop-down menu, select from the list of available
categories.

+ The list of available categories corresponds to the list of active categories
created in the Create Categories section.

+ A category that is marked as inactive in the Create Categories section will not
display here.

+ *** General, the default selection, should be used when there is not a need to
associate a category to a question.

- Question Type: From the drop-down menu, select one of the four available
options: Multiple Choice, Multiple Response, Instruction Page, or Audio.

o

- . -]

+ The Instruction Page question type gives the user the ability to provide static text
with additional instructions on how to proceed.

- When selected, the Calculator, Passage, and Response Count fields are
not displayed.

+ The Audio question type gives the user the ability to upload MP3 files for
passages, questions, and answers.

- When selected, the Calculator fields will not be displayed.

- When selected, the MP3icon 4 will display in the Passages, Question,
and Response areas.

Create Questions

W Audio Questions A

<

* Unestion Cardagin Question.mp3 ‘5
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- When clicking the MP3 icon, the Upload MP3 File pop-up will display.

+ Click the Choose File button to browse to find the MP3 file you want to add to
a passage, question, or response. Highlight the MP3 file you want to add, and
it will be displayed next to the Choose File button.
IMPORTANT: The maximum size of the MP3 file is 500kb. If the size of your
file is more than 500kb, an error message will display: "The size of the file
uploaded exceeds the size limit of 500kb."

+ Click the Send it to Server button to upload. Once it has been sent to the
server, it will be available for inclusion in a passage, question, or response.

+ When the MP3 file is successfully uploaded to the server, the message
"The file uploaded successfully” will display.

+ Click Close to close the pop-up window and return to the Local Test Question screen.

Upload MP3 File

Cardagin Fassage.mp3

Send it to Server

Close

+ Calculator
- If you would like to display a calculator with a multiple-choice or multiple-
response question, select one of the four available options from the Calculator
drop-down menu.

b A
L. o Py \
|. i v w w
BE s DOCGe =0
B I Y &= L= : n EElz amJlv/[=Faomseass
-||A- B85 S|P

+ Not Available (default)

+ Basic Calculator

» Square Root Calculator and Basic Calculator

» Graphing Calculator, Square Root Calculator, and Basic Calculator

TIP: Selecting any of the three calculator options (Basic Calculator, Square
Root Calculator and Basic Calculator, or Graphing Calculator, Square Root
Calculator and Basic Calculator) will add the same calculator functionality
found in an ACCUPLACER test question to your Local Test question.

Create Questions

Fassage Response Count

salculator, Square Rool Calculator and v -Belect One- e 4 ]
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+ Passage

- If the question requires the use of a passage, select from the list of available
passages in the Passage drop-down menu:

+ The list of available passages corresponds to the list of active passages
created in the Create Passages section.

- A passage that is marked as inactive in the Create Passages section will not
display here.
+ -Select One - (the default) should be used when there is no need to associate
a passage to a question.

+ Response Count

- To identify the number of response options for a question, select a number from
the drop-down menu.

¢ Minimum number of responses is 2.
* Maximum number is 99.
* 4 is the default selection.

IMPORTANT: The number of responses selected corresponds to the
number of response fields that display below the question text field.

+ Question
- Enter the question in the text field. Use the CKEditor to style as desired.
+ Response
- Below the question field are the individual response (answer choices) fields.
- The number of response containers correlates to the response count selection.
- Clicking the Response header or + (plus) symbol will expand the response section.

*Response 1 +

*Response 2

- Enter an answer choice in the Response text field. Use the CKEditor to
style as desired.

- If the answer choice entered is correct, click the checkbox next to
Correct Response.

*Response 1

«| Correct Response

BSwe O @B @ E - QG N
B I U & % x I it := % | 1 R |

- Provide an answer choice for every available response.

- Use the up arrow and down arrow to change the order the answer choices
will display.

- Click the Preview button at the top of the Create Question section to open the
Preview Test Question pop-up.

TIP: Previewing your test question lets you see how the question and
associated components will appear in the testing environment.
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Previewing Test Questions

= |n preview mode, the response that was noted as the correct response will show as
being selected.

Passage

Rebekah rode up on the afternoon train, it was sunny. Her saltbox house on the coast took her mind off St.

Louis. Bill was the heir to the Standard Oil name and money. And the town said, "How did a middle-dass divercée
do it?”

The wedding was charming if a little gauche. There's only so far new money goes. They picked out a home and
called it "Holiday House™. Their parties were tasteful if a litde loud. The doctor had told him to setthe down. It must
have been her fault his heart gave out.

And they said, "There goes the last great American dynasty”™. Who knows, if she never showed up what could've
been. There goes the maddest woman this town has ever seen.

Rebekah gave up on the Rhode [<land set forever. Flew in all the Eitch Pack friends from the city. Filled the pool
with champagne and swam with the big names. And blew through the money on the boys and the ballet. And
losing on card game bets with Dali,

And they said, "There goes the last great American dynasty™. Who knows, if she never showed up, what could’ve
been. There goes the most shameless weman this tewn has ever seen.

They say she was seen on occasion. Pacing the rocks staring out at the midnight sea. And in a feud with her
neighbor. She stele his dog and dyed it key lime green, Fifty years is a long time. Holiday House sat quietly on
that beach. Free of women with madness. Their men and bad habits, and then it was bought by me.

Question

From the passage, you just read, what did the coupla nama hair Nouse?

& Holiday House

Saltbon

Drynasty

Vacabon House

Close Window

= When an audio question is delivered to a test taker, a Play button will #» display in
the passage, question, or response areas where an MP3 file is included.

+ If a student clicks the Play button, the respective MP3 file will play.
IMPORTANT: The MP3 file can be replayed up to three times.

Preview Test ¢

Passage

Vintage tee, brand new phone. High heels on cobblestones. When you are young, they assume you know
naothing. Sequin smile, black lipstick. Sensual polities. When you are young, they assume you know nothing.

Question

Which Tayler released this song?

Taylor Hicks  puay

Taylor Swift

Close Window
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= When a calculator option is added to a test question, the calculator icon is displayed
in the test question header.
+ Clicking the calculator icon will display a list of available calculator options based
on the selection made in the Calculator field of the test question.
+ These calculators, options, and functionalities are the same as those used in an
ACCUPALCER exam question.

Preview Test Question

Question

{1+1=X

Close Window

= Click the Save button at the top of the Create Questions section to save your work.

+ A confirmation message will display at the top of the page confirming a
successful save.

= Once saved, click Back to return to the Create Questions home screen.

+ The newly created question is now listed on the Create Questions screen under
the Create Questions section.

Crspnticn Narma Catagery Pasvage Quantion Typs Caleulator

Create Local Test
Once all your test questions have been created, you can begin creating your Local Test.

= Click on Create Local Test under the Test Setup > Local Test menu to open the
Create Local Test section.

= Alist of all available Local Tests will be displayed in the Create Local Test section.

+ *Create and Edit Local Tests are inherited from the institution level. You cannot
edit these settings.

+ ** ] ocal Tests are inherited from the group level. You cannot edit these tests.

+ ***| ocal Tests are inherited from the ACCUPLACER system. You cannot edit
these tests.
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B8 Create Local Test

Tost Namae - Dascription Status Action
" Tos . &
Firgt Prov Mirad

= To create a new Local Test, click the Add button in the Create Local Test header bar to
display the Create Local Test data entry screen.

B8 Create Local Test

= The Create Local Test data entry screen is comprised of three parts: Local Test, Local
Test Settings, and Local Test Questions.

‘ ‘

Local Test
In the Local Test area enter:
= Test Name: Enter the name of your test in this field. A test name short in length and
relatively easy to discern the test purpose is recommended.
NOTE: This will be the test name shown to students during test admin and in reporting.
= Description (optional): The Description field offers the ability to go into greater detail
describing the components of the test.

Local Test

n, an audio test passage, quoston, and responso o nd a caleulator test question

an example of threa question types. A genoral test quastc
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Local Test Settings

The Local Test Settings area provides the ability to configure the settings that control
how the Local Test will be administered. The available settings are:
= Test Type: Controls what order the questions will appear in.
+ Linear (default): All test questions will be administered in the same order.
+ Random: Test questions will be administered in random order.
= Timer Hidden: Controls if a timer is visible to the test taker.
+ Yes
+ No (default)

- NOTE: If Yes is selected and Yes is selected for Session Time Enabled, the timer
will initially display in the header bar.

©catiegsoars ACCUPLACER @

0: MSCAT-0917-220

Deploymant Test

- Scrolling down the page removes the timer from the header bar and moves it
down the page as the test taker scrolls.

« This allows the test taker to be able to see how much time is left without
scrolling back to the top of the page.

= Timer Direction: Controls if the timer starts at zero and counts up or starts at a set
time (e.g., 60 minutes) and counts down to zero.

+ Down (default)
+ Up
= Timer Limit: Controls the amount of time a test taker has to complete the Local Test.

+ No Limit

+ 10 Minutes

+ 20 Minutes

+ 30 Minutes

+ 40 Minutes

+ 50 Minutes

+ 60 Minutes (default)

+ 70 Minutes

+ 80 Minutes

+ 90 Minutes

+ 120 Minutes

+ 150 Minutes

+ 180 Minutes
IMPORTANT: If a timer limit is set for the Local Test, the test window will close
when the time limitation has been met.

- Ifthe Local Test is the last test in the BP, the screen will go back to the
login screen.
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- If the Local Test is not the last test in the BP, the next test in the BP
will be presented.

- Items not completed will be counted as incorrect.
* No response entries will be displayed for items not completed or skipped.
- If the test is saved (Save and Finish Later) and time remains, when the test
resumes, it will start with the time that remains available.

= Warning Time: Controls if a time warning message will be provided to the test taker
and at what point the time warning message will display based on time left.

+ No Warning
1 Minute

2 Minutes

+ 3 Minutes

*

*

+ 4 Minutes

5 Minutes (default)

10 Minutes

= Session Time Enabled: This must be set to Yes for the timer to take effect.

*

*

+ Yes
+ No (default)
= Show Test Score: Controls if the score will be reported on the ISR.
+ Yes (default)
+ No
= Show Number of Correct Responses: Controls if the number of questions answered
correctly is shown to the test taker.
+ Yes
+ No (default)

= Show Category Reporting: Controls whether category scores are shown to the test
taker.

+ Yes
+ No (default)

= Allow Previous Button in Test: Controls if a test taker can return to a test question
previously answered during the administration of a Local Test.

+ Yes: Students can go back to previous questions.
+ No (default): Students cannot go back to previous questions.

IMPORTANT: If Allow Previous Button in Test is set to Yes, Previous and Next
buttons will replace the Submit and Confirm buttons. The test taker's answers will
be submitted with the click of Next or Previous, but the answer can be changed
through further navigation. At the event of a timeout, all completed answers will
be retained.

- On the last item of the test, there will be a Previous and a Submit button.
When they click Submit followed by the Confirm button, the test taker will no
longer be able to go to a previous test question.

= Enable Review Summary:

+ Yes: When set to Yes, a test taker can review and bookmark questions at any time
during test administration using the Review and Bookmark buttons displayed in
the test question header row. Upon answering the last test question, a summary
review is presented, allowing the test taker to review and edit their answer
choices. The summary page also shows them how many questions were answered
and not answered. When satisfied, the test taker submits the test.

+ No (default)
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IMPORTANT: Selecting Yes to the Enable Review Summary option will:

- Set the Allow Previous Button in Test option to Yes.
- Grey out/disable the ability to change the Allow Previous Button in Test
option to No.
IMPORTANT: When Test Type is set to Random, Enable Review Summary is not an
available option.
- The Enable Review Summary option will default to No.
- The Enable Review Summary option will be greyed out and cannot be changed.

Local Test Settings

* Tesi Type Timer Hidden Timer Direction

Show Tes! Scode Show Number of Cormec! Respanses Show calBgory reporting

Local Test Questions
The Local Test Questions area displays the questions that are included in the Local Test.
To add test questions to your test:

= Click the Add button in the Local Test Questions header bar to open the Add Local
Test Questions pop-up. The Add Local Test Questions pop-up displays a list of all
Local Test questions.
NOTE: Questions listed in the Local Test Questions area will not be included in the list
of available questions on the Add Local Test Questions pop-up.

Local Test Questions

No records to display.

= Local Test Questions Details displays the Question Title, Question Category, Question
Type, Calculator, the Action view icon, and Passage Title (by clicking on the red plus icon).

+ Click the checkbox next to the questions to be included in the Local Test.

- Clicking the view icon will preview the test question as a test taker (i.e., the
correct answer will not be selected)

+ Click the Add Selected Questions button to add the selected question(s) to the
Local Test.
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Add Local Test Questions

Local Test Questions Details

Question Question

Oueation Titlhe Category Type Cailculator Action

v &1 ¥ are o a
all drulal

o T alcula &

o i ) B : a

¥| © whe a

V] @ W ' ! a

Add Salected Quastions Closa

= The Local Test Questions area displays the Sequence, Question Title, Question
Category, Question Type, Passage Name, Calculator, Weight, and Action.

+ Sequence: If Linear was selected under Local Test Settings (Test Type), you can
determine the sequence in which test questions are presented by entering the
number of the question in the Sequence box.

+ Weight: Weight can be assigned to each question by putting the desired weight in
the corresponding box.

+ Action: Clicking the view icon in the Action column displays a preview of the test
question as it will appear during test administration.

TIP: To remove a question from the Local Test Questions area, click the
checkbox next to the question and the click the Delete button in the Local Test
Questions header.

= Click Save at the top of the Create Local Test screen to save your work.

= Click Back at the top of the Create Local Test screen to return to the Create Local
Test main section.

+ The newly created Local Test will display.
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Retest Rules
User Role Access: IA and SM

The Retest Rule section can help an IA and SM manage their retest policy. Through the
use of aretest rule, it is possible to limit the number of retest attempts on a test within
ACCUPLACER.

= |As can establish the limits and push (force update) the limits down to individual sites.

= SMs can override what is pushed down to them from the institution and establish
their own limits.

= SMs can also revert to the |A settings.

IMPORTANT: Every attempt where at least one test item is completed will be counted
toward the retest limit.

NOTE: Although institutions can set their own retest policies,
College Board recommends:

- A student who does not achieve a placement score on the initial test be given a
chance to retest in two weeks (14 days) from their initial test date.

- Itis recommended that test takers allow at least one week of practice for each
test subject.

- Atest taker who does not achieve the desired course placement score after
the second test may test for the third time three months (90 days) after the
second test.

« This is because test takers who continually fail to meet an institution’s
placement requirements should be given more time to focus on improving
their score by identifying possible areas for improvement.

- Atest taker who does not achieve the desired course placement score after
the third test may retest four weeks (30 days) from the third test. This applies to
subsequent retests.

+ Retest rules are optional and do not need to be used. They can remain inactive.

+ If a test taker reaches the max attempt value during test administration, the SM or
IA can override the re-test rule during test administration if the “Allow Override of
Retest Limit?" setting is configured to Yes.

- For more retest policy information, refer to the ACCUPLACER Program Manual
by navigating to Resources > Resources > Manuals & Guides > ACCUPLACER
Program Manual within the ACCUPLACER platform.

To access the Retest Rules section:

= Click on Retest Rules under the Test Setup menu to display the Retest Rules section
and all available retest rules that have been created.

= The Retest Rule area provides the Test Name, Max Attempts, Duration (Days),
Placement Configuration, Allow Override of Retest Limit? Status, and Action for each
retest rule.

+ Test Name: Displays the name of all tests that are available to the institution or
site that a retest rule can be created for.

+ Max Attempts: Displays the maximum number of attempts a test can be taken.

- NOTE: A max attempt set at 1 means a test taker can only take the test once
and then the limit is reached. When the max attempt is set at 1, the duration
period a test taker must wait before testing again is ignored.

- With a max attempt set at 2, the test taker would be able to take the test a
second time within the set duration period.

+ Duration (Days): Displays the number of days a test taker must wait before
testing again.

- Days can be set from 14 days to 1,440 days.
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+ Placement Configuration: Displays the placement rule configuration that will be
used when retest limits are exceeded.

- Options available to the user will be the highest or latest score.
- When looking for highest or latest, it will only look from the scores within the
duration specified for the test.
+ Allow Override of Retest Limit: Displays if an override of the retest rule is allowed.

- When set to Yes, an authorized user can override the retest rule, thereby
allowing the test taker to retest.

+ The Authentication screen displays at the start of the test session. If there
are multiple tests that have reached the limit, the application will display a list
and an SM can select tests for override approval. The selected tests will be
administered as an override; those unselected will be skipped.

- When set to No, the tests that have reached the limit cannot be administered/
overridden by any user.
+ Status: Displays if a retest rule is active or inactive.

- Active: When a retest rule status is active, the number of retests available will
be enforced.

- Inactive: When a retest rule status is inactive, there will be an unlimited number
of retests available.

« Action: Displays the Edit, Force Update to All Sites (IA only), and Reset to IA
Settings (SM only) icons.

