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Fall 2021 SAT Suite Planning Steps 

1. Choose Dates for administrations for grades 9-12 
2. Survey Students on participation in testing 
3. Finalize plan based on grade level volumes from survey 
4. Order Tests based on survey results (10% overage) 
5. Administer tests – offsite testing permitted, with Pre-Admin session 

at school 
6. Return Materials – follow directions! 
7. Record student demographic information for invoice procedure 
8. Complete invoice procedure with fee waivers for grade 11 and fee 

reductions for grade 12. 
9. Ensure that eligible 11th and 12th grade students understand and 

accept fee waiver/reduction benefits in College Board Accounts 



  
  

 

    
  

 
  

 
 

  
   

    

Fall PSAT and SAT Testing 
⮚Fall 2021 Testing 

⮚ Recent legislation signed by the Governor 
contains language that requires districts to 
make available the PSAT 8/9 for grade 9, 
PSAT/NMSQT for grades 10 and 11, and SAT for 
grade 12 in Fall 2021. 

⮚ Students who were unable to take the 
assessment in Spring 2021 are eligible to take 
the applicable fall assessment. 

⮚ Students who took a College Board assessment 
in Spring 2021 and request to take the test 
again are eligible to take the applicable fall 
assessment. 

⮚ The SAT Essay is not available in Fall 2021. 
⮚ Schools must order assessments in the College 

Board test ordering site for Fall 2021 testing. 



  
 

  

 

Fall, 2021 Test Dates 
Assessment Initial Test Date/Window Alternate Test Date 

PSAT 8/9 for grade 8 
*District expense for grade 8 

Begins Sept. 20 - December 

PSAT 8/9 for grade 9 
*MDE will cover dates through 
10/29/2021 

Begins Sept. 20 – October 29 

PSAT/NMSQT 
*MDE will cover Saturday 
administration only if the school also 
offers a school day option 

Wednesday, October 13 
Saturday, October 16 

Tuesday, October 26 

SAT (no essay) Wednesday, October 13 Thursday, October 28 

**The deadline to order and/or make changes to all SAT and 
PSAT/NMSQT orders is September 15. 



 
 

  
  

PSAT/NMSQT Administrations 
Expanding Opportunities 

Primary 
Administration 

Wednesday, 
October 13 

Saturday 
Administration 

Saturday, 
October 16 

*MDE will support Saturday 
administration ONLY if the 

school also offers a school day 
option 

Alternate 
Administration 

Tuesday, 
October 26 
This offering of the 

PSAT/NMSQT will include 
National Merit® eligibility. 



 
 
 

   
 

     

   

   
   

   
 

SAT School Day Administrations 
Expanding Opportunities 

October 13, 2021 
October 28, 2021 

March 2, 2022 
March 23, 2022 
April 13, 2022 
April 26, 2022 

To see international SAT test dates, 
visit: 
https://collegereadiness.collegeboard. 
org/sat/register/international 

October School Day SAT 
administrations do NOT 
count for accountability 
purposes. All students who 
are in 11th grade in Spring 
2022 must take the SAT with 
Essay as a part of the MME. 

*School Day test administrations are in the U.S. only. October 28 will serve 
as both a primary and the alternate test date for October 13. 
**March 2 and 23 are not supported by MDE 

https://collegereadiness.collegeboard.org/sat/register/international


Option to Test 
Across Multiple 
Dates 
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Multiple Administration Dates–SAT School Day 
Up to 2 opportunities to administer 

October  13 
October 

28 

Schools can order for either SAT® School Day 
administration or for both administrations. 



    

 

  
 

  
 

Multiple Administration Dates–SAT School Day 
Examples of 3 different multi-administration testing plans 

Date School A (250 students) School B (250 students) School C (250 students) 

October 13 All 250 students 100 students 200 students 

October 28 Make up testing only 
150 students and make up 

testing for the 100 
previously tested students 

50 students and make up testing for 
the 200 students previously tested. 



 

      

    

 

Multiple Administration Dates–PSAT/NMSQT 
Examples of 3 different multi-administration testing plans 

Date School A (250 students) School B (250 students) School C (250 students) 

Wednesday October 13 125 students test None None 

Saturday October 16 None 50 students test None 

Tuesday, October 26 125 students test 200 students test 250 student test 

Remember, MDE will cover the Saturday 
administration only if the school also offers a 

school day option. 



 
 

  
 

 

 

 

 

 

 
  

 

SAT Fee Waiver Benefits 

Free Tests and Free 
Feedback 

• 2 free SAT tests 
• 2 free Question-and-

Answer Service (QAS) or 
Student Answer Service 
(SAS) reports 

College Application 
Benefits 

• Unlimited score reports to 
send to colleges 

• Waived application fee at 
participating colleges 

• Free College Scholarship 
Service (CSS) Profile™ 
applications 

Other Benefits 

• Fee reductions for score 
verification reports 

• No non-U.S. regional fees 
for free tests 

• No late registration fees for 
free tests 



 

  
 

   
 

 

 
    

 
 

  

Who is Eligible for Fee Waiver Benefits? 

Students are eligible for fee waivers 
benefits if they: 

1 

2 

3 

Are enrolled in or eligible to participate in 
Are in a family that receives public 

the National School Lunch Program 
assistance 

(NSLP) 

Have an annual family income that falls 
within the Income Eligibility Guidelines 

4

5

6 

Live in federally subsidized public 
housing or a foster home or are  homeless set by the USDA Food and Nutrition 

Service 

Are enrolled in a federal, state, or local 
program that aids students from low-

Are a ward of the state or an orphan 
income families (e.g., Federal TRIO 
programs such as Upward Bound) 

https://www.fns.usda.gov/school-meals/income-eligibility-guidelines


 

    
 

   

 

 
  

    

       
 

 

 

Student Search Service 
Taking just one step opens a world of opportunities for students 

• Search is the way thousands of colleges and scholarships connect with more than 5 
million students. 

