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Getting Ready for the ACT®
Test Administration Training

P

District Testing Late Spring jf

Important Dates
ACT Systems Review

Pre-test Activities

Test-day Activities

Post-test Activities




What's
new?

11/24/2020

New This Cycle

Watch policy

Remove from Wrist Electronic Devices
Place on Desk Prohibited

e

New This Cycle

MyACT

MyACT and Pretest Sessions

Welcome to MyAC

We are updating your student experience! If you have an ACT student web account, you will need o update your account to MyACT. You will be able to access your
previous ACT scores, plus all the new features MyACT offers!

I have a student web account and need to I have scores from an ACT test, but don't yet 1 have ot taken the ACT before and am creating
update to MyACT have an account an account for the first time




New This Cycle

Test date terminology

Previous:

Initial and
Makeup

Current:
Test Window 1

11/24/2020

New This Cycle

Success.act.org

What dates
do | need to
remember?




Important Dates

Online

Manage "

# Student Testing:
zﬁggretfr;— m% Participation ’ Saén D complegte
odations A and - Upload —_— site

M Contacts i

readiness

Request ss Receive
Late ‘ ’ test
EICHE]

Students complete
Non-test Questions

accommodations
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ACT Contact information

Test Administration Accommodations and Supports

3 N
) ¥800-553-6244 ext 2800 | [N 800-553-6244 ext 1788

ACTDistrictTesting@act.org ACT StateAccoms@act.org

11/24/2020

E act.org/StateAndDistrict/DistrictTestLateSpring
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ACT
Systems
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PearsonAccess"ext (testadmin.act.org)

Web application used by testing staff to manage participation, verify and register
students, order materials and manage online testing

11/24/2020

TestNav (in.actonline.act.org)

Secure test delivery engine used by examinees to take the tests online
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Test Accessibility and

Accommodations System (TAA)

ACT test accommodations and English learner supports management system used
by testing staff to submit requests

Online Reports Portal& TAA
Interface (success.act.org)

Online interactive reporting interface and access point for TAA
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What are
my
pre-test
activities?

15




Manage Participation

Pre-test activities

Test Date & Materials Receipt Selection

16

11/24/2020

Manage Participation

Pre-test activities

Not Testing
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Pre-test activities

Manage Contacts

« o & = °
Home Seup Testng Reporis  Suppor

Organizations

E Tasks 0 Selected

Select Tasks

2 Organizations 1 Selocted Claar

-

Manage

Find Organizations  Partiipating In ACT 2018+

Parent Organization

Organization Name.

Organization Code

Test Adrminisration

Filters Clear Hide | 1Resut

Organization Name*

@ acTe

AlTasks

Create / Edt Organizations:

wanags conacts <

Delets Organizations

Organization Code® Organization Type
et AcT
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= Tasks 05

Select Tasks

Pre-test activities

Create Test Staff User Accounts

Find Users.

Fiters Clear Hide
Restictto selcied organizaton

FirstNamo.

Username

Account staus

Select

No Resuts

Usermame: FirstName'

@Search o selcta e o view resus,
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School Test Coordinator

Technical Coordinator
(Online Only)

Room Supervisor

(Online Only)

Pre-test activities
Select Qualified Staff & Complete Mandatory Training

Use the guidelines in the Test

Coordinator Information Manual

Spring 2021

Manual

Test Coordinator Information
I
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School Test Coordinator

Technical coordinator
(online testing only)

Room Supervisor

Proctor(s)

Student Data Upload (SDU)

Overview

PearsonAccess™

ACT

A student record must exist in PearsonAccess™ for all students who test. Use the Student Data Upload (SDU) file to
import data for a group of students who will be taking the ACT® or ACT® WorkKeys®.
Important! The accuracy of student data is crucial. Work with your technical coordinator to create and import these files.
After student records have been loaded, updated SDU files can be imported to:
Toad corrected records that did not load inially due to errors