& Retest Rules

W Retest Fules

SotBy = TestNarme A

Allow override of rewest
Test Hame Max Attempts Duration(Days) Placemert Configuration limie? Status Astisn

b F ¥
st S b i s
alis Mo o 7
Adult Basic Education Math Fiacement ] o alest Scode Mo — z
TSI Mathemancs Flacement o 0 Latest Score Ha — &
TSI Reading Placement Ha . z
alast o 1 z

Pev (| 2 4 Mt 2

Creating a retest rule:

= Click the Edit icon under the Action column for the test you want to create a retest
rule for.

= The Edit Retest Rule pop-up will display.
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Edit Retest Rule

Test Mame * Max Attermpts

Intermediate Algabra

* Duration(Days)

Close Save

= The Edit Retest Rule pop-up contains: Test Name, Max Attempts, Duration (Days),
Placement Configuration, and Allow Override of Retest Limit? options. Enter the
information you want used for the designated test:

+ Test Name: Displays the name of the test selected from the list of test names on
the Retest Rules section.

- The field is grayed out and cannot be edited.

- If the incorrect test name is displayed, click Close and make the selection again.
+ Max Attempts: Enter the number of attempts a test taker can take this test.
+ Duration (Days): Enter the number of days a test taker must wait before testing again.

- Enter a number between 14 days (2 weeks) and 1,440 days (approx. 47 months
or 3.9 years).

+ Placement Configuration: From the drop-down menu, select either:
- Latest Score
- Highest Score

+ Allow Override of Retest Limit?: Select Yes or No.

+ Click Save once finished.

= The Retest Rules pop-up screen will close and the Retest Rules section will display, along
with a confirmation message of a successful save at the top of the Retest Rules section.

+ The newly created retest rule will display in the Retest Rules listing.
+ A new action icon will display, providing the ability to:

- Force update to all sites (IA only)

- Revert to the original retest rule (SM only)

£ Retest Rules

+ Retest Rule Is updated.

SonBy | TestMame - K| N W

Allew evarride of retadt
Tast Masw Mas Anemmpts Duratien(Days)”  Plicement Configurstion lignig? Saatn Actisn

3 14 Libirs? Score Mo
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Retest Rule Status
To change the status of an established retest rule:

€ Retest Rules

= In the Status column, click the Active/Inactive button to toggle the rule to active or
inactive for the desired test name.

+ A confirmation message will appear at the top of the Retest Rules section
confirming the activation.

& Retes: Rules

w Poutast Rule sattings anm active.

Tat3 buaery. ks Aneengs DunateniDagst”  Flacement O onfogusaten it $aman A

- IMPORTANT: If the retest rule is not active, it cannot be used.

Available Retest Rule Actions
Action icons that may be available depending on the retest rule setup and your user role are:

= @ AnIlA or SM can edit a retest rule at any time by clicking the Edit icon, modifying
the criteria, and saving the changes.

-

= B When aretest rule is modified by an IA or SM, a trashcan icon will display. To undo
a modification, click the trashcan icon. The Reset Retest Limit Values to Default pop-
up will display. At the prompt, “Are you sure you want to reset the selected Retest
Limit setting to default value?” select Yes.

+ As an SM, clicking the trashcan icon (reset to |A settings) returns the retest rule
for the exam to the established rule set at the IA level.

- Theiconis not available to an SM for a rule automatically inherited from the
institution level.

- Thisicon is only available after an inherited retest rule has been modified.

+ AsanlA, clicking on the trashcan icon (reset to default) returns the retest rule for
the exam to the default (i.e., no retest rule).

- Thisiconis only available after a retest rule has been created.
- © After saving a new or modifying an existing retest rule, an IA can choose to Force
Update to All Sites by clicking the forward arrow icon.
+ Retest rules created/modified by an IA at the institution level:

- That have not been created by an SM at a site will automatically be pushed and
activated at the site.

- That have already been created by an SM at a site will not automatically be
pushed and change the existing site rule.

- That have already been created by an SM at a site will be overridden by the IA
established rule only if the IA clicks the Force Update to All Sites (forward
arrow) icon.
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Retest Rule Validation During Test Administration
= For a new test administration, the warning message/approval screen will appear
after Start Test is clicked. At this point, the BP will be analyzed, and the retest
limit(s) verified.
+ This treatment will be the same for all tests started from Test Administration,
Voucher, Widget, and Fast Track.

= In the case of a resume test scenario, the validation will take place after the user
clicks Begin Test. The user will then be presented with the message/approval screen.

i ACCUPLACER @ pxpreivae
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= |f atest session/BP is completed for a student and a test within that BP was not
administered because the retest limit was encountered, a message will appear on the
ISR. See example below.

Placement Test Results Hide Details &

Next-Generation Reading MNext-Generation Arithrmetic

250 --

Mot administered because retest limit vwas met

Learn more anout your SKms Learn more about your skills
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Placement Setup

User Role Access: |IA and SM

Placement rules are based on the course placement scores used at your institution.
By using this feature, students’ placements can be reported on their Individual Score
Report (ISR) generated at the end of testing.

= Placement rules created by the |A are available for use at all sites.

= Placement rules created by the SM are available for use at the site only.

Placement Rules

Placement rules contain conditions for which students will receive specific course
placements. Before you begin to create your placement rules, you must first create
course groups, courses, majors/programs (optional), user-defined fields (optional),
and composite scores (optional) that will be used in the placement rules.

Creating a Placement Rule
= Click on Placement Rules under the Placement Setup menu and a list of all
placement rules that have been added to the site will display.

P EE B oE

£ & B B

1
i
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To add a new placement rule:

= Click the Add button in the Placement Rules header bar to display the Placement
Rules data entry screen.

B Placement Rules

= The Placement Rules data entry screen is made up of two sections: Placement Details
and Rules.
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= Enter the placement details by completing:
+ Name (internal only): Enter the name for the placement rule.
- This is for internal use only (not visible on a report).

+ Description/Notes (optional, internal only): Use this field to record any
information that describes the placement rule.

- Maximum length is 500 characters.

NOTE: This is an internal field (not visible on a report) that helps the user keep
track of the intent of the placement rule.

+ Placement Comments (optional, visible on ISR): Enter any comment/details for
the benefit of a test taker.

- Maximum length is 4,000 characters.

NOTE: If the Placement Comments field is populated, it will appear on the
student’s ISR.

Pincement Comments foplonal, visicle on (5]

= Complete the Rules section by:
+ Selecting a course:
- Course Placement is: From the drop-down menu, select a course.
NOTE: Multiple courses can be selected by clicking on Add a course.

ALWAYS

Courso Fiscomant i MATH 03 v

- Courses can be connected using AND/OR to form a more complex placement rule.
« AND: If both conditions are true, then the entire condition is true.

+ OR: If any one of the conditions is true, then the entire condition is true.

THEM

Course Placement is Math101 - \ DR o | [+ B =
AND

Course Placement is Math102 En - =)
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= Adding a condition:
+ Add a Condition to this Rule: Click the Add a condition to this rule hyperlinked
text to display the New Condition Type pop-up.
+ From the Condition drop-down menu, select the desired condition.
+ There are eight different condition types that can be used in a placement rule:

Test Was Completed, Test Not Taken, Academic Factor, Background Question,
Single Test Score, Major/Program, User Defined Field, and Composite Score.

New Condition Type

Condition

Test Was Completed
Test Not Taken
(Academic Facter
Background Question
Single Test Score
Major/Program
User Defined Field
Composite Score

1. Test Was Completed: Used when a course placement is based on the score of a test
that was completed.

+ All ACCUPLACER tests, active Local Tests, and WritePlacer settings are available
in the drop-down menu.

+ Choose the test you want to use as a part of this condition.
+ The placement recommendation is made only when the condition is evaluated

as true.
IF
wk _ = s i Tast Was 2

b Mext-Generation Arithmetic - CAT b Complated [+]

2. Test Not Taken: Used to create a course placement based on the Test Not Taken
condition, which validates whether a test taker took a specific test.

+ Incomplete tests are considered not taken.
IF

™ ** ESL Sentence Meaning - CAT O | [ [+

Taken

3. Academic Factors: Used to create a course placement based on academic factors
that are available in the drop-down (e.g., SAT math score).

the
v academic *** SAT math score v greater than or equal v~ | 600 v o~
score of
4. Background Question: Used when a course placement recommendation is based
on a test taker's response to a background question administered during the
test session.
+ All active background questions created at the system level, the institution level,
or the site level will appear in the drop-down menu.
+ Select the background question and the response you want to use to evaluate this
condition type.
IF
v 4 Do you Intend to apply for Federal Financial ale v oqual to v Yos W o-
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5. Single Test Score: Used when a course placement recommendation is based on a
score from a test that was administered.

+ All ACCUPLACER tests, active Local Tests, and WritePlacer settings are available
in the drop-down menu.

+ Choose the test you want to use as part of this condition and enter the
appropriate values in the text boxes.

W “** WritePlacer - WritePlacer 1% not equal to W [i] ~ [+ R
6. Major/Program: Used when course placement recommendation is based on the
major the student selected during the test session.
+ To choose a major, click the Major/Program List icon and select a major/program
from the list.
+ Multiple majors/programs can be included in this condition.
IF
thes student's MajorProgram 3
W I:mcu::le:ll 2 Il:':'.hs: i *** Associate Degree Q o o~
THEN MsjarPragam
7. User Defined Field: Used when a course placement recommendation is based on the
value of a user-defined field.
+ All active user-defined fields created by an SM appear in the drop-down menu.
+ Choose the user-defined field you want to use and enter a value.
- To enter values for user-defined fields, click on the Reports menu and select
List and Enter User.
WARNING: You will have to enter the value of the user-defined field after a test
taker has completed the test session.
- User-defined fields can also be included during pre-registration.
NOTE: For the placement that is based on the user-defined field to show on a
test taker's ISR, you will have to open the student’s ISR after testing and click
the Rebuild Course Placement Using Current Placement Rules link at the
bottom of the page.
b this viakue OF usr-delined hold " RG GPA w equal bo i W O~

8. Composite Scores: Used when a course placement recommendation is based on a
composite score.

+ Inthe example below, a composite score titled ESL ELAR English Composite
Score was created based on the total test scores earned from taking the ESL
Language, ESL Reading, and ESL Sentence Meaning exams.

times the scone of " ESL Language Use-CAT w PLUS

1.0 times the scone of ™ ESL Reading Skills-CA v PLUS

times e scone of =** ESL Sentence: kiaaning-CAT
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+ In the placement rule example below, if the ESL ELAR Composite Score field is
greater than or equal to 160 and less than or equal to 250, then the composite
score course placement would be Intro to English.

= Conditions can be connected using AND/OR to form a more complex condition
statement.
+ AND: If both conditions are true, then the entire condition is true.
+ OR: If any one of the conditions is true, then the entire condition is true.

Courses
The Courses section contains a listing of all available courses. To access the
Courses section:

= Click on Courses under the Placement Setup menu.

™= Courses

* Course Groups are inherited from the Ir ion level. You cannot edit or delete these Course Groups.

** Courses are inherited from the Group level. You cannet edit or delete these Courses.

BB Courses

Sorl By Course Name -| IE 12 10 -
Course Name Course Code Course Group Status Action
ritro to Malh 001 Afithmetic B Aco # | &
* ELAR 001 ELAR e a @
1to 2 of 2 Records. First Prav Mext Last

To add a new course:

= Click the Add button in the Courses header bar to display the Add a New Course pop-up.

B8 Courses

= From the Add a New Course pop-up, create the new course by completing the
required fields:

+ Course Code (internal only): An alphanumeric code used to identify the course

you create.
- Maximum length is 100 characters.

+ Course Name (visible on ISR): An alphanumeric name used to identify the course
and must be unique within the site.

+ Course Group (internal only): The name of the group under which the course
is assigned.

+ Course Comment (optional, visible on ISR): Describes the course and is reported
in the ISR.
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- Maximum length is 2,000 characters.

+ WARNING: Using all 2,000 available characters in the Course Comment field
may cause the test taker's ISR to print on two pages.

Add a Mew Course

Close

+ Click the Save button to close the Add a New Course pop-up and save the newly
created course.

+ The Courses section will display with the newly created course displaying in the
course listings.

Majors/Programs
User Role Access: IA and SM
To add a major/program:

= Click on Majors/Programs under the Placement Setup menu to display the
Majors/Programs section.

+ Alist of majors/programs that have been added will display.

= Majors/Programs

B Majors/Programs

MajorProgram Name Major'Pregram Code Status
“* Associale Degrea A 8 Aot
ficale . A
110 2 of 2 Reco

Maxt

Last

Creating a Major/Program
= Click the Add button in the Major/Programs header bar to display the Add a New
Major/Program pop-up.

BB Majors/Frograms

= To enter a new major/program, complete the required fields in the Add a New Major/
Program pop-up:
+ Major/Program Code: A code assigned by the IA or SM.
- Maximum length is 15 characters.
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+ Major/Program Name: Enter the name of the major/program to be added.
- Maximum length is 100 characters.

+ Major/Program Comment: An optional field that provides the ability to add insight
into the major/program area on the students' ISR.

- Maximum length is 100 characters.

Add a New Major/Program

* Major/Program Code * Major/Program Name

Major/Program Comment

Close Save

User-Defined Fields

User-defined fields allow you to add additional student information that can be used in
placement rules and reports. Examples of user-defined fields are:

= Scores from essays graded by your faculty

= Scores from Local Tests not administered through the Local Tests feature of
ACCUPLACER

The User Defined Fields section lists all available user-defined fields.

= As an SM, user-defined fields created at the institution or group level are available to
use but cannot be deleted or edited.

= As an IA, user-defined fields created at the group level are available to use but cannot
be deleted or edited.

+ AnlA will not have access to any user-defined fields created at the site level.
To access the User Defined Fields section:
= Click on User Defined Fields under the Placement Setup menu.
« Alist of fields that currently exist on the site will display.

= User Defined Flelds
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Creating a User-Defined Field
= Click the Add button in the User Defined Fields header bar to display the Create/Edit
User Defined Fields pop-up.

B User Defined Felds

= In the Create/Edit User Defined Fields pop-up, complete the following fields:

+ Field Label: Enter the name of the additional scored exam or student information
to be used.

+ Field Abbreviation: Enter an abbreviation for this field.

+ Field Type: From the drop-down menu, define a value for this field by selecting
one of the three available options:

- Decimal Number

- Text
- Whole Number
Create/Edit User Defined Fields

= When done, click the Save button.
+ The Create/Edit User Defined Fields pop-up will close.

+ A confirmation that the newly created user-defined field was saved successfully
will appear at the top of the User Defined Fields main page.

= The new user-defined field will display in the list of all available fields.

~ User Defined Field iz added.

B User Defined Fields

Fiald Labe| % Field Abbeeviation
SAT-M SATM

2030

Exporting User-Defined Fields
The full list of available user-defined fields can be exported. To export the full list:

= Click on the Export Options button in the User Defined Fields header bar and select
the export file type. Available options are:
+ Delimited Text
+ CSV
+ Excel
+« XML

B User Defined Fields

SertBy | Fiekd Label .| |3  Delimited Text

Fileld Lab! & Field Abbreviation Flieid Type Anton Exce

12030 12050 Duiecimmal Nummer ra
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Composite Scores

In statistics, and particularly psychometrics, composite scores are calculated from data
in multiple variables in order to form reliable and valid measures of latent, theoretical
constructs. ACCUPLACER offers the ability to create a composite score that can be
used in placement rules, included in reports, and uploaded to campus student
information systems.

To access the Composite Scores section:

= Click on Composite Scores under the Placement Setup menu.
+ Alist of all available composite scores will display.
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= Multiple Factors Composite Tool

+ Please refer to the interactive Multiple Factors Composite Tool to create a
composite score with appropriate multiplier and fixed number.

- Clicking on the hyperlinked Multiple Factors Composite Tool text will
automatically download the Excel Multiple Factors Composite Tool.
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Creating a Composite Score
= Click the Add button in the Composite Scores header bar and the Composite Scores
data entry screen will display.

B Composite Scores

= The Composite Score data entry screen is made up of two areas: Composite Score
Details and Score.

2]

= Begin by entering the composite score details by completing the following fields:

+ Name: Enter the name for the composite score.
TIP: Use a name that makes it easy to discern what the composite score
represents.
+ Score Configuration: From the drop-down menu, select one of the seven
available options.
- This will determine the exam score to be used in the composite score.
- The available score configuration options are:
+ Current Test Session (default): Scores from the current test session will be
used to calculate the composite score.

« Latest Score: The most recent test score, or the score from the current test
session, will be used when calculating the composite score.

IMPORTANT: Scores will be evaluated based on the Test Session End Date.

+ Highest Score: The highest score available for the test taker from all available
records will be used to calculate the composite score.
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+ Highest Score for Last Six Months: Using the Test Session End Date,
the highest score available for the test taker from all available records of
the last six months will be used to calculate the composite score.

« Highest Score for Last 12 Months: Using the Test Session End Date,
the highest score available for the test taker from all available records of
the last twelve months will be used to calculate the composite score.

+ Highest Score for Last Two Years: Using the Test Session End Date,
the highest score available for the test taker from all available records
of the last two years will be used to calculate the composite score.

+ Highest Score for Last Three Years: Using the Test Session End Date,
the highest score available for the test taker from all available records
of the last three years will be used to calculate the composite score.

