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Principal Online School Information Form 
 
 
Introduction 
 
The Principal Online School Information Form collects important information 
about your high school so that it can be established as an ACT State Testing site.  
You will be asked to provide details about your high school.  You will also be 
asked to appoint Testing Staff (Test Supervisor, Back-up Test Supervisor, and 
Test Accommodations Coordinator).  Be sure to gather the following information 
before completing the form:  testing staff names, titles, phone numbers, and 
e-mail addresses.  This information is required. 
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1. Security warning message option 
 
When using the online registration website, you may receive a Windows Internet 
Explorer Security Warning pop-up message similar to the one displayed below.  
You can follow the steps provided in this section to disable the pop-up message 
from displaying when working in your account.   
 
If you are unable to perform these steps for any reason, you may simply ignore 
the message and click “Yes” to bypass the message.  Note: This message may 
pop up multiple times. 
 

 
 
 
To disable the Security Warning 
 
In Internet Explorer, Select “Tools” and “Internet Options” from the menu bar. 
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On the “Security” tab click “Trusted Sites” and “Sites…” 
 

 
 
 
Type https://testregistration.org under “Add this Web site to the zone:” and 
click “Add.”  Click “OK” in the Test sites window then click “OK” in the Internet 
Options window. 
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2. Receive e-mail from act.org 
 
When your user account becomes available, you will receive an e-mail from ACT 
that contains important information for using the online application. 
 
Read the e-mail carefully and save it for your records. 
 
A sample e-mail is provided below: 
  

 
Dear Person First Name: 

You have been set up as a user of the ACT State Testing online system for the 
purpose of establishing your school as a test site for the Spring 2010 test 
administration. 

As you complete your online school information form, you will be asked to appoint 
qualified individuals to serve as Test Supervisor, Back-up Test Supervisor, and Test 
Accommodations Coordinator for your school. You will be receiving a packet of 
establishment information from ACT via FedEx.  Please refer to the following 
documents in this packet before appointing your testing staff - Standard Testing 
Requirements, Test Administration Policies for the ACT State Testing, and 
Qualifications and Responsibilities.  Also included is a copy of the ACT State Testing 
Online Tutorial to assist you in completing your online profile information. 

You may access the system at:   

An active URL will be provided in the email sent to you 

Your User ID is: Person Username 

Your Password is: Person Password 

Please save this email for future reference until you have completed and submitted 
your form. If you forget your password, you can click on the "Forgot User ID or 
Password?" link on the login page. 

Please submit your school information form by (deadline). After the deadline, the 
testing staff you appoint will receive a similar email, instructing them to log in to the 
online system and submit their personal information. 

 
Thank you, 

ACT State Testing 
800/553-6244 x2870 
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3. Navigate to the URL 
 
The e-mail from ACT contains a link to the online application. 
 
To navigate to the URL, either click the link in the e-mail or copy the link from 
the e-mail and paste it in to your web browser. 
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4. Log in to the application 
 
Enter your User ID and Password to log in to the application.  It is recommended 
that you copy and paste your user name and password directly from the e-mail 
to ensure it is entered correctly.   
 
If you have forgotten your User ID or Password, use the “Forgot User ID or 
Password” link to retrieve this information (see the section at the end of this 
tutorial for details on retrieving your User ID or Password). 
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5. Update and submit account information 
 
Fill in any missing account information or update any incorrect information.  
Required data are indicated with asterisks (*).  All required fields must be 
entered.  When you are finished, click “Save Changes.” 
 
If corrections need to be made to High School Name, ACT High School Code, 
State Key, First Name or Last Name, please contact 800/553-6244 ext. 2870 for 
assistance.   
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6. Set up security question / change password 
 
You must set up a security question for your account in order to enable the 
“Forgot User ID or Password” feature. 
 
Click on the “Change Password” option. 

 

 
 
From this screen you can change your password and/or set up a security 
question. The security question will enable you to retrieve your user ID or 
password if it is forgotten. 
 

 
 
Select a question from the drop-down menu and type in the answer in the space 
below.  When completed, click “Save Changes.” 
 
For instructions on retrieving a lost user ID or password, please see 
Section 12 of this tutorial. 
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7. Launch the Principal School Information Form 
 
From the Home page, click the “Launch” button to open the School Information 
form. 
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8. Enter requested information 
 
Enter your information into the forms.  Required data are indicated with asterisks 
(*).  Data must be entered as is provided in the examples.  There are three 
sections of the form – School Information, Appointment of Testing Staff, 
and Certification and Release.  Use the buttons at the bottom of the page to 
move back and forth between the sections.   
 
 
A portion of the School Information form: 
 

 
 
 
A portion of the Appointment of Testing Staff form: 
 

 

Principal Online Tutorial  Page 9   



9. Review completed form 
 
Once you have completed your profile, select “Go to Submit” on the 
Certification and Release form in order to review your information. 
 

 
 
The next page will allow you to review the data you have entered and edit your 
information prior to submission by clicking the “Edit” button next to the title of 
the section you wish to make changes to. 
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10. Submit completed form 
 
You must click “Submit” in order to complete the form.   
 
Once you have submitted your form, you will not be able to update your 
information.  Contact Services for State Testing online support at 800/553-6244, 
ext. 2870 if you need to make changes to data you have submitted. 
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11. Print completed form for your records 
 
After submitting your form, select the option to “Review / Print Your Application” 
in the left navigation bar then click on the “Printer-Friendly Version” link to print 
a copy of your form for your files. 
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12. Retrieve forgotten User ID or Password 
 
To use this feature, you must have a security question set up – see Section 6 for 
details. 
 
Click “Forgot User ID or Password” on the login screen. 
 

 
 
 
If you have forgotten your Password 
 
Enter your User ID and click “Continue.” 
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Enter the answer to your security question and click “Continue.” 
 

 
 
Your password will be sent to your email address. 
 

 
 
 
If you have forgotten your User ID 
 
Enter your email address and click “Continue.”  Your User ID will be sent to your 
email address. 
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