+  add new examinees and update existing ones

+  update demographic information used for reporting—for the ACT test only
Creating and Importing the SDU File
Greato the SDU File

The SDU fileis created as an Excel file and saved in comma-deiimited (.csv) or fixed-width (xt) format for importing into

Student Data Upload (SDU)
File Requirements and Loading Instructions
State Testing or District Testing

layout

is a supported file format. “File L

Note: port
the simplest format to create. However, if you have the tools an

because itis
Fwidth data file, it

de
d knowledge necessary to create a fixed-
P i the fle content and

21
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Pre-test activities
Verify Receipt of Test Materials

Test Coordinator must open and verify the
receipt of all test materials using the packing list

22

Key for Test Booklet Covers

The test booklet cover determines the different types of testing:

Triangle Circle
standard time accommodations

—
Colored cover =
Non-college
reportable
accommodations
—
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Pre-test activities
Verify Receipt of Test Materials

The Test Coordinator must open and verify the receipt
of all test materials using the packing list

(
|
\\ 1. Reseal in the same place as before.

2. Sign your name across the tape. Be sure
your signature starts on the cardboard,
goes across the tape, and ends on the
cardboard.

24
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Pre-test activities
Verify Receipt of Test Materials

Order additional test materials if necessary

Only the Test Coordinator can access secure test
materials before test day

Pre-test activities

Enroll and Unenroll Examinees

Support Requests

Documentation

B Tasks 1 Selected

Select Tasks -

I|# Create Edit Requests

Delete Requests

ated in
Attachments

:

Support Requests

Documel
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Pre-test Activities
Ordering Additional Materials

# & © S (]
Home Setup Tesng Reports  Support

Orders & Shipment Tracking

8 Tasks 0 Selected

@ Orders 0 Sel

Manage

Al Tasks
la "
Find Orders Placed or Updated in it
Last 30 days v Shipments

Filters Clear Hide No Results

27
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Pre-test Activities

Tracking Material Shipments

Order Details

Order# Sales Order #/ Line #
45923 6647056 /1
Defails & Status ~ ShipTo  Materials Order (10) ~ Shipments (1)

shipment 1
Box Number Status Expected Arrival Delivery Date Tracking Number

1 delivered 03/1412018

0311512018

433345350253

Close

28

Pre-test activities
Verify Receipt of Test Materials

District If you are %irtt;cipating in Sta.te
Testing Testing -
 District . State Header
- Header Materials
— and students
must be
kept

“State Students in

" District Students
SEPARATE PearsonAccessnext

in
PearsonAccessnext
MIXING MATERIALS COULD RESULT IN DELAYED OR CANCELED SCORES.
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Pre-test activities
Verify Receipt of Test Materials

If there is a security breach at any time
Call ACT immediately at

800.553.6244 ext. 2800

30

11/24/2020
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Pre-test activities

Students Complete Non-Test Information

Deadline is four days after examinees
complete testing

One hour (approximately)

Each examinee will need:
Personalized copy of the Non-Test Instructions Students

One copy of the Taking the ACT booklet

Pre-test activities

Minimal Demographics
(paper testing)

Apply barcode labels to page 1 of the answer
documents

If there is no bar code label, you must manually

grid the student code for each examinee in Block
J of the answer document

STUDENT CODE
(7o bo compiatsd By schoal st not tha student)

t complete before testing begins (blocks A — G)

Students Complete Non-Test Portions of the Answer Document
(paper testing)

Score reports can not be mailed if these are incomplete

Printed First and Mailing City State ZIP Code
Nameand lastname Address
Address

If your students are not testing at th
scores should be reported, you
See admin manual for in:

11/24/2020
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Pre-test activities

Prepare Testing Rooms (paper testing)

11/24/2020

Allow 15 - 30
standard-time
examinees to each
room

Plan appropriately
for students with
local and/or ACT-
authorized
accommodations

Pre-test activities

Prepare Testing Rooms (online testing)