= Test Type: Displays whether the composite rule was based on ACCUPLACER Classic
placement tests or Next-Generation placements tests.
+ No changes can be made to the Test Type.
+ This is intended for internal ACCUPLACER/College Board use only.

= Description/Notes (internal use only, not visible by students): Use this field to
record any information another user may find beneficial to know.

+ Maximum length is 500 characters.
= Composite Comments: Enter details here that would be useful for someone else to
know regarding how or what makes up the composite score.
+ Maximum length is 4000 characters.

TIP: Wish the Description/Notes or Composite Comments text field containers
were larger so you could easily read the entered text without scrolling? Hover over
the bottom right corner of the text field where you see two diagonal lines.

7 +« When hovering over the corner, the mouse pointer will change
* ) into a double arrowhead diagonal line.
77 + Click, hold, and drag the mouse downward to expand the text

field container.

Curscripbon Notes Iabemal Use D, Mot 'Vishie Dy Steopety

g

= When rebuilding placements, if there has been a change in the score configuration
selection, the latest values will be used in the rebuild.

+ The new values will be stored in the database and will appear on the ISR.

From the Score area:

= The Score area contains three score types:
+ Single Test Score: Selecting the Single Test Score option allows a single test
score to be included in the composite score.

- When a single test score is added, clicking -Select One- in the times the score
of field, will display a list of all the available active tests to choose from.

times the score of Selact One ~
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« Single Test Score Example: In the example below, the scores of ESL Reading
Skills and ESL Sentence Meaning are being added together to create the
composite score.

+ Academic Factors: Selecting Academic Factor allows GPA, ACT, PreACT, PSAT™,
or SAT’ to be included in the composite score.

- When an academic factors score is added, clicking on -Select One- in the
times the academic score of field, will display a list of all the available academic
factors to choose from.

imes the scademic c P
ok -
soone of

« Academic Factor Example: In the example below, the scores of SAT Math
and Advanced Algebra and Functions are being added together to create the
composite score.

WARNING: Please refer to the Interactive Multiple Factors Composite Tool to
create a composite score with appropriate multiplier and fixed number.

« Alink to download the Interactive Multiple Factors Composite Tool is located
at the top of the Composite Score main section page.

= Fixed Number: Selecting the Fixed Number option allows a fixed number to be added
to a test score to create a composite score.

+ When a fixed number score is added, the determined fixed number will be entered
in the Fixed Number of field, replacing the 0.0 default entry.

Fioesd Mumiber of | 0.0 | ‘

- Fixed Number Example: In the example below, 100 is being added to the
WritePlacer ESL score.

WARNING: Please refer to the interactive Multiple Factors Composite Tool to
create a composite score with appropriate multiplier and fixed number.
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- Alink to download the Interactive Multiple Factors Composite Tool is located at
the top of the Composite Score main section page.

= By default, the Score area displays two times the score of fields and a Fixed Number
of field.

Save

= The default score options can easily be modified:

+ Click the trashcan icon to delete a score option line.

NOTE: If all the score option lines are deleted, the Score area will display
hyperlinked text that reads, Add a condition to this score. Clicking on the text will
display the Select New Score pop-up to choose score options to add.

+ Click the plus icon to add a score option line.

- Clicking the plus icon provides two options on where to place the new score type.
+ Select by clicking on either:

+ Add the score above

+ Add the score below

e e 3c0e - - B

a-

Add a score above

=]
[ |

Add a score below
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- Selecting either option will display the Select New Score pop-up.
- Select one of the three available options from the Score drop-down menu.
- Click the Add button to add the selected score type to the composite score.

= i : ’

= Once done building the composite score, click the Save button.

+ A confirmation message will display at the top of the Composite Score data entry
screen confirming the composite score was successfully added.

+ Composite Score Name will be grayed out.

+ Click the Back button to return to the Composite Score main section and the
newly created composite score will appear at the top of the list.

Modifying a Composite Score

= Composite score hierarchy:

+ Composite scores inherited from the group level are noted by two asterisks (**)
preceding the composite score name. The group level composite scores cannot
be edited or deleted.

+ Composite scores inherited from the institution level are noted by one asterisk (*)
preceding the composite score name. The institution level composite scores can
only be edited or deleted by an IA. All other user types cannot edit or delete these
scores.

= To view a composite score in a read-only status:

@ | « Click the view icon for the composite score to be reviewed.
E2 . The composite score details will display in read-only versions.

times the score of " E5L Lan L AT b 3 W Q-
timea the score of - Reading Skiks-CAT i F - L=
Hrves the score of E=L Sendence Med - -5

ACCUPLACER User's Guide © 2022 The College Board. 183



= To delete a composite score:
+ Click the delete icon for the composite score to be removed.
Bl - \When prompted to confirm that the composite score should be deleted, click Yes.
= To edit a composite score:
+ Click the edit icon for the composite score to be edited.
+ The composite score details will display.
- + Make the necessary edits and click Save to save the changes.

WARNING: Changes made to the formula for composite score calculations will
take effect immediately for all new test takers.

- Course placements for past test takers must be rebuilt from the ISR.
= To edit a composite score that was inherited:
+ Click the copy icon for the composite score to be edited.
+ The Copy Composite Score pop-up will display.
+ Enter the name for the copied composite score in the New Composite Score

Name field.

- Click the Save button to save the copied composite score with its new name
that can now be edited.

Copy Composite Score

Source Composite Score Name * New Composite Score Name

* Writing Composite Score

Close Save

= To print a composite score to share with faculty:
+ Click the printicon for the composite score that is going to be printed.
+ The Print Composite Score pop-up will display.

+ Click the printicon in the lower left corner to print the composite score
details displayed.

+ Click the Close button to close the Print Composite Score pop-up.

Print Composite Score

Writing C5

Type-Next-Generation
1.0 times the score of Next-Generation Writing

PLUS

Fioced Mumber of 5

Close
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ACCUPLACER Learning Resources

Overview

- What Is Learning Resources?
Learning Resources is a free tool that provides hundreds of learning exercises to help
strengthen students’ assets, and provides teachers with tools to enhance the student
learning experience. Students are assigned Learning Locator codes that supply
specific materials targeted to the growth areas identified on their score reports.
Educators can review Learning Resources and use the convenient Assignment Sheet
feature to easily create collections of materials individualized for their students,
including their own uploaded resources.

- How to Use Learning Resources
Begin by collaborating and brainstorming with key stakeholders at your institution.
Think of ways you could use Learning Resources to compliment your institution’s
programs and enhance the learning experience for your students. Below are some
possible ideas:

+ Summer bridge programs

+ Test prep sessions

+ Remediation prior to retesting
+ As a corequisite resource

Next, think about the operational step. Consider giving teachers and faculty
ACCUPLACER Site Reporter access and developing a plan to share student results.
Here are some possible ideas:

+ Score roster
+ Diagnostic roster
+ Placement roster (k12)

Learning Resources User Account

Educators must create a Learning Resources user account to use the platform.
Students do not have to create Learning Resources user accounts to take advantage of
available resources.

- Create an Educator Account: New User
+ To create your Learning Resources educator account:

- Open your web browser and navigate to accuplacer.pearsonperspective.com.

T teclleguioard  ACCUPLACER

- From the Learning Resource Welcome/Login page, in the upper right corner,
click the Sign Up button.

- The Create Account pop-up will display.

& Create Account

Emailinegene Pass Pheaia Ragsd”

Passwordifsuns:) Confirm Password Reouesd)”
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- Complete all fields displayed on the Create Account pop-up as follows:
+ Email (required)*: It is recommended that you use your institutional
email address.
+ Pass Phrase (required)*: Enter ACCU_edu in this field.

+ If you do not enter the correct pass phrase, you will see the error message
"Registration failed as the information provided by you do not match with
a valid pass phrase.”

+ Password (required)*: Create a strong password specifically for the Learning
Resource site.

+ Password should be 6 to 200 characters long.

+ Confirm Password (required)*: Re-enter the above password to ensure
its accuracy.

* You will not be able to move forward if the two password fields do not math.

- Click the Create Account button when done.

« This will set up your user credentials for the ACCUPLACER Learning
Resource site.

- The Account Created pop-up will confirm your account was successfully created.

Account Created

Welcome dibash
Congratulations! You have now successfully finished signup process.

- Click the Precede to Login button to complete your account setup and be
automatically logged into the Perspective Learning Resources site.

-+ accUPLACER e T 4 Viekcome, dhash ©

Meathaemaiticn Lawring Resources

Engtinhilanguage st | sarning fenour o

- Returning Educator Account Users

« If you have already set up your Learning Resources user account and credentials,
simply log in to access all the Learning Resource content. To log in with your
Learning Resources Educator account:

- Open your web browser and navigate to accuplacer.pearsonperspective.com.
* The Learning Resource landing page will display.

Baard  ACCUPLACER

Forgot Password

Sign Up
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- Log in to the Learning Resource site by entering:
+ Email: Enter the email address used when creating your Educator Account.
« Password: Enter your password.

+ Click the Log In button to access the site content.

- Forgot Your Username and Password

+ Entering an email address or password that does not match your established user
credentials will generate the error message, "The Email or Password you entered
isincorrect.”

= | dibash@verizon net | - Forgot Password

The Emaid or Password you entered is incormect

If this occurs, attempt one or both of the following options:

- Renter your email address and password to ensure they were not
incorrectly entered.

+ Click the Log In button to try to access the site again.

Click the Forgot Password button.

The Forgot Password pop-up will display.

- Enter the email address used when creating your Educator Account and click
the Reset Password button.

Forgot Password
To reset your password, enter the email address you use 1o sign in to Perspective. (Required)*

| Reset Password

+ The message "An email has been sent to the registered email address”
will display on the Forgot Password pop-up.

* An email to reset your password will be sent to your email address if there
is a match.

+ If the system is unable to find an email address match, the reset password
email will not be sent.

- Click the Close button in the Forgot Password pop-up.

Forgot Password

An email has been sent 1o the registered email address
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+ Check your inbox for the Account Information email.

NOTE: The Account Information email is sent from:
noreply-perspective@pearsonperspective.com.
Itis recommended you add this email address as a trusted address.

Account Inforr

Dear gbsh,
You are receiving this email because you have just requested to reset your Pearson Perspective password.

Please use the link below within 24 hours.
hittps:{/tsiad pearsonperspective, com/ perspective/generatePwd 319776631 e3fbed T8aefb6 32 e8e3baedB0f 1321 23fd1 82302 1 cd (58 33907

If you have not requested to reset your password, please ignore this mail and you can continue using your onginal password.

Thank You,
Parspective Team

+ Click the password reset link provided in the Account Information email.
- Clicking the password reset link will display the Change Password page.
NOTE: The link is only valid for 24 hours.
+ Complete the Change Password fields by entering:
- New Password: Enter your new password in this field.

- Confirm Password: Renter your new password in this field to confirm it matches
the password above.

sard  ACCUPLACER

Change Password

New Password :

Confirm Password |

Powered By P Pearson

+ Click the Submit button to update your password.

+ The Change Password screen will display the message, “Your Password was
changed successfully. Please click here to Log In to main application.”

- Clicking on the hyperlinked text here will redirect you back to the main
login page.

Change Password

Wour Password was changed successtully, Please click hae to Log In 10 main application,

® | Supeson

+ Be sure to use your updated password when logging in.
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User Guide for Educators

- Perspective Online User Guide

Perspective is a web-based educational platform that uses student assessment data
to create individualized learning resources. With Perspective, educators can create
tests and assignments and select the instruction format (for example, video or print)
that best suits an individual student's needs.
Refer to the Perspective Online User Guide as you navigate through Learning
Resources to take full advantage of the available resources. To access the
Perspective Online User Guide:

+ Login to the Learning Resources site and click Teaching Resources in the top

navigation menu.
+ Next, click View Guide found in the Perspective Online Guide container.

Perspective Online Guide

Leam about the features in Perspeciive. Gel concise
directions how 10 access and use the most popular
features

+ The Perspective Online User Guide will open in a new tab.
+ By default, the guide will open to the Perspective Online User Guide home page.

> Peripaciive Cnling Uiser Gukde for Famill Perspective Online User Guide Home

1 g Search ihe Perspeciin Onling User Guide
RHNEMR T A Saarch

Table of Contents

O Sipuaecis sl o

+ From the Perspective Online User Guide left navigation menu, click Perspective
Online User Guide for Educators.

+ The Perspective Online User Guide for Educators will display on the right side of
the navigation menu.

» Perspacive Online User Guids for Famibe Perspective Online User Guide for Educators
sdi lof Educitors

Search the Perspecines Online Usor Gusde:
Search

With Parspection ™, trachers can crante Sests ond axpigreants. and slect the inginacten fammat (e anampe,
video of print) that best sus o Student's naeds.

Table of Contents
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- TIP: Click the arrowhead to the left of Perspective Online User Guide for
Educators to display the available sections within the guide. Clicking on any
section name will take you to that specific content.

+ The Perspective Online User Guide for Educators is where you will find:
System Requirements

System Basics

Manage Assignments

+ Create an Assignment Sheet

+ View and Manage Assignment Sheets
+ Upload Resources

- Mark Favorite and Rate a Resource
Additional Resources for Educators

Perspective Learning Resources
Site Navigation

The Perspective Learning Resources site navigation can be found in the site header.
The site content is divided into:

= Educator Dashboard (home page)
= Learning Resources
= Teaching Resources
= Assignments
= Shared Assignment Sheets
Click on any of the section titles to navigate there.

. Educator Dashboard

Each time you log in to the ACCUPLACER Learning Resources site, you will be
directed to the Educator Dashboard. The dashboard gives quick access to the
available learning resources. The Educator Dashboard features:

+ Announcement
+ Curated Course Specific Learning Resources
- Mathematics Learning Resources
- English/Language Arts Learning Resources
+ Assignment Sheet/Learning Locator Code

- M LEARMNG RESOURCES  TEACHING RESCURCES ABMGMMENTS  SMARED ASLOMMENT SHEETS Wekome dbash @
Titoltegeticard  ACCUPLACER g

Anncurcement Assignment Sheet / Learning Locator Code

Mathematics Learning Rescurces

English/Language Arts Learming Rescurces

ALCUFLALLE

GET
STARTED!
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- Learning Resources

The Learning Resources section is where educators and students will find resource
materials targeted to the growth areas identified during test administration. To access
the Learning Resources section:

+ Click on Learning Resources in the site navigation tabs to display the Learning
Resources section.

ACCUPLACER L TEACHNG REISUACES  ARMCAMENTE  SHARED ARtadaiinT EETE & Weliahs dbhiah O
Search Results for Grade HS Math
E Adamonal Practice: Graphing Linear Equations 0w ﬂ
[[] ancses Par.:'ol-'n-u.al Trl-rlllill ow
[[] #setying Linsar Funstions ow Your Assigrment Sheet
[_' Approximate l.elulmn['nﬁ:l:u!uh:[ O w
O "‘f“ ?r.;enu-nl‘;'r : ow
O Basic Trigenometry® O v
|: Comghately Sohved &t . o w
[-_ Comphating the Square 1 ow
E :o-l—c'-lr;'h-s::uml ow
|: Composition and Lln-rir. lFuncuont 0w
0O Gandional Statemants 0w
[[] ceenwuctions : 0w
(0] Distance and Midocist Formeias i
[_’ Diatingsahing E:lr-lll.o.r and Caunation ow
|: Enrichent Pr'p-unnlclll:lr Lines 0w
E Enrichemant: Produte w}?ﬂchr tem 0w
0 Em'»:--"tr.:l Siope ow
[] Eucties Postutates . ow
|: Evaiuats Rag:oul B Absohne Valus EXprisssn 0w
[[] Eveisting Expermnnial ru:umu:. ] ow
[ Exmmgins of o -—pun,lulg frazeem O w
O Explanation and Appiications of Rieasoning 0w
O L‘nlr:ltonand Applications of Reasoning ow
|: Expliiit & Recuriive rl)""\u.--!‘ Sequences Dw
[ Expionng e Linittions of Linsar Medsis ow

1480 123 Aes -
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+ The Learning Resources section allows you to search for relevant content by:
- Using the search field to search using a resource title, description, or keyword.
- Selecting a subject from the drop-down menu.
+ Grade HS Math
« Grade HS English/Language Arts
- Basic search, standard search, or advanced search options.

Mathematics w Advanced Search + Standand Search =

= |f you already have an Assignment Sheet/Learning Locator Code, use the Assignment
Sheet/Learning Locator Code field to enter your code and access the materials quickly.

Assignment Sheet / Learning Locator Code

If you already have an Assignment Sheet / Learning Locator

Code, you can enter it here.

= Manage Assignments

The Learning Resources section allows you to put together relevant assignments
for your students with the choice to email the assignments to students if desired. To
manage assignments, navigate to the Learning Resources section:

+ Click the Learning Resources navigation menu.

+ Select one or multiple assignments from the available resources by clicking the
checkbox next to each desired assignment.

- You can refine the list of assignments by using the search field to search by
topic, description, or keyword.

