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In this Guide 

This document contains information about the use of PearsonAccessnextTM for ordering test materials for the ACT® 
test during the initial ordering window. You will find information on these topics: 

 Process overview 

 Responsibilities of the district officials 

 Timeframe to verify initial order of test materials 

 How to verify initial order of test materials 

 Students testing with accommodations and supports 

 How to view a student’s approved accommodations and/or supports 

 How to view accommodations and supports formats 

 After the ordering deadline 

 Additional resources 

Process Overview 

Below is an overview of the ordering process for the ACT test materials.  
 

Stage Who Does What 

1  School Test coordinator requests access and submits accommodations and English 
Learner (EL) supports requests for students in the Test Accessibility and 
Accommodations System (TAA). 

2  ACT Reviews requests for accommodations and/or supports and provides decisions.  

3  State, district, 
or school 
(determined by 
your program) 

Loads Student Data Upload (SDU) file into PearsonAccessnext.  
 
Note: The number of students in the file will be your baseline enrollment figure for 
standard time and populated on the Edit Enrollment Counts screen (described 
below). 

4  ACT Applies TAA PIN in PearsonAccessnext to populate accommodations and supports 
attributes for the student’s record. 
 
Note: Applying the TAA PIN will auto-populate the approved accommodations 
and/or supports and update the appropriate material format on the Edit Enrollment 
Counts screen (described below).  
 
Note: ACT will apply the TAA PIN to each student record as quickly as possible. 
You can monitor if a PIN has been added to a student record by following the 
instructions below. 

5  School During the initial ordering window, test coordinator reviews student count (from 
SDU) and adjusts student registration, if needed. If a student is enrolling in or 
unenrolling from your school, then you need to submit a request for ACT staff to 
complete this process for your school. Refer to “How to Submit a Request to 
Enroll or Unenroll an Examinee” in Using PearsonAccessnext™ for the ACT® Test. 

6  School After the initial ordering window has passed, test coordinator calls ACT for 
additional orders, and creates student records in PearsonAccessnext, as needed.  

7  ACT Packages test materials and ships to schools. 

Districts’ Responsibilities 

In PearsonAccessnext, the district test coordinator can view the data for all schools within the district. For example, 
at the district level, you can ensure your schools have submitted their orders or submit an order on their behalf.  

http://www.act.org/content/dam/act/unsecured/documents/UsingPANfortheACTS&D.pdf
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When to Verify Initial Order of Test Materials 

Refer to your program’s Schedule of Events to view the ordering window. ACT also sends emails to test 
coordinators before these important dates with details on which fields to complete.  

Important! You must place orders only during the specified window. 

How to Verify Initial Order of Test Materials 

To verify the initial order of standard time testing materials, take the following steps. 
 

1. Go to PearsonAccessnext at https://testadmin.act.org. 
2. Select the Sign In button. 
3. Enter your Username and Password, and then select the Login button.  
4. In the upper right-hand corner, make sure your administration option is for “ACT.”  

 

 
 
5. Select the Setup icon, and choose Organizations. The Organizations screen appears. 
6. Select the dropdown list on the Search button, and check the box next to Show all results. A list of all 

organizations appears. Note: You may also use the “Search” feature to search for an organization. 
7. Check the box next to the organization(s) for which you wish to verify materials.  
8. Select the dropdown list on the Start button, and choose Test Administration. The Tasks for Organizations 

screen appears. 
9. Select the Edit Enrollment Counts tab. The school(s) appears on the left. Select the school you would like to 

verify materials for, if not selected. 
 

 
 
The Edit Enrollment Counts screen appears. 
 

10. Next to the title of Standard Time Testing, select the “+” icon located on the right side of the screen. 
 
 

 
 

https://testadmin.act.org/
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11. Review the quantity of standard time testing materials needed.  
12. If you need to adjust the total enrollment at your school, then refer to “How to Submit a Request to Enroll or 

Unenroll an Examinee” in Using PearsonAccessnext™ for the ACT® Test. 
 

 
 
13. Select the Exit Tasks button. 

 
Note: If you need to adjust the quantity of materials at any time during the initial ordering window, log back into your 
account and make the applicable changes. 

Students Testing with Accommodations and Supports 

You do not place an order for accommodations and supports materials for students.  
 
Materials for accommodations and supports, including alternate formats, are provided based on the approval of a 
student’s request within TAA. Once an approval occurs, the test coordinator receives a decision notification from 
the TAA system. ACT then enters the TAA PIN into the student’s record within PearsonAccessnext. This 
automatically populates the Accommodation Formats, Braille Formats, and Translated Test Instructions for 
English Learners (if applicable) portions of the Edit Enrollment Counts screen, as well as the Manage Student 
Tests screen, so you can view the accommodations and/or supports approved for the student. Refer to the 
“Process Overview” section of this guide for a refresher on this process.  
 
Note: If your program also has the non-college reportable accommodations option available, you will receive a 
small overage of extended time accommodations test booklets. However, if you need any alternate format materials 
or need more extended time accommodations materials for students testing with non-college reportable 
accommodations, you will need to place an additional order. 

How to View a Student’s Approved Accommodations and Supports 

To view the approved accommodations and/or supports for a student, take the following steps. 
 
1. From the home screen, select the Setup icon, and choose Students. The Students screen appears. 
2. A list of all students at your school appears. 

Note: You may also use the “Search” feature to search for a particular student. 
3. Check the box next to the individual student(s) for whom you wish to view.  
4. In the Tasks pane, choose Manage Student Tests, and select the Start button.  

 

 
 
The Tasks for Students screen appears. 

http://www.act.org/content/dam/act/unsecured/documents/UsingPANfortheACTS&D.pdf
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5. A tab for Manage Student Tests appears and allows you to view the student’s record, including information 

about the delivery format and approved accommodations and/or supports. Select the student from the left side 
of the screen to view details on the record. The file will be populated with the appropriate materials listed and 
appropriate accommodations and supports selected. 

 
Important note! If a TAA PIN is present, and you changed (or will change) the delivery format, you also need to 
select the Retrieve Accommodations button to recall the appropriate accommodations and supports format.  
 
6. If any changes are made to this screen, select the Save button. A Success – Changes saved message 

appears. 
7. Select the Exit Tasks button. 

How to View Accommodations and Supports Formats 

To view the types of approved accommodations and supports formats for your school, take the following steps. 
 
1. Repeat steps 1–9 in the “How to Verify Initial Order of Test Materials” section of this guide.   
2. Next to the title of Accommodation Formats, select the “+” icon located on the right side of the screen. 

 

 
 

3. Any students approved for accommodations, and with a TAA PIN entered on their Manage Student Tests 
screen, will be accounted for here. 

4. Any students approved with a Braille format will appear under the Braille Formats portion of this screen. 
5. Any student approved with Translated Test Instructions for English Learners will appear under the Translated 

Test Instructions for English Learners portion of this screen. 

After the Ordering Deadline 

If you need to place an order after the initial window has passed, refer to the additional orders guide found on your 
program’s web page.  

Additional Resources 

For additional information about navigating PearsonAccessnext, refer to the System Basics guide found on your 
program’s web page. 