Acceptable

Single-level
classrooms

Cover test-related

o Partitions

bulletin boards

Grouping Students

Individual testing:
* Breaks as needed
+ Reader (Human)

* Scribe

Group Testing:

+ Same timing with similar
accommodations/
supports

Pre-recorded audio or text-
to-speech with individual
computers and headsets

36

Spring 2021

The ACT" Test
Administration Manual
State Testng | Distriet Testng
Jomasisson

2003 & Englan Laams Suppors
«Pape Tasang

12



Pre-test activities

Prepare Testing Rooms (paper testing)

i 4 O

Ensure TC
access toa Ensure proper
phone lighting,
temperature,
(must be kept and ventilation
on silent)

S,

Use 2 reliable
timepieces

administration
(not a cell materials

phone!)

Pre-test activities

Prepare Testing Rooms (online testing)

F ©®

No iPads, cell
phones, tablets Do not enter
or other any other site
electronic during the test
devices used session
in test room

Workstation
must remain
stationary

Room must
have separate Workstation
must pass

system check

administration
computer
workstation

located where
observer all
examinees

Prepare Materials

Spring 2021

The ACT" Test
Administration Manual

11/24/2020
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What are my
pre-test
activities for
online
testing?

11/24/2020

40

Create Test Sessions

sessions (1) oETALS
o Sample Session
SesslonName* organizston
Sampe Sessin DENO SCHOOL 123451
Actul st Dse
Seislon ‘Session has not been started
NotPrpared
Test & Form Scheduling

Scheduled StartDate”

a0t ]
Prctr Reads Aoud Scheduled Start Time
Password” on0AM csto
108E38
Lab Location
Fom Group Ty

Februay 27 Tuescay)  x ¢

Precaching Computer

D A pra-caching computeris rquied henter s anecr mrs valble,

Add Examinees to Test Sessions

Students in Sessions coto sessions »

B Tasks 0 Selected @ Students in

Select Tasks Manage

All Tasks
osate Add a Session Sample Session Student Test Statuses
— Studerts -
lot Prepars
Sk ooy ? Student Tests

[

42
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Add Examinees to Test Sessions

Add Students to Sessions

session

3 avalable student(s) ound

Student

Reguired

Sample Session 1 (The ACT vt Wi+

STUDENT, NEw (867054332) ©
STUDENT, NEW (489573540} ©
STUDENT, NEW (898104980) ©

Find aval

ats vih

students i SAMPLE HIGH SCHOOL +

Organization

‘SAMPLE HIGH SCHOOL (0)

‘SAMPLE HIGH SCHOOL (0)

43

‘SAMPLE HIGH SCHOOL (0)

11/24/2020

Precache Test Content

v
Testing

(7]
Suppq

Students

TestNav Configurations

Precache By Test

44

Prepare your Sessions

Session List Adda Sesson
0 Conbirad View

Sanple Sessin 1

‘Sanpl Sessin2

IFind Studants 1 th slcted session(s) sbove =

‘Sample Session 1

Netrepaad

Dispaing 25+ Manage Colamns~

1625816623 Sanpl Sesion 1 (The ACT v Wetg)

BAI1BB0IS4 ) SampleSession | (The ACT v

Fitrs Clor Hoo 3Rens
organization
SudentCode LastName FistNome. MiddieName Usemame  Sesson
studontCode © w20 STUOENT NeW
@ wsNBus0  STUDENT NEW
bz il S0 STUOENT NEW ossesTase

45

Sampe Sessn 1 (Th ACT wh Wig)

wrng)

Student TstStatus Form Group ype
aney Nk Adrinstaion

aresy Nk Adrinstaion

Nk Adrinstaion

15



Print Authorization Tickets

Ignore Schedule @ Details #" Edit
Seal Codes '
Session Student Roster

Proctor Extended Time Code

STUDENT AUTHORIZATION

TICKETS

‘ Print all for this session

Print selected for this session

46

Prepare Materials

ACT ez @

ACT Scratch Paper
Student

Authorization
Tickets

47

What are the
free test
prep
resources?