+ Selected assignments are automatically added under Your Assignment Sheet.

ri=rd ACCUPLACER

Sewrch Results for Mathomatics

o L o
" v
v WIS NE— 0w Your Anvignmant (hast ALS I
B [ 0w
= row PR .
Kb ¥ 0w [ 5.0 1
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+ When done, click Save Assignment to save the assignments you have curated.

i ACCUPLACER o [ieammrm sevomans ] e epssumces

I vt Vit E4vanans

(] Ao Vo Fumcions and Gragtu 31

EERGRENTE  EARED ALETAMENT BEETE P
» v
0ov
] ramgias 1
O v e
ow
O A Mg Saars o Py 1
0w A Mage tane bor Foyromn wy
0w
O A Moncemist amd m Pty 1
& M B b PR iy
ow  ay (a1
1
0w
=

+ Clicking Save Assignment displays the Save And Print Assignment Sheet pop-up.

- At the top of the pop-up,

enter the:

* Heading for Assignment Sheet

+ Note to Students

- Scroll to the bottom of the pop-up to enter the test taker's email address in the:

+ Email to Send Assignment Sheet (required)* field

+ NOTE: Multiple email addresses can be entered using a colon to separate.

+ Clicking Save Assignment Sheet will generate the:

- Assignment Sheet ID
- Assignment Sheet URL

Save and Print Assignment Shwet

Huading lor Aviigarment Sheet

Save and Print Assignmssnt Shiet

[

Email 8= Band Assignmast Shest 2

Hohe io Siuderin

Lint of Ladrning Mescurces

O 1050 Tangies

O Abagic Squas for Potynomisis

AN Bt 01 Pty P als wiy

= Assignments with Answer Key
To find assignments with answe

Annignement Shest 1D Wil Saplay a%er s saved
Ansigremant Bt URL

Ry —
-+

B Save Assigrenent Sheal

r keys, navigate to the Learning Resources section:

+ Click the Learning Resources navigation menu.

+ Select a subject from the search drop-down menu. The available subjects are:

- Grade HS Math

- Grade HS English/Language Arts

- # [ecsmamonesounces
I CollegeBoard ACCUPLACER I LEARNING RESQURCES | TEACHING RESQOURCES ASSIONMENTS SHARED ASSIGNMENT SHEETS

*

| Mathamatics |'- Advanced Search * }f'.:]l‘c:l'ﬂ Search
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+ Select Advanced Search to the right of the Search button.

- NOTE: When clicking on Advanced Search, the text will change to
Basic Search. This indicates you are in Advanced Search mode. Clicking on
Basic Search will return you to Basic Search mode.

§ TColisgoBoard ACCUPLACER LEARNING RESOURCES | TEACHING RESOURCES ASSIGNMENTS SHARED ASSIGNMENT SHEETS

F Wekome, dbash g

Grade HS Math ~ ETTCI Basic Search « Standard Search =
Game Classroom High Answer Key System Resource
Instruction Interactive Medium Educator Resource
Practice Printable Low
Rederence Materia Video
Redeased hems
Test

Practice Test
Reading Passage

Click the checkbox next to Answer Key.
+ Click the Search button to display the available results.

Search Results for Mathematics

D A Magic Square for Polynomials Ov
Practice Printable - Medum
A Magic Square for Polynomials wikey
Answer Key - Prinfable - Medium

B A Monomial and a Polynomial i
Fractice - Pnntable - Medivm
A Monomial and a Polynomial wikey

Answer Key - Frinfable - Medwm

. Teaching Resources

The Teaching Resources section is where educators will find the Learning Locator
Codes for Educators and the Perspective Online User Guide for Educators reference
materials. To access the Teaching Resources section:

+ Click on Teaching Resources in the site navigation tabs to display the Teaching
Resources section.

o0 @ s AoAcE | MASHed RS | AddaaNEl  deWAS Ad T AT A Wektews diueh B
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= Learning Locator Codes for Educators

The Learning Resources Learning Locator Codes are used to supply individualized
intervention and learning opportunities for students taking any of the ACCUPLACER
Assessments. To access the Learning Locator Codes for Educators:

+ Inthe Learning Locator Codes for Educators container under the Teaching
Resources menu, click the View button.

Learning Locator Codes for TSIA2 Learning Resources In Pearson Perspective

ll'!.lrﬂlr'li Locator Codes for Educators

Agcess and view the Learning Locator codes for Mathematics and ELAR, Querview
THAL wewrrerg Beaur ors Lesing Lecabor Codes are wied 16 provide ndiodusaed mbervend on ang
Vi learning oopOMunities for students taking the Tesas Sucoess Intiative Assesument 20 The Locator
Codes in this documaent represent all possible comiinations of dudent diagrostic categorical soones and
Best Wirdech, inchuding the TSIAD diagnostic beits and WitePlacey,
Students taleng THAT A uments will IECEE ONE 1ea T g D0 DO0E MY MAThEMAtcs ahd one
+ The Learning Locator Codes for ACCUPLACER Learning ot soriatad e, o e hopr (GRSt e
Resources In Pearson Perspective PDF will display. st ey ke s rl et e s s e
- The Locator Codes in this document represent all possible
combinations of student diagnostic categorical scores and Code | Dimnaitic Catbgerical Scont
test strands, including WritePlacer. This PDF guide will explain |
the Locator Code Configuration. ;
- Students taking ACCUPLACER assessments will receive a ! R
Learning Locator Code for each ACCUPLACER assessment [Fii | Gammmismenny
taken. = S
|Strand -'S(Hlvl-cﬂllﬂﬂ Frotabeianc Seasoning

+ Students can find their Learning Locator Code on their

Individual Score Report (ISR). — T L. ]
+ IMPORTANT: The Learning Locator Code displayed P e 7 T |
on the individual ISR is a test setting choice in the T e
ACCUPLACER platform. By default, this choice is set to [ Rpr—r—

On. If your institution has opted to turn off this choice,
you can still retrieve the Learning Locator Code by running the Learning
Locator Report.

+ Students can link directly to ACCUPLACER Learning Resources by clicking the
Locator Code on an electronic version of their ISR, or they can enter the Locator
Code manually on the login page for ACCUPLACER Learning Resources.

= Perspective Online Guide
Refer to the Perspective Online Guide as you navigate through Learning Resources to
take full advantage of the available resources. To access the Perspective Online Guide:
+ Inthe Perspective Online Guide container under the Teaching Resources menu,
click the View Guide button.

Perspective Online Guide

Learm aboul the faalures in Perspactiva. el concisea
directions how to access and use the most popular
foatures

- The Perspective Online User Guide will open in a new tab.

+ From the Perspective Online User Guide left navigation menu, click on
Perspective Online User Guide for Educators.

- The Perspective Online User Guide for Educators will display on the right side of
the navigation menu.
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* Perspactive Onine User Guida for Familas Perspective Online User Guide for Educators
~ Perspective Online User Guide for Educators
Saarch tha Parspective Onling Usar Guids:
Search

Nith Perspactive ™ teachars can create ests and ns.w;r.'.'wnls. and salact the instruction format (for sxample,
wideo of prin) hat best suils & student's needs.

Table of Contents
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n B

+ The Perspective Online User Guide for Educators is where you will find:
- System Requirements
- System Basics
- Manage Assignments
+ Create an Assignment Sheet
+ View and Manage Assignment Sheets
+ Upload Resources
- Mark Favorite and Rate a Resource
- Additional Resources for Educators

. Assignments

The Assignments section is where you will find saved Learning Resources material
that you have created or favorited. In the Assignments section you will see:

+ My Assignment Sheets
+ My Favorites
+ My Resources
To access the Assignments section:
+ Click on Assignments from the top navigation.

#PEMEPECVE @ Leanumc RESOURCES  TEACHING REICURCES SHARED A3 HGRMENT SHEETS & Wecome, Sbah @

+ Clicking the My Assignment Sheets, My Favorites, or My Resources tabs will
only display the selected tab assignments.

+ To learn more about Assignments, refer to the Perspective Online User Guide for
Educators found under the Teaching Resources section.
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. Shared Assignment Sheets

The Shared Assignment Sheets section is where you will find assignment sheets that
have been shared with you. To access the Shared Assignment Sheets section:

+ Click on Shared Assignment Sheets from the top navigation menu and the
Shared Assignment Sheets section will display.

#Perspeciive  ® LEARMNGRESOURCES TEACHNG RESOURCES l!!lﬂil‘kr! # ‘Welcome, dibash

+ To learn more about Shared Assignment Sheets, refer to the Perspective Online
User Guide for Educators found under the Teaching Resources section.

Learning Resources for Students

Students do not have to create a user account to access Learning Resource and take
advantage of the targeted materials based on their test administration results. To access
the Learning Resources, students can either:

= Enter their locator code.
+ Inaweb browser, navigate to accuplacer.pearsonperspective.com.

« Enter their Locator Code in the Please enter Pass Phrase / Assignment ID /
Learning Locator field.

+ Click the Go button to go straight to the assignment.

wezoars ACCUPLACER

ACCUPLACER Learning Resources

ACCUPLACER peovides Fiousands of a
Leaming Locaoe ™

Ereann mrter Pass Prrass | Axsgrmant 181/ Laarming Locatee

é Welcome

= Go to the student site.
+ In a web browser, navigate to accuplacer.pearsonperspective.com.
+ Click the Enter Student Site button.
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+ From the student landing page you can enter your locator code in the Assignment
Sheet/Learning Locator Code field and go directly to your specific resource.

Assignment Sheet / Learning Locator Code

If you already have an Assignment Sheet / Leaming Localor Code, you can enler it here

+ Explore English/Language Arts and Mathematics Learning Resources by clicking
on the respective icons.

+ Access the Online User Guide by clicking the Online User Guide hyperlinked text.

Moo by AUUURLACL -

12 L ey W

Prata: - ] f C & £ SER La R “
- P ek e L b Perspective Online User Guide for Families
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- How to Use Learning Resources as a Student

It is recommended students review and take advantage of the target resource
materials. Students should:

+ Review all resources prior to testing.
- Use Locator Code(s)
- Use Teacher Assigned Lessons

+ When Display Learning Resources on ISR (Next-Generation Tests Only) is set
to Yes (default) under Test Setting for ISR Printout Options — Test Scores, the
student’s Learning Locator Code based on their test performance will display on
their ISR.

- When viewing an ISR online, clicking the Learner Locator Code will redirect you
to the content.

e xt-Generation Leaming Resources

If you arg viewng an elecironic copy of your Soon fepor. cick on @ learming Iocaior oode (Delow) 10 BC0RSS CUSIom Maming MS0UrcES DaSed on your
performance on the 185t of tests you just look

If you are viewing & paper copy of your score repod, you can access inese custom leaming resources by visiting the website hitps Juat
accuplacer perspeciive-dev com/perspectivel, entering a Learning Localor Code (printed below) and ciicking “Gol®

B sure (o enter the full Leaming Locator Code, which consisis of text (CARIT" "GRS”, "AAF", "READ", or "WRIT™) foliowed by numbers

I you have completed a WritePlacer lest, the associated leaming resources can ba accessed by entering ESSAY01

Arithmetic Learning Locator Code: ARITDI

The Learning Locator Code content can also be accessed by navigating to
accuplacer.pearsonperspective.com/perspective/ and entering the Learning Locator
Code in the Please enter Pass Phrase / Assignment ID / Learning Locator field

and clicking Go.

-

Welcome

Please enber Pass Phrase | Assignment ID / Leaming Locator

What |8 this?

F Al | T

Emter Student Sie

e o

| e 5 A e

Resources for Learning Locator: ARITO1

Grade HS Math - ACCUPLACER Arithmetic % 5 -
Hiame (1] Besergaan Tyea Fermat
AECUPLACER Arimmetic ()

Simpitying Fractons Sarspafying racmons wih varaties Printabie Practice
12748

Calor Key Simptying Fracsons Eanpifying WURan wilh viiies Aufciived Ky Printitie
wikary (14883
SOy Faskons WDl SN0 SRR RO Vil T ol DA

s 4 ractong (15642
EEEETEIID e i o sy s & s e e —
show B v
S —"
Doty 106 d Sorsnecs -
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ACCUPLACER Test Administration

Administer New Test Session
User Role Access: PRO and PROR

The ACCUPLACER License Agreement requires that all ACCUPLACER tests be
administered in the presence of an authorized proctor or proctor reporter in a secure
testing environment for the duration of the test session. The proctor or proctor-reporter
should only use the PRO/PROR login credentials assigned to them when administering
ACCUPLACER tests.

= IMPORTANT: Tests cannot be administered under the Institutional Administrator (IA)
or Site Manager (SM) logins.

= WARNING: Simultaneously logging into more than one ACCUPLACER session on
the same workstation will create a security issue, and you will receive a security
error message. If you receive this error message, you may have to close all open
ACCUPLACER sessions and/or browser windows and log in again.

= WARNING: POP-UP BLOCKERS MUST BE DISABLED TO ENABLE TEST
ADMINISTRATION. If you are presented with the locked administrator access screen
after selecting Administer Test and no test administration window opens on top of the
locked administrator access screen, then you likely have pop-up blockers enabled.

+ See the Verify System Requirements page to ensure that your workstation
conforms to system requirements: accuplacer.org/#/systemRequirement.

There are three ways to begin an ACCUPLACER test administration:

= Standard Test Administration

= Start Test with Voucher

= Fast Track (Designed to expedite the testing process, allowing the PRO/PROR to
begin testing without having to log in to all of the computers on the day of testing.)

Standard Test Administration
To begin a Standard Test Administration, log in to the ACCUPLACER platform with your
assigned PRO/PROR user credentials:

= Click on Administer New Test Session under the Administer Test menu to display the
Administer New Test Session section.
The Administer New Test Session section consists of two parts: the Test Unit Balance
and Administer New Test Session areas.

= Test Unit Balance: Displays the number of available units a site has for
test administration.

= Administer New Test Session: Displays the Select Branching Profile
drop-down menu to begin a new test session.
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(& Administer New Test Session

Al ACCUPLACER tests must be admanisiered in the presence of an authorized Procior in a secure esting environment for She duralion of the lesd session

POF-UF BLOCKERS MUST BE DISABLED T0O ENAGLE TEST ADMINISTRATION. if you are presented with the locked admirssiraior sccess soneen after sslechng “Adminsier Test™ and no jesi adminatraiion window opens on jop of
ha locked SAMINISIICT ACCEES SO78En, then you bkaly hawe 3 pop-up biocker enabiled. Use the System Requiements I 8nsure your workstation conforms io sysiem requirements

" Branching Profiles Inherbed from Bhe Instlubon level
** Branching Profiles inhevited from the Group level
*** Branching Frofiles inhented from the ACCUPLACER system:

@ Test Unit Balance

94

STE

Q, administer New Test Session
Select Branching Profie

Scloct One-

To begin a new test session, from the Administer New Test
Session area:

= Clickin the Select Branching Profile drop-down menu to display
the available test session options.

= Select the Branching Profile (BP) that you want used for the
test session.

= Click the Administer Test button to begin the test session.
+ The College Board Privacy Policy screen will display.
+ Test takers may be seated at their computers at this time.
= Test takers should begin to read the policy and must either:
+ Click the Accept button to continue.
+ Click the Decline button if they do not agree with the policy.

- WARNING: A test taker who chooses to Decline the College
Board Privacy Policy statement will not be able to continue
testing. Alternate testing options will need to be considered.

- TIP: Click the Print button to print a copy of the College Board
Privacy Policy so that a test taker may take it with them.

Questions About This Privacy Policy

H you have questions about this. Privacy Policy or College Board privacy practices, please contact us at 250 Viesey Stroel, New
York, NY 10281, B56-630-8305, or privacyi collegeboard org

Effective May 2020

Decline Pring m

= Accepting the College Board Privacy Policy:

+ Clicking the Accept button launches the Student Information validation screen
with the Student Instructions pop-up displaying on top of the information screen.

ACCUPLACER User's Guide © 2022 The College Board. 201



Student Instructions

O s Student Infonmatisn scren and Mese thal folow, you will be asked 10 Provide your
pemonal iormabon. Plesss cormplete 8l mandatory Seids ndicabed by & red astedisk (%)

H o e @) GUestens, planss contect your Proctor,

= NOTE: The Student Instructions pop-up is a custom message created by an SM.

+ As an SM, navigate in the platform to Users > Custom Messages and click
Student Instructions Message to create or modify the text displayed here.

+ If a custom message was not created, the Student Instructions pop-up will
not display.

= The test taker should read the instructions and click the Close button when done.

+ Clicking the Close button will close the Student Instructions pop-up and activate
the Student Information validation screen behind it.

= Once the Student Information screen is activated, the test taker must complete all
required fields. The required fields are:

+ Student ID: Enter the test taker ID assigned by their institution.

+ Confirm Student ID: Re-enter the test taker ID again to confirm it was
entered correctly.

+ Last Name: Enter their last name.
+ Date of Birth: Enter their date of birth in the format MM/DD/YYYY.
- Click the Next button when completed.

ACCUPLACER

Institution Name Site Name
*SethHerzTesiinsitution Sethl
* Shudeel ID * Confirm Studant I * Last Hama
* Date af Birth
[ ]

- TIP: Clicking the Student Instructions hyperlinked text will cause the Student
Instructions pop-up custom message to appear again.

When prompted, “Are you sure you want to continue?” click the Yes button to continue.

