
 

 
User Guide 

Module 3: Installing COMPASS 

Module 3 provides the steps to install COMPASS on the workstations at your test site. After 
installing the software you will be able to do the following: 

 Create staff accounts 
 Set up and administer tests 
 Perform all other program functions 
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Part I     Setting Up the Campus Site (Campus Administrator) 

Complete the following to access COMPASS. 

Step Action 

1 Locate the Welcome email, sent from ACT, that contains the following 
information: 

 COMPASS URL (www.compass.act.org) 

   NOTE: Bookmark the URL. 

 Staff ID 

 Initial password 

2 Log into COMPASS. Type the Staff ID and password. Click Edit My 
Account. 

 

Result: The change password screen displays. 

 

http://www.compass.act.org/
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Step Action 

3 Select the Change password checkbox. 

 

4 Type the current password in the Current Password field. 

Type a newly created password in the New Password and Re-Type New 
Password fields. 

5 Type a created question in the Question field and type the answer to that 
question in the Answer field.  

NOTE: The question and answer verifies your identity if you forget the 
password. 

Click OK. 

Results: 

 An email is sent to you with the new password. Keep the password and 
your Staff ID confidential. 

 The Staff Administrative Login screen displays. 

6 Type the Staff ID and the newly created password. Click Login! 

Result: The New Campus Setup Wizard screen displays. 
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Complete the following to set up your Campus and Test Center. 

Step Action 

1 Type the Test Center name in the Test Center Name field. 

NOTE: The name displays on the student test reports as it was entered. 

 

2 Type the appropriate information in the Campus Coordinator fields. 

NOTE: All the fields must be populated. 
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Step Action 

3 Type the appropriate information in the Technical Support Coordinator 
fields. 

NOTE: All the fields must be populated. 

 

4 Confirm that the information populated in the Confirm Your Staff 
Member Account section is correct. Correct the information if it is not 
correct. Click Continue. 

 

Result: The New License Setup Wizard screen displays. 
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Complete the New License Setup Wizard procedure. 

 You can not access the New License Setup Wizard after the initial setup. Only the test 
and campus information can be changed on the SITES tab. (Click Edit). Due to database 
constraints, the Student ID format and print option cannot be edited once they are 
selected. 

 To change the Student ID format or to change the print option previously selected, you will 
need to call ACT Customer Service at (800) 645-1992 (001-319-337-1963 if outside of the 
United States). Follow the prompts to reach Customer Service staff. Or send an email to 
compass@act.org. 

 

Step Action 

1 Select the Print Student ID on Standard Individual Reports and e-
write Responses checkbox to have the Student IDs print on the reports. 

 

2 Click one of the following radio buttons to select which format to use for 
the Student ID: 

 Use student’s Social Security Number as Student ID 

 Use custom-formatted Student ID: 

Click the Number Characters in Student ID drop-down to change the 
number of characters allowed (20 is the maximum). 

NOTE: If custom-formatted is selected, specify one of the formats for the 
first 5 or 6 characters so you can perform preliminary testing 
without using units: 11111 or 111-11. 

 
 

mailto:compass@act.org
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Step Action 

3 Click Browse to select a location to store the Single Student Records 
(SSRs). 

NOTE: Do not store the SSRs on the C:\drive because the records can be 
viewed by anyone who uses the workstation. 

 

4 Type the desired lowest number of units in the First and Second 
notification fields. 

Result: The system sends the Campus Coordinator a low unit email 
notification when the unit number falls below the amounts listed. 

 

5 Click one of the following radio buttons: 

 Inactive: for a Test Center that can not access student records or 
perform testing. Use for off-campus Test Centers with preferred testing 
windows of operation. 

 Active: for a Test Center that can access student records and test 
students. 
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Step Action 

6 Select the Remote testing checkbox if the Test Center offers remote 
testing. Go to Step 7. 

NOTE: Local testing is always selected. If your licensed Campus is not 
offering remote testing, go to Step 12. (Preview sites are ineligble 
for remote testing.) 

 

7 Type the cost of the test in the Fee students must pay to take remote 
test field. 

NOTE: A suggested amount is $15-20.00. 

 

8 Select the checkbox for the method of payment(s) accepted, in the 
Accepted payment methods section. 

 

9 Type the hours of operation in the Hours Test Center is open field. 

 

10 Select the Require an appointment to take a remote test at this Test 
Center checkbox, if the students must make an appointment to take the 
test. 

