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Agenda

Our goal today is to review the rosters available for
the Spring 2017 SAT administration.

> Online Attendance Roster

» Nonstandard Administration Report

> Q&A



Roster Tools  Online Attendance Roster
» Used by the Test Center Supervisor

» Used to plan rooms and track students testing on test day

: . « Access online after receiving an email from Educational
Selecting the right roster Testing Service (email.ets.org)

* Only available for SAT
* Not the same as the Roster Report in the K12 Reporting Portal

« Nonstandard Administration Report (NAR)
* Used by the SSD Coordinator

» Used to plan rooms and confirm students approved for
accommodations for test day

« Access online through the SSD Online System
« Available for PSAT 8/9, PSAT 10, and SAT



http:email.ets.org

Roster TOO]_S « The number of students on the online attendance roster and the NAR
should equal the number of students pre-ID'd in the Secure Site.

» Educators can download a Pre-ID Student Report from the Secure Site
(instructions are on the next slide).

Help with PSAT Room Planning » For PSAT test center supervisors, the Pre-ID Student Report can provide a
roster of all students testing. In coordination with the NAR, these lists
can assist in the production of individual room rosters.

« Rosters for PSAT 8/9 and PSAT 10 are for local use only. They are not
returned to the College Board. Therefore, feel free to develop room
rosters in whatever way is convenient for you.



Pre-ID Student
Report

« After pre-identifying students for an
assessment, you can run a report of
students pre-identified for the Test
Cycle or Test Period.

1. Log in to the Secure Site.

2. From the menu at the top, select the Assessment Registration, Pre ID, and
then Pre-ID Student Report.

3. Select the ISD and District from the drop down boxes. If you do not have
“district level” access, you will be required to select a school or your school
may already be prepopulated based on your access.

4. Select the test period from the Test Period dropdown OR select the test
cycle from the Test Cycle drop down.
a. Test Cycles are the individual assessments, for example M-STEP.
b. Test Periods are:

*SAT, M-STEP and MI-Access test cycles are in the “Spring” test
period.

*PSAT 9 and 10 are in “Spring PSAT" test period.

5. Click the Search button at the bottom right. A list of students pre-
identified for the selected Test Period or Test Cycle selected will be
displayed.

6. Once the report is displayed, you can review it on the screen, you can use
the Print button at the bottom right to print it or use the Download button
also located at the bottom right to download into a spreadsheet.



Online
Attendance

Roster

For the Test Center Supervisor




Online Attendance «  The online attendance roster will be used by the SAT

Test Center Supervisor
Roster SHUPEIVISOT |

«  Students will test with either purple or pink test books
For Test Center Supervisors «  Students that appear on the roster will test on either the

initial test date or the makeup test date.

«  The students that will appear on the Online Attendance
Roster include:

. Standard Room: students testing without accommodations

. Nonstandard room: students testing with accommodations
such as extra/extended breaks or 50% extended time (math
only), 50% extended time (essay only), small group, four-
function calculator, permission to test blood sugar, etc.



Before Test Day Use the roster to:

« Refine the number of testing rooms needed, especially for
nonstandard test-takers.

« Check your testing materials when you receive them to
make sure that sufficient materials have been sent and no
damage has occurred.



ACCGSSing the « Look for the SAT School Day — Online Roster Access email
Roster from Educational Testing Service (ETS)

- Sign up as a new user

Look for the roster

notification email Sign Into Your Account

Returning User New User

Submit Vouchar onling
Add naw staffonline

Uger Nama. -
.
= Access training matenial and updates
.
L

Forgot Liser hame

Fassworn: Submit cormment form anline
Forgot Password Submit Test Center Wastar Form (Teai Ganier Superisars oniy
1 apgree that Twill only use the Superisors Websita Tor tha
explicit punpose of submiting legifimate honoraria and
lzgiimate expense reimaoursement information for a test m
thatwaz adminiztered and supervisad oy me | agree that | t

am solely responainle for ary breach of my abligations
listed abdwe and for the Cons equenca s afany such broach
| apree and understand that | am respan sible for
maintzining the corfidentiality of the irformabion in my
accountwhen accessing the Supsenisor's Website.