Are you sure you would like to continue?

Cancel Yes

(@
o
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+ NOTE: Clicking the Cancel button will return the test taker back to the Student
Information validation screen.

] CallegeBoard  ACCUPLACER

Site Marme
Sathl)

* Confiren Saudent 1D

* Dato of Birth

Back m

= Once the test taker login details are validated, the Student Information contact details
screen will display.

Insructions

Insinutian Nams
"Pa T - Merw_Tth &

SHISCT D 10 BV IPASIEAL 1 TR FOOF L RESEIE. Toer Bama eittan 5 Wil A0 DA 4 B0 D008,

¥ prfer NOT 10 IoFrve Srsall N1om fhe CORRgs Dot Imganding Usek ires COBSDY COmIng TV

= The top of the Student Information contact details screen displays relevant

testing details:
+ Institution Name: Displays the name of the institution affiliated with the test

taker's site.
+ Site Name: Displays the name of the site the test taker is affiliated with.

« Branching Profile Name: Displays the name of the test(s) that will be administered.
+ Voucher Number: Displays the voucher number if one is being used.
- N/A will display when a voucher number is not used.
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Instrustions

Irstitwtion Name Fite Hame
“SethHerzTest . Seothl)

Voucher Humber
nced Algeten and Funclions NrA

Branching Profil
*** Next-Genenalion Ad

= The test taker must complete all required (*) fields before moving forward.
+ First-time test taker:

- If the test taker has not tested before, a blank Student Information screen
will display.

- The test taker must complete all required (*) fields to begin testing.
+ Returning test taker:

- If the test taker has tested previously, the Student Information screen will show
all the information that the test taker entered from the previous test session.

- The test taker may modify the information before beginning to test.

= The Student Information contact details screen collects:

+ First Name (required field, cannot be configured)

+ Middle Name

+ Last Name (required field, cannot be configured)

+ Address 1

+ Address2

+ Country (required field, cannot be configured)

+ State

+ If Other Specify (required field, cannot be configured)

+ City

+ Zip/Postal Code

+ Email

- WARNING: While the email field by default is optional, it is highly recommended
to update the default setting to required.

- An email address is required for a test taker to access their test scores, whether
to view or share with another institution, through the Student Portal.

- Itisrecommended that a test taker use a personal email address and not one
provided by their institution should the test taker need to access their scores
after no longer attend the institution.

+ Manage this setting by navigating to Test Setup > Test Settings and select
Student Profile Settings while adding or editing an established test setting.

+ For Email, click the Required radio button and save the change.

Email: i |Reqmred Optional

+ Student ID (required field, cannot be configured)
+ Confirm Student ID
+ Supplemental Student ID

- The Supplemental Student ID provides the option to assign a test taker a unique
ID (e.g., home or mobile phone number) that may be easier to remember than
the one assigned through an institution's student information system software.
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+ Atest taker will need to know either their Student ID or Supplemental Student
ID in order to access their test scores through the Student Portal.
+ Home Phone Number
+ Mobile Phone Number

+ Date of Birth (required field, cannot be configured; the test taker's date of birth
must be entered ina MM/DD/YYYY format)

+ Gender (required field, cannot be configured)
- Male
- Female
- I choose not to answer
+ How do you describe yourself? (required field, cannot be configured)
+ Are you enrolled in high school?
- If Yes, the Select/Enter Your High School field will display.
- If No, the Select/Enter Your High School field will not display.
+ Select/Enter Your High School

+ Select up to three institutions to share your test results (prior to testing, a test
taker may select up to three institutions to send their scores to)

- Clicking in the Select the Institutions field displays a list of institutions that
have opted to accept test scores.

- Sending test scores is optional.
- Test scores can be sent later through the Student Portal.

+ IMPORTANT: Scores will automatically be sent to the "home" institution
(the one using units for their test).

+« WARNING: For a test taker to access their test scores through the Student
Portal, there must be a valid email address on file in their student profile.
The test taker will not receive the email with their secure link otherwise.

SBelect up to three institutions to share your test results. Your home insiitulion wil a pour best nesults. I will not appear as an opion.

+ Opt-out of College Board communications (by clicking the checkbox, the test
taker is opting out of receiving communications from College Board)

- NOTE: Unless otherwise specified, required fields may be updated by an IA or
SMin Student Profile Settings under the Test Settings > Test Setup menu.

- TIP: Create different BPs with different student profile settings based on who
the testers are. For example, perhaps less information is required from students
tested at a high school.

+ Once all required fields have been completed, click the Save button to save

the Student Information contact details and move to the Welcome to
ACCUPLACER screen.

= When prompted, "Are you sure you want to continue?” click Yes to continue.

Are you sure you would like to continue?

Cancel Yes

+ NOTE: Clicking the Cancel button will return the test taker back to the Student
Information contact details screen.

= The Welcome to ACCUPLACER screen displays.
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Welcome to ACCUPLACER!
wrpose of these bests is o help d

& POS! APPAODAIENe COUPSES 1Or Y

Wow are about 10 ke ACCUPLACER lests, The
OU recive Wil Da Lsed W S8t in ining

arning your level of skill in one or mone academic argas, The scones
hils. B

MCCUPLACER multiple-cholce tests are adaptive. which means you must answer each question as it is presanted to you befors you can continue ta the
mexd quesiion. You cannot skip a question or go back to a previous question o changs your answes,

1'% very img hit you 00 your Best on these lests

Thi Proctor is net permithed 1o belp you with any test questions. Howesver. if you need anything alse Suring tha test, please infarm tha Proclor

+ NOTE: The default Welcome to ACCUPLACER messaging can be customized by
an SM by creating a Custom Welcome Message under Test Settings.

- As an SM, navigate in the platform to Users > Custom Messages and click on
Welcome Message to create or modify the text displayed here.

+ TIP: This is a great opportunity to remind the student to take their time, explain
that they are allowed to use the restroom, and give any other important test
administration details you want to share.

= Beginning with the Welcome to ACCUPLACER screen, the static header will display
the test taker profile.

= The test taker profile displays:
+ The test taker's full name
+ The test taker's student ID

¥icsliegeBoard  ACCUPLACER @ B Toscat

= Clicking the test-taker profile will display the View Tutorial menu item.

Nick Acosta
ID: TOODO1

@ View Tutorial

= Test takers can click View Tutorial to display the ACCUPLACER Tutorials pop-up.
+ Click on a provided link to watch short tutorials on:
- How to use the mouse and keyboard
- How to use a calculator and highlighter

+ NOTE: The tutorials are also available to view from the Student Portal:
studentportal.accuplacer.org/#/home

+ IMPORTANT: Test takers may view these tutorials until the first sample test
question is presented.

+ The tutorials will not be available during the test administration.

+ |tis recommended that test takers utilize the Student Portal to familiarize
themselves with these tools prior to test day.

+ Clicking the Close button will close the ACCUPLACER Tutorials pop-up, and the
test taker can resume where they left off.

ACCUPLACER User's Guide © 2022 The College Board.

206


https://studentportal.accuplacer.org/#/home

ACCUPLACER Tutorials

Select the title of the tutorial you would like to review (click the left mouse button on the title).
How to use the mouse and keyboard

How to use a calculator and highlighter

Close

= The test taker should read the instructions carefully on the welcome screen and click
the Next button when ready to continue.

= The Directions for Answering Questions screen displays. This screen offers
guidance on:

+ How to submit and confirm answer choices
+ Accessing accessibility, calculator, and highlighter functionality
+ Accessing video tutorials

= Test takers should read the instructions carefully and then click the
Start Test Session button when ready to begin testing.

Directions For Answ

Read each question carafully. From the answer chooes presented, selact the best answer, chick © next 1o your chowcs, and
then click Submit at the bottom of the sCrean. You may have 1o scroll 1o see all of the answer choices

The box shown below will eppear. Click Conflrm to finalize your answer choice, Click Caneel if you wantlo change your

answar. You can change your answer as many imes as you wish However, once you click Confirm, yo et oo back to
the question

Confirm your “MW \g‘ \g

Cick Corfirm toge answar. ? w?_

M e it ‘g VOur Brgwer, cici Carcel Mo g Pt et SP ancal

Atoolbar exists near the top of the screen. If the accessibility fool is turned on, you will see an accessibility button on the
topdbar. Click on the bution 10 set the accessibility preferances. If you are allowed 10 use @ CalCuialor on 8 quasion, tha
calculator button will appear in the toolbar. Click on i fo bring up a calculator. To highlight a portion of a passage or
question, chck on the hig ar icon and sedect @ colon, Then, lal click your mouse butlon and drag the CUrsor over the tax
you want 1o highbght R e mouse button 10 stop highlighting. The mage below shows what the calculator button
(left), accessiblity button (middle), and highlighter button (right ) look like

Video tutorials are available to show you how to use a mouse and keyboard, and to demonstrate how 1o use the calculators
and haghiligh q your ACCL CER testing. To wview prior i tsting, click on the View Tutonials link
at the top of the screen. These ol b accessad once tastng has bagun

Chck on ihe Start Test Session button below to bogin

The Procior is not pemmifted 10 help you wih any test questions. However, il you nead nelp with anytning alse dunng the
test, please inform the Procior

Do not aftempt to refresh your scréen of open othes abs, windows of apphcabions dunng 1est adminstraton. Doing <o will
canrse your lest [o be paused, and reguire proctor assistance (o resume

Back

+ The test will begin on the next screen.
= The test session begins with the test taker accepting the terms and conditions.
+ The test taker must read the terms and conditions and either:
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Temes and Conditions

By checking the box beiow, you agree that you

parsc

share the infarm:

| have read and agres 1o the above larms and conditions

Click the checkbox next to the statement, "l have read and agree to the above
terms and conditions” and then click the Accept button to move forward.

@ | have read and agree to the abova 1erms and Conditions.

s m

- Click the Decline button to reject the terms and conditions.

+« WARNING: Should a test taker choose to decline the terms and conditions,
their test session will end and other testing arrangements will need
to be made.

= After accepting the terms and conditions, an instruction screen specific to the test
that is about to be administered will display.
= The test-specific instruction screen provides information such as:
+ Whatis being tested
+ How to select an answer choice
+ How to submit and confirm an answer choice

= A test taker should read the test-specific instructions and click the Sample
Questions button when ready to begin.

+ Two sample test questions will be administered before the test begins.

vl inwoive selecied mathematics content, including creating and epplying
al and trigonometry func

This tesl measunes your atrlity 1o solve problems §

al, polynomial, expor

J change your mind simply dick on a diffierent

Click the meExt 1o yo
0 s all of the answe

answer Yol may

Chick on the buttan below to view the first sample question

Sample (Jues!

- NOTE: The test-specific instruction cannot be customized.
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Start Test with Voucher

To begin a test administration for a test taker who is taking a test with a voucher:
= Go to the ACCUPLACER login page.
= Click the Use Voucher button.

¢ ACCUPLACER

= The Administer Test - Voucher Screen will display in a new window.

= The test-taker may complete the Administer Test - Voucher Screen by entering their:

+ Voucher Number
+ Last Name
+ Date of Birth
- Click on the Submit button once all fields are completed.
- NOTE: The Submit button will remain inactive until all fields have been completed.

Administer Tes

Instructions
A test voudher is reguired 1o launch ACCUPLACER lests from this page. If you have basn provided with a test voucher please snter the information exactly as it appsars on the

wvoucher. You will also be requined %o enter your birth date 1o validate your idently. if you ane unable o proceed, please contact your test adminisirator b0 verify the voucher information.
* Wouches Burmiber

* Lok Mame:

* Dang of Bir

= The Proctor Authentication screen will display with the Student Instructions pop-up
displaying over the authentication screen.

= Test takers will wait on this screen for the test session to begin.

Student Instructions

¥iour et session has been submifed for approval; please WAIT for further
r rom your test sdministrator
mpl 1o procesd without direction from your best
ratte of your seksion may be taminated

PROCTOR USER OMLY: i approval at the indsidual computer i

required, ploase pross Naxt s procesd
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= There are two ways a PRO/PROR may authorize a test session:
1. From the test taker's computer.
+ Click the Next button on the Student Instructions pop-up.

+ Enter their username and password in the corresponding fields.
+ Click the Submit button.

Instructions
A 1St BoSiniSiralcs s rquined o confirm the icantity of the Person conducting tha test and authanze this. lest session. An ACCUPLACER Proctor mus! antes vald user crecentats
aushanticate s tesl SaEnn and procadd to this [ast Bcminisrabon.

Your test session request has been successiully submitted and is pending administrative

appreval. If you are awaiting remote authorization, please stand by as the process may
take up to one minute.

] * Password

2. From the Test Center Management section.

+ Click on Test Center Management under the dashboard menu and click the
Awaiting Approvals tab.

- NOTE: Until the approval is done, the test taker will see the Student Instructions
pop-up screen.

- IMPORTANT: A test taker will not be seen in the Test Center Management
section until reaching the Proctor Authentication Screen with the Student
Instructions pop-up displaying.

« Due to internet speed, number of users on the network, or other factors, it
is not uncommon to experience a delay from the time a test taker reaches
the Proctor Authentication Screen with the Student Instructions pop-up
displaying and the test taker displaying under the Awaiting Approval tab.

B Today's Sessions

All | Awaiting Approval | Actwe  Completed Q

Flist Mams: Last N Suwdem D St Dt

1 2y Twitty 01094833 1052020 0136 PM

End Dae Branching Prodlie Cur

Sasus Detalls Actiors

* Resdiyy Comprehensor A

Showing 101 of 1 necords

First Prev 1 Mext Last

+ From the Awaiting Approvals tab, a PRO/PROR can choose to:
- Approve test takers one at a time.

+ Approve one test taker at a time by clicking the action icon and then clicking
Approve Request for each test taker listed.

B8 Today's Sessions

Al | Awaling Approval | Active | Compleled | QY

Fuet Namo Last Nama Student I} Start Dats End Daty 'klnrhll“ Prafile read Stak Satun Dotails Actions
1 s P 1] w /] | o
Approwe Regues)
Showing 1 to 1 of 1 records

Fiest | Prev B0 Mo Last
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- Approve test-takers in bulk.

+ Bulk approve multiple test takers at the same time by clicking the
Multi-Action button to the left of the First Name column.

+ Click the checkbox next to Select All and then click Approve Request.

Multi-Action = . First Name

Select All

Approve Request

+ When prompted to confirm the approval, click OK.

+ IMPORTANT: There may be a slight delay from the time the test is
approved in the Test Management Screen until the test taker sees the
privacy policy screen.

Are you sure you want to approve the selected test session(s)?

Cance OK

+ Once the test session(s) is authorized, the Start Test with Voucher test
administration process flow is complete.

« The College Board Privacy Policy screen displays, and the test taker follows
the standard test administration flow.

Fast Track
To begin a test administration using Fast Track:

= Go to the ACCUPLACER login page.
= Click the Fast Track Login button and the Fast Track Login screen will display.

| icasgoBoard ACCUPLACER

Welcome to the
ACCUPLACER * Platformg

A ogram, phease visit our

Start Test with Voucher Fast Track Stwdent Portal
I youn i W & atcdent wha i king & best with & Epoictite i ockinral faris- Wiy ok wils Brab F st
venachin, plisai click Bas Bution bekoe o begin Track login

= From the Fast Track Login screen:
+ Inthe top box, enter your assigned PRO/PROR username credentials.
+ Inthe bottom box, enter the password for your PRO/PROR username credentials.

- WARNING: Attempting to log in with credentials other than PRO/PROR will
receive an Access Denied error message.

@ User Access Denied for Fast Track Admin.
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= Click the Login button to authenticate your user credentials.

+ TIP: Click the checkbox next to “Stay Signed in for next 2 Weeks" to save the
cookie to that specific machine.

- This cookie will remain on the test machine until the user clears the browser
cookies or the two-week timeframe has passed.

- By storing this cookie on each machine, the PRO/PROR will no longer have to
sign into each terminal every testing day.

- The PRO/PROR should then establish a bookmark at accuplacer.org.

1 Cellegecard  ACCUPLACER

Elny Sagre i S gt T Vit Lo

+ Upon successfully logging in, the College Board Privacy Policy will display.

+ From this point the Fast Track test administration is the same as the Standard test
administration through the Student Information screens.

- The test taker must accept the College Board Privacy Policy.
- Read the student instructions.

- Complete the Student Information validation screen.
Enter/review student information contact details.

The Proctor Authentication screen displays with the Student Instructions pop-
up displaying over the authentication screen.

« Test takers will wait on this screen for the test session to begin.

‘Stusent Instructions

Your bes? sessian has besn submitted for approval; piease WAIT
for further direction from your test administralor.
D0 ROt GHEMPL W0 proceed Wnow direction from

your tes! administralor or your session may be
terminated

PROCTOR WSER ONLY: If approval at the
individual computer is required, pledss press Next
o procesd

+ Once a test taker reaches the Proctor Authentication Screen with Student
Instructions pop-up displaying, the test taker can be seen in the Test Center
Management section.

+ Click on Test Center Management under the dashboard menu.
+ Click the Awaiting Approvals tab.

- NOTE: Until the approval is done, the test taker will see the Student Instructions
pop-up screen.