11/24/2020

48
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Prepare Your Examinees

Prepare Your Examinees
Resources to complete this activity:

s Letter for Students (pdf)

= Information for Examinees
+ Successfully Achieving College and Career Readiness for All Students

come

°

o

ege and C
Curriculum and Instructional Systems
F e for th

Analyzing and Using ACT Scores

in

°

°

49

ACT Paper Practice Test

2020| 2021 FREE

Preparing for the ACT Test

‘Whsts nige

50

What are my
Test Day
activities

for paper
testing?

11/24/2020
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Sample Test Day Schedule

(Standard-time with writing testing)

Arrival, identification, Dismiss
and seating of examinees
Arrival of testing staff examinees

\ O
Jeo
;

Briefing session with
school staff
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Watch for and Document Irregularities

Prohibited Behavior Individual
by Students Irregularities

Misadministrations can cause scores to be cancelled

Group Irregularities

Test Room Report

ACT Test Administration Forms e

Standard Time, Paper
Test Room Report
e DNowiing  Dwiing

Room Supersiaor Sgpatute. Tt Cooraintor it

AFTER TES TING:Complets D thraugh  recod and account for ALL MATERIALSretumec o th est coorinator

D Multpie-Chelc et ussa unsed Tota Bookes
Booets

54

11/24/2020
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Roster

"ACT Test Administration Forms
Standard Time, Paper
Roster
Poge__of__
Atochetrapoges e Typeario
o

butanyirtincues the hpe oD Student denticaton Form
Rand Stafnitaks = Recognized
v

- Asent

Eamines's Name (please print)

P | F | Ruoowse | -

11/24/2020

Seating Diagram - Paper

ACT Test Administration Forms
Standard Time, Paper
‘Seating Diagram

nstructions
- Complte oo through 4 g esting

Each box represents one seat.

Erter W sl numbers g hewring e
Hisingasesshowwhich amines area the same tle
o —

ey oo

o the numberes

12,3 otk

nfrined oaisatne
e

SR SR T| endoresnic
1t your oo
Room Type.
O Snglelewl 02 D wultile Level Shouider-to-Shouider Head-to-Heac:
® R

56

Timing Report - Paper
"ACT Test Administration Forms

Standard Time, Paper
Timing Report
Duraion start stop.

Example 52 Am 152 am 131 am

Test1 B
A | Test2 )

Test3 5
O | Tests E

writing | 40

OvYes ONo

n Irregularity Report regarding timing?

19



Test Day Activities

Collect Test room Documents

EE
-
|
| £
i Fle
|
: =
i
4 Irregularity Report

58

What are my
Test Day
activities

for Online
Testing?

11/24/2020
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Sample Test Day Schedule
(Standard-time with writing testing)

Arrival, identification, Dismiss
and seating of examinees
Arrival of testing staff examinees

\OJ
Jeo
b

Briefing session with
school staff

60
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Test Day Activities

(During testing)

Distribute authorization tickets

Retrieve Seal Codes

Move around room as student

61

11/24/2020

D Prepare and start sessions in PearsonAccessm*

Start your Sessions

O Detalls ¢ Edit

Ignore Schedule & Resources «

Start Session i Refresh

62

Provide Seal Codes - Online

Ignore s:hedu\s O Details ¢ Edit
- Seal Codes ’

Session Student Roster
Proctor Extended Time Code
STUDENT AUTHORIZATION
TICKETS
Print all for this session

Print selected for this session

63

21



Monitoring Online Testing

Displaying | 26 v Man

Student Test Status Form Group Type For

he ACT with - March 20 The

(Tuesday) (158

he ACT with ﬂm - March20 The

T (Tuesday) (15€

he ACT with @Ready =~ March 20 The
(Tuesday)
he ACT with _ March 20
(Tuesday)
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Seating Diagram - Online

ACT Test Administration Forms e

Standard Time, Online
Test Room Report

s there an rregularity Report regarding timing? [1¥es [INo

e T Ty
D Keop all pages together (o not separate)
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Seating Diagram - Online

ACT Test Administration Forms
Standard Time, Online
Seating Diagram
Instructions.