Salect Sign Up

Failure to adhera to thase guidaline & or subsmission of
false or frau dulant infarmati on Tor hanoraria and EXpanse
reimburs ement may cause ETS to cease fouse my
zerices, revoke access to my account and tzke all
apgroprigte |2gal st2ps againsi me




Create Your
Account

* Provide information to create your account.
» Select Service Provider Supervisor as role

Create Your Account

* Requiredfizld * Firsiof GvenMHama:
[iddla Initial;

* Lasior Family Hame:

* E-mail dddrsss-

E)

*

SIGH N | CONTALCT

Test Center Supervisor

Assign Ra. select Service Provider Supervisor role from
Seizet 2ll progreme dropdown menu.

* Required feh
2. select Assign.
Program ] A ned Test Center
CRE®  Select [=]
Fraxis™ | Seled |E| !
SATE Select [=] 2zsion
TOEFLE | Select [=] Assign

Cancel

Contnue

Complete fields, then select Continue.

* Date of Birth: morth |- Day[=]

Canfirmation will Be e-mailed o s address Add @ets org o your

addrase book or safe e-mall list

Do nof incdude special Characers of Spaces

Cra not indu de spacial charadars or spaces

55 of all indVwiduals, and Wa resDect those (nieresls Wen Wwe Coilscl 3nd Drocoess parsnnal

=D




Create Your
Account

« Enter your 5-digit test center
number.

SIGHIN | CONTALCT

(E@ Test Center Supervisor

]
Add SAT® Test Center

Tesi Canler:

Enter your Test Center Number, then select Add.

SIGHIN | CONTACT

(ETS) Test Center Supervisor

e
Add SAT® Test Center

Tesi Center m
Continue adding centers, as

needed.
[ Remove |

Once complete, select Continue,

11111

11



Create Your
Account

« Create your user name and
password.

 You'll receive an on-screen
confirmation that your account
was created.

* You will also receive two emails:

* One to confirm ETS has
received your account
information and request for
access

* One to confirm you have
access to the roster

(@ Test Center Supervisor

SIGH IH CONTACT

User Name and Password

* Required feld = Uszar Mame:

* Password

* Rae-antar Pasewand

Uzer namea mu sl be betwesn & and 16 characiers (lefers
andor nUMBers an iy

Password must be bebyeen 3 and 16 characters, and
include an uppercase letier (4-2), alowercase letter |z-z), 2
numger [0-8), and 3 special character (| @ # § % &7 - _

+=T

ITyou Torget pour user name o paseward, vou will be asked o respond Lo your security quastion Lo varify pour identity.

Selact a guestion and answer belaw.

© Sacurly Queston. | Selsa [-]

© SECUrty Answer:

Multiple users cannot have the same User
Mame. Ifyou select a User Name already
inuse, you will get an error message and
have to select a new User Name. Once all
the fields have been completed, select
Submit,
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LOgiIl to Access - Select SAT as the Program
the RO ster ¢ Choose View SAT Test Center Rosters

Welcome, John Smith (Service Provider Supervisor]) SIGH OUT | HOME | CONTACT

(E/@ Test Center Supervisor

Home

* Select Program: | SAT W

_ View SAT@ Test Center Rosters Important Updates

Supenisor's Comment Form

Important Information (Updates/Training/Manuals)
Once logged in, this screen will appear.

Change My Profile

Change Password or Securty Question
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Access the Roster  Select your School Day Test Center Number
 Enter the month and year of your test 042017 (April 2017)

SAT® Online Roster

* Required field

* (Center Mumber 44140 |E|
* TESt Datel:r'.'”'.ﬂ‘lnr‘r'f} .1020.15

Example: 102014

Check this box to display a Make-up roster [

Back To Home




Access the Roster « Choose Attendance Rosters

SOAR Options Menu

A\ Important Message

It may take over a minute to process the attendance roster information for larger test centers.
Please click an the SUBWIT buttan only one time. Clicking on the SUBMIT button mare than once may delay the processing of your attendance roster.