Al | Awaiting Approval | Active | Coepleted Q@ Fier w2
First Hame “ Last Name StudentID  Start Diate EndBate  Branching Profile Curnent Statuss Status Detalls AcSions
Davin ACosta TO0001 2020-09-04 1202 PM HA Poivaling Appicwal - Fas! Track Adimin .

Showang 1 to 1 of 1 mconds

First Prew 1 Hoxt Last
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+ From the Awaiting Approvals tab, a PRO/PROR can choose to:
- Approve one test taker at a time by clicking the action icon and then clicking on

Approve Request.
EEEEETRE  rist Hame Last Name StudentiD  Start Date EndDste  Branching Profile Gurrent $tates Staws Detalls ~ Actions
Damn Acosia TO0m SU20-00-04 0126 PM M Fovaing Approval - Fast Track Admn | @~ I

Showing 110 1 of 1 reconds. Approve Request

+ To bulk approve a group at the same time, click the Multi-Action button to the left
of the First Name column.

+ Click the checkbox next to Select All and then click on Approve Request.

. Multi-Action - | Firzt Name
[ select All

Approve Request

+ When prompted to confirm the approval, click OK.

Are you sure you want to approve the selected teslt session(s)?

Cancel OK

+ The Administer New Test Session pop-up will display.

- Click in the Select Branching Profile field and select the test/BP
to be administered.

Administer New Test Session

All ACCUPLACER tests must be administerad in the presence of an authorized Proctor in a
secure testing environment for the duration of the test session.
POP-UP BLOCKERS MUST BE DISABLED TO ENABLE TEST ADMINISTRATION. If you
are presented with the locked administrator access screen after selecting "Administer Test”
and no test admimstration window opens on top of the locked adminisirator access screen,
| then you likely have a pop-up blocker enabled. Use the System Requirements to ensure
| your workstation conforms to system requirements.

*  Branching Profiles Inhented from the Institution level

**  Branching Profiles Inhented from the Group level
*** Branching Profiles Inherited from the ACCUPLACER system

* Selecl Branching Profile

-Select One-
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- Once a BP has been selected, the Approve button becomes active.

+ Click Approve to begin the test session.

- WARNING: When performing a bulk approval with Fast Track, all test takers

approved in bulk will be launched with the same BP.

- NOTE: A PRO/PROR still can approve a test session from the student’s testing

machine.

- IMPORTANT: Due to internet speed, number of users on the network, or other
factors, itis not uncommon to experience a delay from the time the test is
approved in the Test Center Management Screen and the time the test taker

sees the welcome screen.

+ Watch a Video Tutorial: For more specific implementation guidance, please refer
to the YouTube video in the Resources link of the ACCUPLACER platform.

Accessibility Wizard

When Accessibility Wizard Available is set to Yes in Tool Settings under the Test Setup >
Test Setting menu, the Accessibility Wizard icon will be displayed in the black header row

of each test administration screen.

= Clicking the Accessibility icon will display the Accessibility Preferences pop-up.

+ The Accessibility Preferences pop-up provides a way to change the contrast,
text size, font, font color, background color, line spacing, and cursor.

Accessibility Preferences
High Cantrast Color Scheme Default
Settings

Background Color Default
Text Color Default
Text Size Default

Text Font Sans Serif

Line Spacing Single Spaced
Cursor Default
Reset to Default

Close

- IMPORTANT: For more information about the Accessibility Wizard, refer to
the ACCUPLACER Program Manual found under the Resources section in the

ACCUPLACER platform.
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Highlighter

During all ACCUPLACER exams, test takers will have access to the Highlighter tool.

= Clicking the Highlighter icon [#] will display a list of options. Available options are:
« Stop Highlight (turn off the highlighting feature)

+ Yellow (Color choice)
+ Green (Color choice)
+ Blue (Color choice)
+ Pink (Color choice)

= From the drop-down menu, select the desired highlighter color.

+ Once a color is selected, move the cursor to the beginning of the text to be

highlighted.

+ Onthe screen, place the cursor where the highlight should begin. Left-click on the
mouse and hold down the button while dragging the cursor across the area to be

highlighted.

+ Once satisfied, release the left-click to highlight the selection.

- The highlight can be removed by clicking on the white x in the red circle to the

right of the highlighted text.
= Highlighter user tips:

+ Once turned on, the highlighter will remain on until turned off by selecting

Stop Highlight from the drop-down menu.

+ Atest taker can choose to use more than one color by selecting a color, highlighting
the text, and then selecting a different color and highlighting additional text.

+ Only passage and question text may be highlighted.

« Instructions and answer choices cannot be highlighted.

+ Double click a single word to highlight a word quickly.

+ A user may choose to highlight a single letter or number.

- This type of highlighting may make it difficult to read question text.

- Removing the single letter highlighting will return the question to its

original state.

IRdtnREtians

Foad ihe infomnason bolow, then choosa th best ansaer

Passage

Urten En = MO o s e RO v (e 1 e W e oo L (O
e s R - - SRS -+ -, - 0
Grarstion
a e, N © - AR e

0 Stop Highlight v
Yellow

B Green

B cie

B rFink

Save and Finish Later

Instructions

Raad the pasaadgngs ) balow 5

d nswar th qUaEHon based on What i atated of imphec

and in any I'|:I:K:..!:|<|!", matarial that many ba = icded ]
|
Passage
) 1 o
Ay EEERRYO 5 pocwing ETEURITRI O ke precaring © 10 move dn it ber new
e reflects o Bhe firit foe e b

e

A test session can be interrupted by using the Save and Finish Later feature found by

clicking on the test-taker profile drop-down menu.

= The Save and Finish Later menu option becomes available after the test begins.

+« WARNING: Save and Finish Later is not an available option during the test
administration of WritePlacer or WritePlacer ESL tests.
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Nick Acosta
1D: TOODO1

Exam ID: 24493031

[2) Save and Finish Later

= When prompted to confirm that the test taker wants to save the test session and
finish it later, click Yes.

& Confirmation

Are you sure you want to save this test session and finish it later? This will suspend this
test. Proctor intervention will be required to resume the session.

Yes No

= The Save and Finish Later screen will confirm a successful save.
= Click the Close button to close out of the test session.

Save and Finish Later

Instructions

You have succesfully saved the test session. Please click on the close button. If you need to resume the test session, please see notify your Proctor.

Close

+ NOTE: A Save and Finish Later interrupted test session becomes an
Open Test Session.

Test Session Lockout

The Test Session Lockout feature provides increased test security and ensures a test
taker's focus is on the test, not searching for answers during the test. If a test taker clicks
outside the test administration window while an ACCUPLACER test session is underway,
the Test Session Lockout screen will display.

= The test taker is automatically locked out of the testing environment and prevented
from continuing their exam.

The Test Session Lockout screen is comprised of two user login areas.
= The top user login area is dedicated to the PRO/PROR who launched the test session.
= The bottom login area is for a PRO/PROR who did not launch the test session but is
assisting on test administration day.

Resuming a Test Session After Lockout
A PRO/PROR is required to log in using their assigned PRO/PROR credentials to resume a
locked-out test session.

= In the top area of the Test Session Lockout screen, the username of the PRO/PROR
who started the test will appear under Username.
+ This PRO/PROR should enter the associated password in the Password field.
= If you are not the PRO/PROR who started the test:
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+ Enter your assigned username and password in the bottom area of the Test
Session Lockout screen.

= Click the Submit button once the user credentials have been entered.

erssion Lockout

The test session has been locked because you clicked outside of the test window. Please contact your proctor to resume your test.

* Username * Password
dbash_sti_pro

f you need to kog-in as a diferent Procton, please

g1 your Usermname and Password below

* Usermname * Password

= The test taker will be prompted to resume the test session by clicking Begin Test.

Resume Test

Test™ lo reswm lesl session.

Begin Test

+ Clicking Begin Test acknowledges the test taker is ready to resume testing.
= The Resume Test screen closes and the Terms and Conditions screen will display.
= The test taker must accept the terms and conditions again by:

+ Clicking the checkbox next to the statement, "l have read and agree to the above
terms and conditions,” then clicking the Accept button.

Terms and Condibons

By chacking the box below, wou agree thal you

he p hose name is printed on the photo 1D used to take the test
AT atenial prasentad is confidential and ow y Collage
ormaton presentad in this testin any way, with @ @, even afler you

the above: terms and conditions

= The test will resume in the same location where the test taker was prior to clicking
outside of the test administration window.

= The test taker will not receive the same question but instead will receive a similar
question of equal difficulty.

Want to Know More? For more information on resuming a test administration,
see Resuming Open Test Sessions in this guide.
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Disable Test Session Lockout

When using third-party accessibility tools that require going back and forth between
windows, such as Kurzweil, the Test Session Lockout feature may be disabled by

an |A or SM.

= In Tool Settings under the Test Setup > Test Settings menu, click the Yes radio
button for “Disable Test Session Lockout for use with accessibility tools.”

Ui o acoe ity oot Y . N
Desache Test 53560 LOCKDGT Bor 538 WIlh acoessinalsy oo € & Yes
© Student Profile Settings

O I5R Design Seming

+ IMPORTANT: To maintain the proper security, disabling the Test Session Lockout
feature should ONLY be done when working with a third-party accessibility tool
that requires another window to complete the test.

+ TIP: Create a dedicated BP for accessibility test administration:
- Create a dedicated accessibility test setting to be used within the accessibility BP.

+ Navigate to Test Setup > Test Settings and add a new test setting
for accessibility.

+ Under Tool Settings, select Yes for Accessibility Wizard Available, Unblock
keys for use with accessibility tool, and Disable Test Session Lockout for use
with accessibility tools.

« Save the accessibility test setting to be used in the accessibility BP.

- Navigate to Test Setup > Branching Profiles and copy an existing BP.

« Edit the copied BP by updating the BP rule containing the test setting with the
accessibility test settings disabled.

» Save the BP by appending the BP title with “for accessibility use only” or
"A11Y_TestAdmin." This makes it easy to distinguish which BP to use during
test administration.

Safe Exam Browser

The Safe Exam Browser (SEB) is an open-source software that can configure any
computer into a secure workstation temporarily. SEB manages access to system
functions, applications, and other websites—preventing the use of unauthorized
resources while an exam is underway. ACCUPLACER is fully compatible with the SEB
software. To include an additional layer of security or to learn more about SEB, navigate
on the ACCUPLACER platform to Resources > Resources > Test Security Resources
and select Safe Exam Browser Setup Instructions.

Invalid Keystroke Warning
When a test taker performs an invalid keystroke (e.g., Shift + Alt + S) on their keyboard
during the test administration, the Invalid Keystroke Warning pop-up will display.

= The test taker is required to click OK to acknowledge their actions
and continue testing.

+ PRO/PROR intervention is not required for an invalid keystroke.

(i ] Warning

invalid keystroke occurs.
+ There is no limit to how many times a test taker can receive

You've performed an invalid keystroke on your
+ The test taker will continue to receive the warning every time an keyboard. Press the OK button to continue testing.

this warning.
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Administering WritePlacer and WritePlacer ESL
When administering WritePlacer and WritePlacer ESL, please be aware of the following:

= WritePlacer and WritePlacer ESL should be administered and completed in one
test session.

= To maintain test security and ensure the validity of these tests, Save and Finish Later
is not available during WritePlacer and WritePlacer ESL test administrations.

+ IMPORTANT: In the event of a short-term disruption during the administration of a
WritePlacer test (such as a fire drill), the ACCUPLACER platform will automatically
save the work of the test taker.

- Upon returning to the test, the PRO/PROR will have the capability to reopen a
test taker's essay.

+ IMPORTANT: A limited amount of text may be lost.
+ Depending on the amount of time that has passed during the disruption, the PRO/

PROR should use their discretion as to whether a test taker should continue with
their original prompt or if a new prompt should be administered.

+ A"Please Note" message noting this rule is displayed in the instructions to test
takers prior to beginning a WritePlacer test session.

©CollegeBoard  ACCUPLACER @ e

Instructions to Students

The assay gives you an cpportunaty to show haw affectively you can develop and express your idaas in writing.

You will first read a shorl passage and an assignment question that are focused on an importand issue. You will then write an assay in which you devalop your own
pcnnloi\ ew on the ssua. You should support your position with appropriate reasoning and examples. The position you take will not nfluenca your score.

Your essay will be given a holisbe score that represents how clearly and effectively you expressed your position. The followang s charactenstics of witing will be

considerad
+ Purpose and Fogus - Tha extent to which you present information in a unified and coharent manner, clearly addressing the issue
» Organization and Structure - The axtent 1o which you order and connect ideas
» Development and Support - The extent to which you devalop and support ideas
« Sentence Variety and Style - Tha extant o which you craft sentences and paragraphs demonstrating contrel of vocabulary, voice, and structune,
« Mechanical Conventions - The axtent to which you axpress ideas using standard writtan English
» Critical Thinking - The extent 1o which you communicat sint of view and demonsirate reasoned ralationships amaong ideas

Secoras on WrilePlacer range from 1 to 8. An essay will be g 1 seore of 2en0 il it is ioo shorl (o be evaluated, writlen on a lopic olher than (he ona prasented, o

writlen in a language oiher than English.

PLEASE NOTE: The WritePlacer essay must be completed in one sitting. You will not be allowed to stop and finish your essay later.
Please see your Proctor if you have questions regarding timing.

Begin Test

Test Session Completion
After the last test question in the test taker's test administration, the "You have
completed your test session” screen will display with instructions for the test taker.

= An A or SM can customize these instructions.
= If no instructions are created, the platform will omit this screen.

©CollogeBoard  ACCUPLACER P e

Instructions
Test Completed Message 0707
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= Clicking the Continue button closes the completed test session screen and the
Individual Score Report (ISR) will appear on the screen.

Student Hame: Hick Acosta
! CollegeBoard  ACCUFLACER Student 1D TOOO0 1

Suppiemental Student 10: A

Individual Score Report
Date of Birth WajariProgiam Name Site Nasmne
repriedn <o Maicr Tnat Paprers P [T« S
Datw of Testing Adminkstered By Virtsthar Numibser
17202 C Pale NA

0 0804 AM COT 1012030 08:13 AM COT o

Course Placements - Determined on 09-01-2020

All Stisdents Message
GRP 1TTH

DSL

WP Courso

Su'a

Standard Background Questions

Academic Factors

Local Background Questions

Close Window Print

Individual Score Report
= The test taker's ISR:

+ Displays the selected Score Report Settings options (located under the
Test Setup > Test Settings menu) associated with the BP used during test
administration.
- TIP: Selecting EXNUM (unique test session identifier) and Branching Profile
options from ISR Header (select no more than 2 items), under Score Report
Settings > ISR Printout Options — General will:

ISR Header [select no more than 2 Student K Firat Name LastName ' Exnum + Eranching Profile
ilems):
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+ Display on screen the EXNUM and BP at the bottom of the last page of the ISR.

Local Background Questions
‘Question Nama Answers.
ail2 aild

Exnum: 24453008 | Branching Profile Mame: Demo - BP with Academic Factors

+ Display in the header of each page when printing an ISR.

&1/2020 Exnurn 24493008 Branching Frofile Name Demo - BF with Academic Factors
Student Name: Nick Acosta
Student ID: TOOO01

Supplemental Student ID: N/A

Individual Score Report

+ This information is provided to assist customer service representatives when
troubleshooting test administration discrepancies.

Printing an ISR
To generate a printed copy of the ISR for a test taker:
= Scroll to the last page of the ISR.
= Click the Print button, located in the lower right side of the ISR.

= When done reviewing the ISR, click the Close Window button on the last page of the
ISR in the lower left side.

+ Clicking the Close Window button closes the ISR and ends the test session.

Exrvarmc 24403008 | Branching Profle Mams: Dem - BP with Acadermic Facior

Close Window Prind

Generate QR Code

A test taker can access their ISR via a QR code when activated by an IA or SMin
Test Settings.

= In the Score Report Settings in the End of Test Session section, located under
the Test Setup > Test Settings menu: When Generate QR Code is set to Yes,
the Generate QR Code button will appear at the end of the standard ISR
onscreen display.

Previous Test Results

Close Window

Mexd-Generation Advanced Algebra and Funciions 09-02-2020 200
Next-Generation Arithmetic 08-01-2020 200
Deployment Test 03-18-2016 0
Deployment Test 03-17-2016 3
Diagnostic Arithmetic 03-19-2016
Computation with Integers and Fractions 1
Camputation with Decimal Numbers 1
Problems Invelving Percent 1
Estimation, Qrdering, and Number Sense 2
Ward Problems and Applications 1

Exmum: 24493048 E.rmc.hi.".g Profile Name: Next-=Generation a'-\:l.-anrccAIgct:.'a and Functions

Needs Improvement
Needs Improvement
Needs Improvement
Needs Improvement
Needs Imprevemant

Generate QR code

Print
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+ NOTE: When creating a new test setting, Generate QR Code is set to No by default.

© Score Report Settings

End of Test Session

Require Proctor Password 12 Display ® Yes No IR Timeout @ Yes Mo
SR

Generale DR Code: { Jes Ho Generate Emad Link on ISR Yes @ Mo

= Clicking the Generate QR code button will display the ISR QR code view.
= Atest taker can:
+ Scan the QR code from the screen with a mobile device to view their ISR.