[ Paritions between Examinees
Ovs  Owo

(4] Dinoram of Fiom Setup and Seating

66

11/24/2020
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Seating Diagram - Online

ACT Test Administration Forms
Standard Time, Online
Roster

Type ot
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Test Day Activities

Collect Test room Documents (online testing)

Irregularity Report

| Test Room Report.. pl === |

[
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Test Day Activities

Irregularity Reports (online testing)

Comment

Iregularity DaterTime Imegularity Type

1 items selected

« Student Name
@ Student, Sample (100075062)

Organization
SAMPLE HIGH SCHOOL (0)

Test
The ACT with Writng

Type Status Irregularity Date/Time

paper assign

11/24/2020
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Test Day Activities

If you did not test

Mark “Did Not Test”
in
PearsonAccess"™

Discard the unused Place Processing Prepare materials
Site Header Envelope in a box for return

11/24/2020

What are
my
Post-test
activities?

71

Post-test Activities
(paper testing)

Order Upcoming Test Window Materials

Packing the Processing Envelope

Packing the cartons

Reporting Schedule

72

24



Post-test Activities
Makeup testing Determine student eligibility for makeup testing

Student:

+ Was Absent on test window 1

« Arrived too late to begin testing Yes
+ Began but did not complete testing (must retake entire battery)

Student:
+ Completed Testing N (o]
+ Was dismissed for prohibited behavior

73

Post-test Activities
Makeup Testing Paper

Edit Materials Order

QFina et

Order Materials for
Upcoming
Administration in
PearsonAccessnext

Post-test Activities

Materials you will receive with testing kits

* New test booklets « 1 test date flyer
« additional answer * 1 administration manual
documents + 1 copy of Test
s 0o " st Administration Forms
bookits assianed o each specfc per 30 kits
test window » ASite Header

« Calculator policy
Processing Envelope(s)

75

11/24/2020
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Post-test Activities
Test Window 2 (Online Testing)

Create a new test session D
Move examinees from original »
session to new session
Close original session x

Print new student authorization
ticket
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Purge Cached Test Content

f:ﬁ |_ﬁ| s \/ n:ﬁ t35t1n6 6

1. Go to a proctor caching computer.

2. Open the shortcut to ProtorCache

3. Select the tests tab.

4. Check the box next to the tests to purge.
5

6

7

. Select the purge button.
. Enter the proctor password in the popup windo:
. Repeat these steps on each proctor cachi

omputer.
] ¢
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Packing the Processing Envelope
(Paper Testing)

ACT Test

Site Header

11/24/2020

26



Packing the Cartons

|71 Used and Unused Test Bookets

2 All Alternate Test Forms
(brail

e et oo . s

3 Translated Test Directions

79

11/24/2020

(Online Testina)

Scratch Paper

Student
Authorization
Tickets

Processing Envelope

o0

Packing the Processing Envelope

80

Reporting Schedule

Student
Document Score
Report
Rocipiont Student School
‘Timeline 3-8 weeks
Paper List of
Report Examinees

81

Student

College

3-8 weeks

College
Reportable
Scores

Online
Reports

School,
District,
State

3-8 weeks

Dynamic
Online
Reporting

27
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ACT Contact information

Test Administration Accommodations and Supports

N N
800-553-6244 ext 2800 800-553-6244 ext 1788
ACTDistrictTesting@act.org
E act.org/StateAndDistrict/DistrictTestLateSpring

IACT StateAccoms@act.org

82
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