The roster will fruncate Last and First names that are longer than 15 and 12 characters, respectively. Match all the displayed characters an the roster to the
admission ticket and photo D,

Please select an option to proceed:

i) Test Center Information

— ) Attendance Rosters

() Center Summary

Important Updates/Training Materials/Supervisor Manuals

Check another Test Centerf/Admin Date

15



Summary of
Rosters

You'll have access to the
standard and non-standard
rosters

* Summary
* Detalil

There is no separate “makeup”
roster. You must track which
students missed the initial
administration to create a roster
for makeup testing.

ALL ROSTERS Octobar 19, 2016
Test Conter Numbes: §T034

SAT
ucap Typac A1)
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oul o the masy of chach in, plemia indicstn by makieg an K s e “Opt inio ey § iyt Oult 08 Bisay™ colurma.

Exyebied § Flawar Depstew | PP’ | Qe | 8 || Phma | Age2h | Veely | Weely | Hgh | O
s [ Fin T o=t L | @ e e [ i Aadran =22 e
| T4 Enfry | teth | = 1 | Lt 0 | | Bigiost | s

Enaay
| :

Borritaasilaid Ademis i atoon
SAT

Foicmp Typ=a: T1]

BEITE - Tt ekt weithoi chid wiivos Dofcesi T ppes @il Baie ti-itind i o iliimos o Do i, Dietd Lkt W0ai dilietibiit Cotitasp Tpfnbrk il ol B St by thels s roaai, ilbitas e il iy resdid, H 5 0o 18l r ©hediebaiel 10 O b ool
] oo [ha rwrisry @l et in plessie ireiicate bp making e X bn tee “Opl inis Esaay | Ot Out O Eisay” cobums,

Srveigra's Nama [ Pepratss | PPwiem! | Dws 5 Paaa | A2l || Vel | ey | Heh Dot
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F
Nocatandard Admunnt ation
SAT

Group Type: 759
L1 = 20% extonded e

NOTE: Teat takens within the same Croup Type munt Be tested In the same rocenie). Test taken om difecent Cooup Types must not Bo seated in the same room, sndem pecifically noted. If a test taker cAOCNs to Opt i o
ot of the assay ot check in, pleass ndicase by making an X in the "Opt Into Essay | Opt Out OF Dssay™ colwmn
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Summary View « The summary includes a “Group Type” to help you
determine how many types of rooms you need to plan for,

as well as the number of test-takers for each type.

SAT 3’ 0 Al

SAT with Essay 0 0

SAT Subject Tests 0

SAT - No extra ime or breaks
Approved for small group, test blood sugar, elc

SAT - Extended Time (ncludes extra breaks) 2 ¢ 5
Not approved for extended breaks

SAT - Extended Time in Math only : 6 -
Not approved for extended breaks

SAT - Extended Time in Math only and Extended

Breaks
17



Marking the Roster

you.

 Later, when consolidating rosters, write the letter “A” next
to absent students.

Write the letter “P” next to each student who is present.
« Check the “Verify ID” column if the student is unknown to

* For a student that does not appear on the roster, pre-ID the

student in the Secure Site, and write the student’s name,
date of birth, address and phone nhumber at the bottom of
the roster and check the appropriate columns.