- IMPORTANT: The test taker will be required to authenticate before they can
view the ISR.

= Click the Print button at the bottom of the ISR QR code view and use the QR code
later to access a copy of their score report.

= Click the Close Window button to end the test session.

Student Name: Mick Acosta

¥/ CollegeBanrd  ACCUPLACER Student 1D: TODO01
Supplemental Student 1D:

Individual Score Report

Date of Birth Major Mame Site Name:
01051999 . *Pearson Pearson IT - Shawn
Date of Testing Voucher Number
YO/ 2020 HiA
Cxnum: 24453048 | Branching Profile Name: Nexi-Generation Advanced Algebra and Functions
Close Window Print

Manage Test Sessions
User Role Access: IA, SM, PRO, and PROR

The Manage Test Sessions section provides the ability to monitor, manage, and gain
insight into test administrations at a single site or across an institution. To access the
Manage Test Sessions section:

= Click on Manage Test Sessions under the Administer Test menu.
= The Manage Test Sessions section consists of three main areas:

+ Saved Queries: Displays saved queries created within the Manage Test
Sessions area.

- Queries created by an IA are available to SM, PRO, and PROR user credentials.

+ Results of the query may vary depending upon the data available to the user
executing the query.

- Queries can be updated or deleted.

+ Manage Test Sessions: Provides the ability to search test administrations by BP,
date, status, student ID, supplemental student ID, first name, and last name.

- Test administration search results can only be performed on current date or
past dated test administrations.

- Future date search requests will generate an error message.
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+ Test Session Search Results: Displays results from one-off and saved query
search results.

To perform a Test Administration search, from the Manage Test Sessions area:
= Filter by Branching Profile: Clicking on the Branching Profile drop-down menu will
display all available BPs.
+ Select a specific BP.

+ If a BP is not selected, the search results will display all possibilities across all
available BPs.

= Date Range Query (12 months max): Click the Date Range drop-down menu and
select from the available options:

+ Today Only (default)
+ Yesterday and Today
+ Last 7 Days

+ Last 30 Days

+ Custom Date Range (click the Calendar icon and select the dates you want
entered for the From and To fields or enter the dates manually using the format
MM/DD/YYYY)

- WARNING: Improper date formatting will trigger an error message.

= Status: Click the Status drop-down menu to display the available options.
The options are:

+ Open (default)

- IMPORTANT: Test sessions that remain open for more than 14 days will
automatically close and can then be accessed by selecting a status of
Force Closed.

+ Force Closed
+ Completed
+ Invalidated

- IMPORTANT: If Force Closed or Completed is selected, the Score Status field
will be visible.

= Score Status: This field is only visible when status equals Forced Closed or
Completed. The available options are:
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+ Both Valid and Invalid (default)
+ Valid
+ Invalid
= StudentID
= Supplemental Student ID
= First Name
= Last Name
= Click the Search button to generate the results based on the selected criteria.

Q Manage Tedt Sedsions

ANDUOR Fird Studsnt By Name

Po— Sugplemental Sastent 17 @) Firstiame

= To save the search query and quickly run it again in the future:

+ Inthe Enter New Query Title field, under Saved Query, enter the name you want to
give the query.

- NOTE: If modifying an existing query, the Enter New Query Title field will display
the name of the selected query to be modified. Click the radio button next to
Update Existing Query.

+ Create New Query is selected by default.
+ Click Save to save either a new or modified query.
- A confirmation will display at the top of the screen when saving:
+ Anew query, "Query created successfully.”
+ A modified query, “Selected Query updated successfully.”
+ Once saved, the query will be available from the Load a Query drop-down menu.

Sava Quary

@ Corate New Ouery

Resuming Open Test Sessions
User Role Access: PRO and PROR

When a test session is interrupted due to a fire drill or choosing Save and Finish Later, an
Open Test Session is created. For a test taker to complete the interrupted test administration,
the PRO/PROR will need to resume the Open Test Session. To resume the test session:

= Click on Manage Test Sessions under the Administer Test menu.

= |n the Manage Test Sessions search area, click the Status field to display the available
status options.

= Select Open from the list of options.

- TIP: You do not need to select a status option when performing a search,
however, when resuming an Open Test Session, selecting the Open status will
help to narrow the search results.
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= Under Find Student by Name, use either the Student ID or Supplemental Student ID
fields, or use the First Name and Last Name fields to locate a specific test taker.

« TIP: It is not recommended to search for a test session using both ID fields or all
four Find Student by Name files together, as this could result in an error with no
test session displaying.

= |f searching for multiple test takers, use either the Find by Branching Profile or Date
Range fields to find a specific group of test takers.

= Click the Search button to display the results.
In the Test Session Search Results:

= Click the checkbox next to the test taker test session(s) to be resumed.

H Test Secsion Search Rezults

Last First Seore Supplemental
Salact Exnum Name Nams Student 1D Test Date Site Name Branching Profile Status Studert 10D
B4z P Mile PearsonTos37T1 090027202 *Poarson Pearson IT - Mio BIP for A Valid MySSID0505
Shawn
o 2448303 Acosia Mick TOO00 ‘Pearson Pearson IT - falid
Shawr
03 Acosta Jick TOO0 I ] ‘Bearson Pearzon IT - i Walk
21:18:18 Shamn
o3 of 3 Records

Reason fer
Invalidation

8,

Commant  Action

A @

NA ®

M )

= Click the Resume icon in the Action column.
= The Resume Test screen will display.
+ Click Begin Test to resume the test session.

Resume Test

Click "Begmn Tesl” 1o resume the lesl $esson

- NOTE: When an Open Test Session is resumed, the test begins at the same
screen the student was working on when the test session was interrupted.

+ The test taker will need to accept the Terms and Conditions again before the
session resumes.
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Invalidating a Test Session
User Role Access: IA, SM, PRO, and PROR

The Manage Test Sessions section provides the ability to invalidate any test session, no
matter the status. In the Test Session Search Results area, the Score Status column will
display whether the test session is valid or invalid (has been invalidated.)

BB Test Sezsion Search Resuls

Lant First
Select Exmum Hanee Mame  SwoentiD  TestDase Site Hame

WASSZ 10 Mils Bisitiln LR

Sor By Sxnum = Ik

.
Scorw | Suppleswreal  Reavan for
DBranching Frofile Swnus | Stdent D Invalidanson Comment
N 2 nvabd mohile X O
% T

To invalidate a test session:

= Click on Manage Test Sessions under the Administer Test menu.

= In the Manage Test Sessions search area, click on the Status field to display the

available status options.

+ If you know the status of the test session you are searching for, make the
appropriate selection. Selecting a status is optional; you do not need to select
a status option when performing a search. However, if you know the status,
selecting it can help to narrow the search results.

= Under Find Student by Name, use either the Student ID or Supplemental Student ID
field or use the First Name and Last Name fields to locate the specific test taker.

+ TIP: It is not recommended to search for a test session using both ID fields or all
of four Find Student by Name files together as this could result in an error with no

test session displaying.

Range fields to find a specific group of test takers.

= Click the Search button to display the results.
In the Test Session Search Results area:

If searching for multiple test takers, use either the Find by Branching Profile or Date

= Click the checkbox next to the test taker test session to be invalidated.

+ NOTE: Only one test session can be invalidated at a time. Attempting to invalidate
multiple test sessions will generate an error message.

= From the Test Session Search Results header, click the Invalidate button.

@A Test Session Search Results

Last , First

Salact Exnum Naie Naima Studant ID Tedt Date
v Acosta  Mick TOO0O01 0R02r2020
10:26:59
26493048 Acosta  Nick TOO001 DR/022020
11:31:35
26453061 Acosta  Nick TO0001 DAM022020

13:06:52

Site Nama

*Pearson Pearson (T

= Shawn

on Pearsen [T

= Shawn

"Pearson Pearsen T

= Shawn

Sof By Exriuir
Score Supplemental

Branching Profile Seatus Student 1D
Mext-Oeneration Advanced Akpebra wald

and Functions

Mext-Generation Advanced Algebra Vald

and Functions

WritePlacer Vald

Reason for
Irvalidation

NA

WA

WA

Invalidane
Teit
Session

Cammant

N
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= The Invalidate Test Session pop-up will display.

+ The pop-up screen displays the test taker's information for the test session that
will be invalidated:

- Student name
- StudentID
- Supplemental Student ID (if available)

= Click the Reason drop-down menu and select one of the available reasons for
invalidating the test session.

+ The available choices are:
- Use of mobile phone during test
- Looking at another individual's screen

Talking to or signaling to another in the test facility
- Study materials or aids found on the individual or the individual's belongings

Use of study aids associated through the internet including website
calculators, dictionaries, translators

- Other
= When necessary, use the Comments box to provide additional information.

= Click the Invalidate button to invalidate the selected test session and close the
Invalidate Test Session pop-up.

Invalidate Test Session

Student Mame: Mick Acosta
Student ID: TOO00T

Supplemental Student ID

~omment

Close

= The Confirmation Invalidation pop-up will display.

= When prompted, "Are you sure you want to invalidate the selected session?”
select Yes.

& Confirmation Invalidation

Are you sure you want to Invalidate the selected session?

= NOTE: The following applies to tests sessions that have been invalided.
+ When viewing the ISR of an invalidated session:
- A message indicating the session is invalid will display at the top of the page.
* The message will include the reason selected and any comments.
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All tests appearing in Test Results will show “Invalidated” rather than the score.

- The Course Placements section will be blank, as any placements will be
removed when the session is invalidated.

An invalidated session will have no course placements associated with it.

- Tests from invalidated sessions will not be shown in previous test results.
- The QR code will not be shown for invalidated sessions.

+ Users will not be able to email the ISR of an invalid test session (both in ISR results
and in Test Center Management).

+ Invalidated test sessions will be hidden from all reports in the application other
than the ISRs.

« If the user tries to rebuild course placement for an invalidated session, no course
placements will be added.

+ Invalidated sessions will continue to show under Test Center Management.
+ Composite Score will not consider invalid test sessions.
+ If aforce closed session is invalidated, it cannot be reopened.
+ Invalidated sessions will still follow the same rules for retest attempts.
Exporting Test Session Search Results
To export the test session search results:
= Click the Export Options button in the Test Session Search Results header bar.
= Select the file formats from the list of available options.
+ Delimited text
+ CSV
+ Excel
+ XML
= The file will automatically download and can be saved.
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Resources
Resource Section
User Role Access: IA, IR, InstSR, IWPR, SM, SR, SWPR, SiteSR, PRO, and PROR.

The Resources section contains the ACCUPLACER how-to user manuals and guides,
technical documentation, training materials, and platform release enhancement notes.

Access the Resource Section
Click on Resources to display the Resources section.

& Resources

Fessurce Mame

= Click on a Resource Name to open the related documentation.

+ Clicking on some Resource Names (e.g., New Users' Starter Kit, Manuals & Guides,
etc.) will open a Resources sub-section containing several documents related to
the main resource name.

& Resources Back

Resource Name

+ Click the Back button at the top of the page to navigate back to the previous
resource page.
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Order Forms
User Role Access: IA, IR, InstSR, IWPR, SM, SR, SWPR, SiteSR, PRO, and PROR.

The Order Forms section is used to place orders for ACCUPLACER test units and
COMPANION™ materials (regular, large print, braille, compact discs, and answer sheets).

-

BB Order Forms

E )

Policles

Ordering Procedures

Access the Order Forms Section
= Click on Order Forms located under the ACCUPLACER main navigation menu to
display the Order Forms section.

H O Ng Hr J Prepare Onine Oeder ACCUPLACER Printable Order Form (POF

Policies

= The Order Forms landing page is comprised of expandable containers.
+ Clicking the plus icon @ in a container will expand the container.

+ Clicking the minus icon @ in a container will close the container.
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= Not all expandable container sections are available to all users.

= The expandable containers are:

+ Policies: Details the ACCUPLACER/College Board policies regarding the
COMPANION materials.

- IMPORTANT: Review the Policies and Ordering Procedures located on the Order
Forms landing page before preparing an online order.

+ Ordering Procedures: Details on what is required to place an order and what to
expect after placing an order.

+ Saved In-Progress Online Order Form: Lists all online saved in-progress orders
that have been saved to be completed later.

- User Role Access: IA and SM only.

+ An A can see their online orders that are saved in progress, and online
orders that are saved in progress as read-only at all sites associated
with the institution.

* An SM can only see online saved in progress orders placed at the
individual site.

+ Order History: Lists all online orders placed through the platform.
- User Role Access: |IA and SM only.
+ An A can see online orders placed at all sites associated with the institution.
* An SM can only see online orders placed at the individual site.

- IMPORTANT: Only online orders will be listed here. Orders placed using the PDF
order form and made by phone, email, or mail will not be included.

iy be downiaaded through e COMPANION Onine Paper Processing Sysiem

P Policies and Ordering Procedures Frepars Online Order  ACCUFLACER Princabile Order Farm (PDF)

O Palicies

© Ordering Procedures

© Saved In Progress Online Ovder Form
O Order

- NOTE: All next-generation COMPANION paper and pencil booklets and reader
scripts can only be downloaded through the COMPANION Online Paper
Processing System (COPPS).

« For additional assistance/instructions please review the COPPS document
located in Manuals & Guides under the Resources menu.

Credit Card and ATB Orders
Credit Card and ATB orders cannot be placed using the online order form.
To place a Credit Card or ATB order:

= Click onthe ACCUPLACER Printable Order Form (PDF) button to download a copy of
the PDF order form.

E :’:_n clies and Oraer | 124 Pr Qcaaures Prepare Onling Order ACCUPLACER Printable Onder Farm (PDF)

= A new browser window will open displaying a PDF copy of the ACCUPLACER order form.
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= Complete and submit the PDF copy of the order from, following the directions
outlined on the form.

f'CollegeBoard ACCUPLACER

Order Form

Please complete electronically or write legibly in CAPITAL letters with blua/black ink.

J / Payment
Options

Comact Perscn WMDY Y'Y [Diate Nonded)

U.S. Postal Mail:
The College Board
ACCUPLACER Dapt.
P.0. Box 7500
Landon, KY
Shipping Information: wareentirompmnginfomations | 407427500

Contact Emad Addross Contact Tolphors Momtsr

Billing Information™:

Non-Credit Card and Non-ATB Orders
To begin an online order:

= Click the Prepare Online Order button.

™ Policies and Ordering Procedures Prapare Online Order | ACCUPLACER Printable Order Form (PDF)

= The Online Order Form area displays.

™ Online Order Form

Remindars
a Be sure ta have sl necessary mformabon onsand, nchadng a signed Purchase Cnder
» Credt card ceders and ATR orders. ane nod permitied for onine ordering

Driline Drder Form

A Contac Information = 1 F (4] s -
Contact Information Shipping Irformation
* Camnlach Pevson *imsttuton

Teen Hanks i B LIAT - Insit

Cofilact EMdll Addreds

hiii
Thanisdicbyar edu Toums Harks

“Camia Teke prong Humber Joio Time
Bl 1 - 3195551112

* Dt Hoaded * Shipping Emal Address
12732200 thanks@cbuat edu

* Submilied By ° diress

Toim Hanks 2 w

Figt

Back

Sa B

= Complete the online order form by either:
+ Clicking the tabs in the horizontal navigation bar to navigate through each tab.

+ Click the Previous or Next button located at the end of the horizontal navigation
bar to navigate through each tab.

- NOTE: The Previous and Next buttons are used ONLY to navigate through each
tab of the order form.

« Use the Back button, at the top of the section, to return to the main Order
Form landing page.

- WARNING: Clicking the Back button before saving or submitting an order will
result in the loss of any data entry up to that point.

Onilinee: Order Feam

Hak 4

Sraly
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= The Online Order Form horizontal navigation tabs are:

+ Contact Information: This tab contains the contact and shipping details
for the order.

- Allfields are prepopulated based on the information in the institution profile;
however fields may be edited if necessary.

- Contact Information is a required tab for all orders.
« All fields are required except for: Job Title.
+ The contact and shipping fields are:

+ Contact Information
+ *Contact Person
+ *Contact Email Address
+ *Contact Telephone Number
+ *Date Needed
* *Submitted By

+ Shipping Information
¢ *Institution
+ *Name
+ Job Title
« *Shipping Email Address
* *Address
« *City
* *State
* *Zip

« Billing Information: This tab contains the uploaded institution signed purchase
order billing details.

- The billing details are prepopulated based on the information in the
institution profile.

- Billing Information is a required tab for all orders.

+ Allfields are required except for: Send invoice to the following email address,
Use Shipping Address, and Job Title.

+ The fields to be completed in this tab are:
+ Method of Payment and Invoicing*
+ *Upload Signed Purchase Order (PDF only)
+ Send invoice to the following email address
« *Select preferred billing address (choose one):
+ Use order form billing address (default)
» Use Purchase Order billing address
+ Billing Information*

+ Use Shipping Address (click the checkbox to change the default
billing address)

* *Institution

+ *Name

+ Job Title

« *Billing Email Address
* *Address

« *City

+ *State

* *Zip
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+« ACCUPLACER Test Units: This tab is used to order test units for an institution or a
specific site under its associated institution.
- The test unit fields are:
» Total Units Ordered: Enter the number of units needed.