Type the information in the Name, Phone, and Email fields. 
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Step Action 

11 OPTIONAL: 

Type the following information in the Additional instructions for remote 
testing students box. E.g.: 

 Items students should bring with them (picture ID, payment, registration 
email, etc.) 

 Time to arrive prior to testing 

 What building to go to 

 Where to park 

 Whom to call with questions 

NOTE: The additional instructions are emailed to each student when they 
register for remote testing at your site. 

 

12 Click Continue. 

Result: The COMPASS/ESL Quickstart Guide displays. 
 
 



Installing COMPASS  Page 10 of 15 

Part II  Setting Up the Testing Workstations (IT Staff) 
 

Complete the following procedure to set up the testing workstation. 
 

Step Action 

1 Review the four technical documents listed below. The documents are 
located at the following URL: 
www.act.org/compass/tech/index.html 
 

 
2 Review and select one of the following four options provided in the table 

below for downloading the secure browser and the COMPASS files. 
 

http://www.act.org/compass/tech/index.html


Installing COMPASS  Page 11 of 15 

 

Option Description Steps performed on each workstation 

A Set up one workstation at a time. 

Download the secure browser and test files 
from the Internet to each workstation. 

These activities may take 5–20 minutes per 
workstation depending on local bandwidth, 
the speed of the Internet connection, and 
the volume of traffic. 

Complete Steps 1-7 on pages 12-13. 

B Distribute from a server to all 
workstations on a network. 

Download the browser and test files to your 
server and distribute to your workstations. 

Complete Steps 1-5 on pages 12-13.  

NOTE: In Step 4 click Do not download 
anything. 

C Distribute by using a disk imaging 
application. 

Download the browser and test files to a 
PC, make a disk image of the data, and 
install the data on the other workstations. 

Complete Steps 1-5 on pages 12-13.  

NOTES: 

 In Step 4 click Do not download 
anything. 

Register the MAC address on each 
individual machine after the imaging is 
complete. This must be done for the 
testing to work correctly. 

D Burn a CD of the downloaded browser 
and test files and use it to set up each 
workstation. 

This is useful for remote Test Center 
installations 

Complete Steps 1-5 on pages 12-13.  

NOTE: In Step 4 click Do not download 
anything. 
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Complete the following to download the software on a workstation. 

NOTES: 

 Sites using security products like Deep Freeze or Centurion Guard must disable the 
applications in order to download the COMPASS software. 

 Download the files at off-peak times to avoid Internet delays. 

Step Action 

1 Log into COMPASS. Type the Staff ID and Password. Click Workstation 
Setup. Do not click Login! 

 

Result: The Workstation Setup screen displays. 

2 Click the Get MAC Address link. 

NOTE: MAC stands for Media Access Control. 

 
Result: The address displays in the MAC Address field. 
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Step Action 

3 Click the following link(s) to download the program(s) on the workstation, if 
they are not already installed: 

 Java Virtual Machine 

 Windows Media Player 

Result: A separate window displays with the download information. 

4 Click one of the following options: 

 NEW COMPASS Workstation 

 CURRENT COMPASS Workstation 

 Do not download anything 

5 Click OK. 

6 Click Save on the File Download window. Select the location where the 
application is to download. Click Save. 

7 Click the Back to Login link when the download is complete. 
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Installing the Software 

Complete the following to install the COMPASS files on each workstation. 

NOTE: You must have Power User or Administrator rights in order to install the files. 

Step Action 

1 Locate the file that downloaded in the previous procedure. 

Filename: COMPASSInternetVersionFull.exe 

NOTE: The Icon displays on Desktop, if the Desktop was selected as the 
location to save the file. 

 

2 Double-click on the file to start the installation. 

Result: The InstallShield Wizard screen displays. 

3 Click Next on the Welcome screen. 

 
Result: The Destination Folder screen displays. 
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Step Action 

4 Click Change to change the default destination of the downloaded file. 
Click Next. 

 

5 Click Install. 

 
Result: The InstallShield Wizard Completed screen displays. 

6 Click Finish. 

7 Restart the computer (Start | Shut Down | Resart). 

8 Verify the COMPASS Test Launcher icon displays on the Desktop. 
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