Student's Name 'Registr
ation
Last First M. :NUTbe
L.
1 |COHEN SAYAK | [00428
* ’ 32848
2 |HULETT [NICHOLA |H 00428 |
2 S 32844

P-
Presen
t/
A-
Absent
{
X-No
Entry

Date 'S
Oof e
Birth | x

05/11/ [M
2001

10/02/ (M

1929

Photo | Age Verif Verif | High | Opt

Requi | 21 | y |y [Scho | Out
red and ID Adm | ol | Of
Over | in |Code Essay
Tick
et
N [N 10000 |
03
N | N 1444 |
30

18



Marking the Roster

Associate Supervisor's Responsibility

* In the non-standard rooms, the associate supervisor must

« annotate the Roster to include all accommodations
used by each test-taker.

 add any approved accommodations other than those
listed, specify the accommodation if provided to the
student

« note his or her own name on the Roster,

* make copies of the nonstandard pages of the Roster,
and give them to the supervisor for return in the gray
envelope.
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Decoding Non- .
standard -

Other assistance — SSD staff will confirm

Auditory amplification

Students with any of these accommodations must be tested in the nonstandard testing room.
Extended-time accommodations are applied depending on the test taken.

Accommodations

Code

Accommodation

039
040
068

063

Extended breaks
Extra breaks
Permission to test

Small group sefttin

Code

Extended Time
Accommodatior]

016

T = 50% extended time

(Group Type: T8)

50% Reading extefmaking an X In the "Opt Into Essay / Opt Out Of Essay" column.

NOTE: Test takers within thg same Group Type must be tested in the same room(s), Test
takers from different Group Types must not be seated In the same room, unless specifically
oted. If a test taker chooses to opt In or out of the essay at check In, please indicate by

Note — some students may
receive extended time on the
entire test or, on specific
sections. The roster and

decoder will indicate this =

ume
mast v Student's Name Registr] P- | Date slpno Age | Verif] Venf| High | Opt
ation |Prese| Of |e|Requil 21| ¥ | ¥ |Scho| Into
Last First  |MNumberd nv | Buth | x| red [and | 1D |Admi of |Essay
A- OQver; n |Code
Absent] Tick
! et
X-No
Entry
1 ISNOWDEN RICHARD| 004283 05/13/|M| N | N 4721
ET Has 4497 1997 10
ccommodations;
T=MATH ONLY
39,018
Time
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Best Practices

Your roster is an important record-
keeping document

« Download your roster in Excel or PDF format.

« Use excel to create room rosters for each associate
supervisor.

« Use the Roster to finalize room planning

« The Summary View is divided into Groups with
Standard testing and Nonstandard testing.

- The Summary View displays total registrants by “Group
Type". Registrants within the same group may test in
the same room and are displayed together on the
Online Attendance Roster.

* You can't test different group types in the same room.

* |dentify any students who did not test so you can prepare
your roster of students for makeup testing. You should
submit a makeup material request for these students.

« Keep your annotated copy on file for 6 months following
the test.

21



Students Who Do
Not Appear on the
Roster

Work with the SSD Coordinator to
account for all students.

- Be aware that some students may not appear on your
rosters on test day. If you have enough materials:

 assign them to the standard room or the appropriate non-
standard room based on their approved accommodation
request in SSD Online.

« manually add them to the appropriate roster.

* |If there are not enough materials, you will need to request
materials when you receive the email regarding makeup
materials.

22



Nonstandard
Administration

Report

For the SSD Coordinator




Nonstandard
Administration
Report (NAR)

For the SSD Coordinator

« SSD Coordinators are responsible for testing students with
school-based accommodations.

* The students that will appear on the Nonstandard
Administration Roster (NAR) include:
 Students testing with approved accommodations such as

100% extended time, Braille, MP3 Audio, Assistive Technology
Format.

« A NAR is available for download on SSD Online.

« Students appearing on this roster will be tested in either the
blue room(s) for college-reportable or the lime-green room(s)
for non-college reportable.

* The roster provides the approved accommodations for each
student.

« SSD Coordinators will be asked to complete attendance
information for each tester and return with their testing
materials.

« Use the NAR to plan testing as well as to officially record
attendance and accommodations received on test day.