+ WARNING: When ordering test units, a minimum of 100 units
must be ordered.

+ NOTE: A volume discount is available for single orders of 50,000 or more.

« Total Cost: Automatically calculated based on the Approved Rate and
Total Units Ordered.

« List the institution or site where the units should be added or where the
COMPANION tests will be administered: Click the drop-down menu and select
where the units should be delivered.

+ AsanlA:

« If placing an order for your institution or a specific site, select the
institution or site name where the test units will be delivered from the
drop-down menu.

+ If no selection is made, by default the test units will be delivered to
your institution.

* The drop-down menu will list all sites associated with
your institution.

+ IMPORTANT: Only one location may be selected. Units can be
transferred to multiple locations upon receipt.

+ Asan SM:

« This field will auto-populate with the site information that you are
actively signed in to.

+ NOTE: This is an optional tab, completed on as-needed basis based on
type of units/forms needed.
+ COMPANION Regular Print: This tab is used to order regular-print materials.

- When ordering COMPANION materials, enter the quantity desired for each item
listed in the appropriate form type. Regular-print form types are:

+ ESL Reading Skills Form H/I

+ ESL Sentence Meaning Form H/I
« ESL Language Use Form H/I

+ WritePlacer Form F/G

» WritePlacer ESL Form F/G

« Total Cost: Automatically calculated based on the COMPANION price and
quantity ordered.

+ IMPORTANT: Except for ESL and WritePlacer, all regular-print
COMPANION materials can be printed on demand with COPPS.

+ IMPORTANT: Regular-print COMPANION materials are nonreusable tests.

+ NOTE: This is an optional tab, completed as needed based on type of
units/forms needed.

+ COMPANION Large Print: This tab is used to order large-print materials.

- When ordering COMPANION materials, enter the quantity desired for each item
listed in the appropriate form type. Large-print form types are:

« ESL Reading Skills Form H/I
+ ESL Sentence Meaning Form H/I
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« ESL Language Use Form H/I
+ WritePlacer Form F/G
+ WritePlacer ESL Form F/G

« Total Cost: Automatically calculated based on the COMPANION price and
quantity ordered.

+ IMPORTANT: Except for ESL and WritePlacer, all large-print COMPANION
materials can be printed on demand with COPS.

+ IMPORTANT: Large-print COMPANION materials are reusable tests.
+ NOTE: This is an optional tab, completed as needed based on type of
units/forms needed.
+ COMPANION Braille: This tab is used to order braille materials.
- When ordering COMPANION materials, enter the quantity desired for each item

listed in the appropriate form type. Braille form types are:

* Quantity Ordered Form J/H/F

+ Quantity Ordered Form K/I/G

« Total Cost: Automatically calculated based on the COMPANION price and
quantity ordered.

+ WARNING: Braille COMPANION material are in English Braille American
Edition (EBAE) format unless otherwise noted.

+ IMPORTANT: Braille COMPANION materials are reusable tests.

+ NOTE: This is an optional tab, completed as needed based on type of
units/forms needed.

+ COMPANION Compact Disc: This tab is used to order audio materials.

- When ordering COMPANION materials, enter the quantity desired for each item
listed in the appropriate form type. Compact disc form types are:

* Quantity Ordered Form J/H/F
+ Quantity Ordered Form K/I/G
« Total Cost: Automatically calculated based on the COMPANION price and
quantity ordered.
+ IMPORTANT: Compact disc COMPANION materials are reusable tests.
+ NOTE: This is an optional tab, completed as needed based on type of
units/forms needed.
+ NOTE: Compact disc may be used as a supplement to either COMPANION
large print or COMPANION braille.
+ COMPANION Answer Sheets: This tab is used to order answer sheets for use with
COMPANION ESL materials.
- When ordering COMPANION answer sheets, enter the quantity desired in the:
* Quantity Ordered
+ IMPORTANT: COMPANION answer sheets are for use with COMPANION
ESL tests only.
+ NOTE: This is an optional tab, completed as needed based on type of
units/forms needed.
+ NOTE: The Student Privacy Policy form and Next-Generation
COMPANION/TSIA 2 COMPANION answer sheets can be printed using
COPPS on the ACCUPLACER platform.
+ Grand Total: This tab displays the total cost for the order being placed.
- Add the COMPANION Answer Key Overlay for ESL Tests to the total order if
desired and review shipping fees and the order grand total.
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+ Select for COMPANION Answer Key Overlay for ESL Tests (only 1 overlay will be
shipped to each institution): Click the checkbox if the ESL overlay is needed.

+ NOTE: Selecting the checkbox is optional.

+ Order Total: Automatically calculated based on selected item pricing and
quantity ordered.

« Shipping Total for COMPANION products: Automatically calculated based on
the COMPANION material subtotal.

« Grand Total: Automatically displays the total cost of the order being placed.
+ Terms and Conditions: Review and accept the terms and conditions by
completing the required fields:
- Accept or Decline Terms and Conditions
* Accept Terms and Conditions (default)
+ Decline Terms and Conditions

+ If declining the terms and conditions, complete the Reason to Decline
Terms and Conditions text field.

* Printed First Name (required)
* Printed Last Name (required)
+ JobTitle
+ Date (auto-populates with the current date)
» Authorized Signature (auto-populates based on First Name and
Last Name fields)
= Submitting and Saving Orders
+ Submit a Completed Order
- When the form is complete, and the order is ready to be placed.

+ Click the Submit button to place your order.

+ IMPORTANT: If a required field is incomplete, the order form will not be
able to be submitted until the missing details are provided.

« Click the Yes button when prompted to confirm you wish to submit the order.

& Submit Online Order

Ara YouU sura you want to submit your gnling order?

Yes No

+ IMPORTANT: Submitted online orders can be found on the Order Form
landing page under Order History.
+ Saving an in-progress order:

- At any point during the completion of the online form, an order can be saved and
completed later. To save an order and complete it later:

« Click the Save button in the horizontal navigation bar.
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+ Click Yes when prompted to confirm you wish to save the order.

& Save Online Order

Are you sure you wani to save your online order?

Yes No

* The successful save confirmation pop-up will display, confirming the order
was saved.

+ Click OK when prompted.

+ IMPORTANT: An in-progress saved order can be found on the Order
Form landing page under Saved in Progress Order History.

© Online Order Form

Your order form was saved successfully.

OK
= Order Confirmation
+ The confirmation pop-up will display upon successfully submitting an order.
- Click the OK button to close the confirmation pop-up.
@ Online Order Form
Your order has sary, the ACCUPLACER Ordering Department will contact you for additional
infarma o process. Keep the copy of the email from
noreply@accuplacer.info and include this email add
oK

+ An email confirmation with a copy of the uploaded purchase order and a copy of
the submitted online order form will also be sent.

- TIP: This email confirms that the order is submitted. The ordering department
may reach out with additional questions. Please do not ignore emails from the
ACCUPLACER ordering department.

Saved In-Progress Online Order Form
To return to a saved in-progress online order form, from the Order Form landing page:

= Click the plus icon to expand the Saved In-Progress Online Order Form container.

™ Policies and Ordering Procedures Prepae Onling Order = ACCUPLAGER Printable Crder Form (PDF)

© Saved In Progress Oniline Order Farm

O Order History

= The Saved In-Progress Order History grid will display. For each order listed, you will
see the following:

+ Order ID: A unique ID assigned automatically to each saved in-progress order.

« Institution: Displays the name of the institution or site where the form was created
and saved.
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- An A can see saved in-progress orders created at the institution level and
created at any site associated with the institution.

+ An A can only download and view a PDF copy of a saved in-progress order
created at the site level.

- An SM can only see saved in-progress orders for their specific site.
+ Created By: Displays the first and last name of the individual who saved the order.
+ Saved Date: Displays the date the order was saved.
+ Action: Displays the edit, download, and delete action icons.

- = Editicon: Click to continue working on a saved order.

- =+ Download icon: Click to download a PDF copy of the in-progress order.

- & Delete icon: Click to delete the saved in-progress order.

Ordas 8 oL B0 Crasted By Saved Date Agtisa

Online Order History
The Online Order History container displays all orders that were submitted online. To view
a submitted online order, from the Order Form landing page:

= Click the plus icon to expand the Order History container.

H '-::_Z=:I[_'i!'_'f. =] | :::'I Z_']'E'_"'Zf |‘, ir"[':'_:::i_--:_':; Ires Prapara Onling Order ACCUPLACER Printabla Ordar Form (PDF)

Q Palicies
Q Ordering Procedures

© Saved In Progress Online Order Form

© Order History

= The Order History grid will display. For each placed order, the grid will display:
+ Order ID: A unique ID assigned automatically to each placed order.

*

Institution: Displays the name of the institution or site for the placed order.

- An A can see all orders placed at the institution level and at the site level for all
sites associated with the institution.

- An SM can only see orders placed for their specific site.

*

Created By: Displays the first and last name of the individual who made the order.

*

Ordered Date: Displays the date the order was completed.
+ Action: Displays the download action icon.
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- + Download icon: Click to download a PDF copy of the placed order along with
the uploaded purchase order.

@ Ovder History

Order Id Inswution Creatwd By Ordar Dabe Action
“CB LAT Insstutics Qtwer Bash jan 13, 2021 640 57 PM s
BLL 1 N He ¢ 18 &
Mo Sd 17, 202 1 i
-2 "B UAT Insbiutics Sgth Horz &

Help and Information
User Role Access: IA, IR, InstSR, IWPR, SM, SR, SWPR, SiteSR, PRO, and PROR.

The Help & Information section contains additional resources to aid in answering questions,
resolving issues, and getting additional support when needed. Click on Help & Information
in the main navigation menu to expand the Help & Information sub-navigation.

© Help & Information
What's New

Knowledge Base

System Requirements

Contact Support

Help

Help & Information is made up of five sub-sections:

= What's New
= Knowledge Base
= System Requirements
= Contact Support
= Help
What’s New
= Click on What's New under the Help & Information menu.

= The What's New section shows the information provided in the What's New pop-up
that displays when logging into the ACCUPLACER platform.
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+ This offers you a way to review the current What's New content without having
to log in again or if you have chosen to suppress the What's New pop-up from
displaying until new content is published.

W What's New

Last update - September 17, 2020

Update Your Web Service Score Client

REMIMDER: The Web Service Score 3.0 client is available for download on the platform (under the Resources menu). If you use this
resounce, you must migrate to the 3.0 version by September 30, 2020. Please engage with your IT support teams to make this
transimon.

New Student Practice App is Coming

The free ACCUPLACER studdy app is getting a refresh and a new URL location. Updates to the app were made <o that the practice

students recerve more closely resembles the real tesung emaronment. The same great features lke Learn As Your

Gorare still available, and students can continge o save their practice history,
The new app goes live September 28 with the existing app retinng shortly after, On October 14, a redirect will be created so
anyone accessing the ald URL will automanically be taken to the new website, Howewer, you will want to eventually updare any

bookmarks or postings of the old practice app location, with the new one,

Knowledge Base

= Click on Knowledge Base (KB) under the Help & Information menu to display the
ACCUPLACER Frequently Asked Questions (FAQ) section.

= ACCUPLACER FAQ provides two ways to search for information:
+ Guided Navigation
+ Keyword Search

Guided Navigation

By default, the ACCUPLACER FAQ section opens with the Guided Navigation tab
selected. When searching using the Guided Navigation:

+ Click on an available category to display the KB article(s) related to that category.
+ For each available KB article, its Solution #, Subject, and Title will be displayed.

& ACCUPLACER Frequently Asked Questions (FAQs)

1]
1]
1]
D
o
o
o
0
0
2]

= Click on the KB article's Solution # to display the KB Article Detail pop-up.

+ Click the X in the upper right corner of the KB Article Details pop-up to close the
article and return to the ACCUPLACER FAQ main section.
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' KB Article Detail

quel
Knowdedge Base Artide id
K50088655
_ m

Where can | find the ACCUPLACER Scale Score Conversion Table for the

Companion forms? LACER

Where can | find the conversion charts for COMPANIDN Form E (Florida

Customers only)? gon che
1

Resoiution

1. You can find the ACCUPLACER Scale Score Conversion Table for the

ofms in the COMPANIONT Administrator Js Manual. Please

ontents under "Scorir e COMPANION Raw Score (o
ACCUPLACER" to locate this information

vH 2. Please call our customer service artment and they will put you in contact
with the deparim this information.

1ent that sends ou

Resources: -

Keyword Search
Keyword Search provides the ability to search all the available KB articles using a
word or phrase.

= Click the Keyword Search tab display the Search FAQs area.

= Inthe Keyword field, enter the word or phrase to search.

= Click the Field drop-down menu to display the available fields to search for the
keyword or phrase:

+ All (default)
+ Title

+ Resolution
+ Subject

= Click the Keyword Search button and the results will display in the FAQs Search
Results area.

= Click on the Solution # to see the full article details.

£ ACCUPLACER Frequently Asked Questions (FAQS)

Search FAQS

Solution & Subject Titie Maech Scare
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System Requirements

System Requirements is a quick way to ensure your computer meets the minimum
ACCUPLACER system requirements.

System Requirements can be accessed in one of two ways:

= From the ACCUPLACER login page, scroll down to the bottom of the page and click
the Verify System button to run the system check.

+ Signing into the ACCUPLACER platform is not required when accessing the
system check from the login page.

= From the Help & Information menu, click System Requirements.

+ Signing into the ACCUPLACER platform is required when accessing the system
check from the Help & Information menu.

= Using the Verify System button or clicking on System Requirements will automatically
run the system check on the device currently being used and display the results.

= The System Requirements results page is divided into two areas:
+ Minimum Requirements: Displays the following details:

- Features: Checks the device for each listed feature against the minimum
requirements.

+ Browser type and versions
+ Platform (operating system)
+ Adobe Acrobat Reader 6.0+
* Pop-up blockers
+ Screen resolution
+ Math sample item
+ Click each of the test links under the Pass/Fail column to verify your
device is displaying items properly.
+ Test MathML
+ Test MathML Images
+ Test Passages

+ IMPORTANT: Should a test link not work, access the ACCUPLACER
System Troubleshooting Guide by clicking on the hyperlinked text in the
message, “If any of the Test links do not display properly, click here for
troubleshooting tips” located under the You Have column.

Recommended: Display the ACCUPLACER minimum requirements.

- You Have: Displays what your device is running.
- Pass/Fail: Displays if your device passed or failed the check.
- Upgrades: Displays if an upgrade is required.

+ Extended Information: Displays the following details:

- Features:
+ Screen resolution
* Browser size
+ Connection type
+ Connection speed (kilobyte/sec)
+ |P address
+ Workstation time zone
* Proxy

- You Have: Displays what your computer is running for the above listed features.
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v Gaigeieand  ACCUPLACER

Contact Support
Clicking Contact Support opens a new browser window that provides phone, email, and
chat contact methods.

©Collegeboard  ACCUPLACER

g
i

B66-607-5223 Live Chat Submit Ticket

ACCUPLACER Technical Support Hours: Mon-Fri: 7:00 a.m. = 9:00 p.m. (EST) and Sat: 8:00 am. = 5:00 p.m. (EST)

= The available contact options are:
+ Phone: Displays the customer support phone number 866-607-5223.
+ Chat: Click the Chat icon to open the Live Agent Pre-Chat Form window.
- Complete the live agent pre-chat form by providing:
+ Contact Name* (required)
« Email Address* (required)
« Existing Case #
* Subject* (required)
» Description* (required)
- Click the Chat Now button when ready to begin the chat session.

ACCUPLACER User's Guide © 2022 The College Board.

243



Live Agent Pre-Chat Form

Contact
Mame*

Email
Address *

Existing
Case#

Subject’

Please provide additional information, such as: phone

E district, school, and a brief description of
ustomer support. Please do not
ally identifiable information,

Description”

Please provide additional information, such as: phone number, state,
district. school, and a brief description of why you are contacting
customer support. Please do not provide any persanally identifiable
infarmation,

Fields marked with * are required

Chat Now

+ TIP: When using live chat, request a transcript of the chat be sent to you. This is
a great reference for you should additional follow-up be required on the ticket.

= Submit Ticket: Click the Submit Ticket icon to display the Submit Support Ticket area

at the bottom of the Contact Support section.

+ Complete the Submit Support Ticket by entering:

- Name

- Email address
- Subject
Description

+ Click the Submit button when done to open a support ticket.

% 2

B66-607-5223

' ‘Sabmit Support Ticket

Mame

700 . = #:00 p.m (EST) and Sat: #20 a.m. = 508 p.m. ([E5T)

Live Chat Subenit Ticket

- IMPORTANT: ACCUPLACER Technical Support Hours:

* Mon-Fri, 7:00 a.m.-9:00 p.m. (EST)
+ Sat, 8:00 a.m.-5:00 p.m. (EST)
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Help

Provides quick access to the ACCUPLACER User Guide. Click Help under the
Help & Information menu and a PDF copy of the ACCUPLACER User Guide will
open in a new window.

© Help & Information

= NOTE: The ACCUPLACER User Guide is also accessible under Manuals & Guides
located in the Resources section.
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