24



Accessing the NAR > Login to: www.collegeboard.org/ssdonline

> Choose to Create Nonstandard Administration Report

Evtandad Broabe Bogdinn A0 (fimg gred 40970

6 CollegeBoard My Account | Logout

Services for Students with Disabilities

DEShbDHrd Helpful Links: About the Process | Test Dates and Deadlines | SSD Forms | FAQ

43 Students [25perpage v| 4 b Create Eligibility Roster  Submit Accommaodations Request
Go To State-Allowed Accommodation Daghboard = Create Monstandard Administration Report =

How to complete MARs =

Clear 2l S—
Namowby: | AlCode [ALLAI v] || Al Ststuses ~ || All Accommodstions ~ | | All Detes + | Bupaq  Enfer Studenf Name or SSD Number Q

[ Cnly show students with pending Applications * fecommodations that were provided but not requested
Status - @ Student Submitted Received — Mext SAT
Registration
TING @ Swift, Taylor (#0007025238) oemons~ 27 Out
DOCUMENTATION Requested: Extendad Bresks <oe

Student also confirmed with State-Allowed Accommodations

o Sparimlks, Joramlks (#0007025145) ormions = 07 Ot 24 Oct
IR Requested: Exira Bresks Setween Test Sections, Enfarged (Large Block) snswer shest (No 2016 2018
bubbles/not scanned), Preferential sesting, 4-Function Calculstor, Auditory Amplification F FM System,
Breaks As Meeded, Computer (Word Processor ONLY for essays ONLY), Reading +50% (fime and 1/2)
Documentation: Rleceived 2 Pages on 24 Oct 2015
Gasdf, Sfaslkj (#0007024489) ormons~ 20 Mar 20 Mar
e Requested: Exira Bresks Between Test Sections, Mathemstics| Calculations +100% (double time), 206 2018
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NAR Summary
Report

Work with the Test Center Supervisor
to account for all students.

* Use the summary report to check
that all students appear with
approved accommodations.

 If a student is missing from the
Online Attendance Roster or the
NAR, contact the SSD Office for
assistance.

« Use the summary report for initial
room planning.

 Students requiring different
testing schedules must be tested
in separate rooms.

SAT Specific Test Date — School Day Test Version

SAT Specific Test Date — School Day Test Version (Summary Roster)

2012 SAT® Nonstandard
Administration Report

Date Generated: Mar 8, 2012
School Code: 342027
School Name: FIRST FLIGHT HIGH SCHOOL

100 Veteran Drive, Kill Devil Hills, NC 27948, US

Test Date: Mar 10, 2012

The following is a summary roster of students testing with College Board approved accommodations. Detailed Nonstandard
Administration Reports for each student are available in the following pages. and listed in the same order as in the tables below.

e The students listed below are grouped by the test type for which they are registered (SAT test and SAT with Essay test and
their approved accommodations are indicated. On test day students taking different types of tests (SAT test and SAT with
Essay test) must test in separate rooms.

e Additionally, students whose accommodations require different testing schedule (e.g. extended time vs extra breaks vs
standard timing) should test in separate rooms to minimize distractions during testing.

SAT
LAST NAME FIRST NAME SSD# Accommodations
CONNELLY KATY #0004118359
FERRELL GABRIELLA #0007156089
GUY FIERY #0007156098
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NAR Detail Report

« Organize the detailed reports for
each student by testing room.

* On test day, complete the “Test
Administration Start/End Date”
lines.

« Check each accommodation that
is utilized.

* Return the NAR and used answer
sheets in the gray envelope.

2014 SAT® Nonstandard Administration Report (NAR)

Date Generated: August 08, 2014

School Code: 331485

School Name: CORINTH HIGH SCHOOL
105 OAK ST

CORINTH , NY,12822-1203 , US
Test Date:

De Troye, Leah (#0007205037)

DOB: April 24, 1997 Gender: Female Test Administration Start Date:

__ Check here if student was absent Test Administration End Date:

Test Information

Approved Accommodations: Please check all accommodations used by student.

___Reading +100% (double time): The student is approved for extended time in reading, Because all test sections include reading, the student
will be permitted the approved amount of extended time for the entire test.

___ Mathematical Calculations +100% (double time)

___ Writing +100% (double time)

Comments:
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NAR - State
Allowed
Accommodations

Summary Report

 Like the College Board
Accommodations, use the
summary report to verify all
students are included.

« Students with state-allowed
accommodations must be tested
in separate rooms.

SAT Specific Test Date — School Day Test Version with State-Allowed

Accommodations (SAA)
SAT Specific Test Date — School Day Test Version with SAA (Summary Roster)

2012 SAT® Nonstandard
Administration Report for State-Allowed Accommodations

Date Generated: Apr 8, 2012
School Code: 342027
School Name: FIRST FLIGHT HIGH SCHOOL

100 Veteran Drive, Kill Devil Hills, NC 27948, US
Test Date: Apr 11, 2012

The following is a summary roster of students testing with State-Allowed Accommodations. Detailed Nonstandard Administration
Reports for each student are available in the following pages.

Please note that students testing with State-Allowed Accommodations will not receive reportable scores.
Add some instructional text here.

SAT

LAST NAME FIRST NAME SSD# Accommodations
CONNELLY KATY #0004118359
FERRELL GABRIELLA #0007156089
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2012 SAT® Nonstandard
- t a t e Administration Report for State-Allowed Accommodations
All O W e d Date Generated: Apr 8, 2012
Q C C Ommo d ation S School Code: 342027 __Check here if student tested with Essay

School Name: FIRST FLIGHT HIGH SCHOOL
100 Veteran Drive, Kill Devil Hills, NC 27948, US

Detail Report
Test Date: Apr 11, 2012
« Organize the detailed reports for
eaCh StUdent by teStIng room. Rosenberg, Allyson (#0007156089)
® On teSt day, Complete the "TeSt DOB: November 22, 1995 Gender: Female Test Administration Start Date:
AdmInIStratlon Start/End Date" ____ Check here if student was absent Test Administration End Date:
lines. :
Test Information
« Check each accommodation that ST

is utilized.

Approved Accommodations: Please check all accommodations used by student.

* Return the NAR and used answer __ Computer (Word Processor for Essays)
sheets in the gray envelope.

State-Allowed Accommodations: Please check all accommodations used by student.
____Permission for food/medication
____Permission to Test Blood Sugar

Comments:
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Best Practices

Your roster is an important record-
keeping document

« Review the NAR several weeks ahead of time so you can
allocate rooms between groups.

« Students testing with different schedules should be tested in
separate rooms.

« Students testing with state allowed accommodations must be
tested in separate rooms.

« Check the NAR again as close to the test date as possible,
for updates. Contact the SSD office if any information is
incorrect or if any students’ names are missing.

 Print the NAR for test day. Mark students as present or
absent and annotate the NAR confirming the
accommodations used by students.

 After the administration, make a copy of the NAR for your
files and return one copy of the completed NAR with used
answer sheets.

« Keep your annotated copy on file for 6 months following
the test.
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Changing Students - Students vzlth have last-minute approval for
to Nonstandard or accommodations

- Students may need to change from a standard testing

Standard Testing room to a nonstandard testing room.

 If you have enough books, and the student doesn't
need an alternate format of the exam, you can move
the student to the nonstandard testing room.

« A student who opts not to use his or her approved
accommodation must provide a written note signed by the
student’s parent or guardian. The note must be included
with a completed SIR when returning test materials.

« Mark student absent on standard roster, and add him or
her to the nonstandard roster.

31



ReVieWing Rosters «  What if my roster is missing students?

- - . « For any student who does not appear and for whom you did not
& FlIlathng receive a pre-ID label, you must pre-ID the student in the Secure Site
R and locally print a label.
00INs « For any student who does not appear on the online attendance roster

and you did receive a pre-ID label, check with SSD Coordinator to
ensure they are on the NAR.
«  What if my roster has students | don't expect?
» For students who appear but will not test at your school, identify the
reason on the roster (e.g., no longer enrolled).
* Roster Questions?

« Contact the Michigan Educator Hotline at 866-870-3127 or email
michiganadministratorsupport@collegeboard.org

32
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Thank

You!
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