• Students and families are in the driver’s seat when they use Search. 

• Students who connect with colleges through Student Search Service are 25% more 
likely to enroll in a 4-year colleges than similar students who aren’t contacted through 
Search. 

• Students who connect with colleges through Student Search Service are 31% more 
likely to graduate in four years than similar students who aren’t contacted through 
Search. 

• Michigan requires schools to collect parental consent to participate in Student Search 
Service if the student participates as part of a state sponsored administration. 

• The Michigan Department of Education provides schools with a form that can be used 
to collect parental consent – available here:  
https://www.michigan.gov/documents/mde/SAT_Suite_of_Assessments_Participation 
_in_College_Planning_Options_Consent_Form_717790_7.pdf 
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Help Your Students Participate 
Your students can follow these easy steps to start connecting with colleges: 

1 

2 

3 

4 

Visit cb.org/studentsearch 

Log in or create an account by clicking Sign In on the top 
navigation 

At the top of the page, students will be able to see if they are 
currently participating. If they are not, click the yellow button to join 

Students who are already participating, can click the yellow button 
to update their information and preferences 

https://cb.org/studentsearch


  

Obtaining 
Access to the 
Test Ordering 
System: TOS 

Referenced as TEST ORDERING when you log in 
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Obtaining 
Access to TOS 
• You will first need a College Board 

Professional Account. 

• Go to www.collegeboard.org and 
sign up for one if you do not 
currently have an account. 

• Once you log in to your account, you 
will have access to your My Tools and 
Services Dashboard. 

• Dashboards will look different 
based on the tools and services 
one has access to. 

• You have access to TOS if you have 
Test Ordering listed on your 
Dashboard. 

http://www.collegeboard.org/


 
  

  

  

Obtaining 
Access to TOS 
• If you do not have access to 

TOS, scroll down to the bottom 
of the page under Add 
Additional Tools and Services 

• Click K-12 to expand the 
selection 

• Click Get Access next to Test 
Ordering 



  

  
  

 
  

   

 

 
  

Obtaining 
Access to TOS 
• A one-time access code is required. 

- If you did not receive or do not have 
access to the email, contact PSAT 
Services 

• Identify your professional organization 
and include the access code. Then click 
Add. 

• Make sure to use the professional 
organization name exactly as listed 
from the access code email. 

• Return to your Dashboard and you 
should now see Test Ordering as an 
option. 



Changing 
Contact 
Information in 
TOS 
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Changing 
Contact 
Information 

• To make changes to current 
information in TOS: 

• Login and access TOS. 

• Find your school name in the 
upper-right hand corner and 
click on the “v” to expand the 
selection. 

• To change the information, click 
View Profile 



Changing 
Contact 
Information 

• Click Edit. 

• You can only change names, 
email, and phone numbers of 
contacts. 

• School addresses cannot be 
changed on this page. 

• If you need to change the 
school address contact 866-
870-3127 ASAP. 

ABCDEF 

123 MAIN STREET 

ANYTOWN, MI 12345 

SAMPLE 

123456 

SAMPLE 

SAMPLE 
SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

 
 

 
 

  
  

  

 



  

   

  
  

You Have 
Access! 

When you sign into your College Board 
account, click on ‘My Dashboard’. 

If you see ‘Test Ordering’ – you now have 
access to the Test Ordering System. 

Click on ‘Test Ordering’ and follow the 
steps to order assessments. 



Ordering Tests 



Select the Test 



 

 

Select the date – there will 
be a reminder that you 
should only order SAT 

tests for students in grade 
12 for the fall 



 

  

  

Make sure the Test Coordinator and School Billing 
Coordinator information is correct for your school 

Test Coordinator Name 

Test Coordinator Phone and Email 



Enter the number of standard tests 



Choose I understand if you wish to order 
accommodated tests or 

My test takers don’t need accommodations 





 

Students with 
accommodations 
will be displayed. 
Select VIEW to see 
the 
accommodations 
listed. Select only 
the students who 
will take this test. 



 

The material 
numbers for 
selected 
accommodated 
testers will be 
displayed 



  
  

Test Coordinator Name
Test Coordinator Email

Review and confirm your order 



  
  

Test Coordinator Name
Test Coordinator Email

Ordering PSAT/NMSQT 



  
  

 

Test Coordinator Name
Test Coordinator Email

Select the date for the PSAT/NMSQT 

Remember, MDE  will cover 
the Saturday  

administration only if the 
school also offers a school 

day option. 



  
  

Test Coordinator Name
Test Coordinator Email

You may also order tests for the alternative 
date with a separate order 



  
  

Test Coordinator Name
Test Coordinator Email

Update or enter school information 



Enter the number of standard tests 



Choose I understand if you wish to order 
accommodated tests or 

My test takers don’t need accommodations 



 

Students with 
accommodations 
will be displayed. 
Select VIEW to see 
the 
accommodations 
listed. Select only 
the students who 
will take this test. 



 

The material 
numbers for 
selected 
accommodated 
testers will be 
displayed 



  
  

Test Coordinator Name
Test Coordinator Email

Determine if Additional Services are needed 

MDE  will not cover  
the cost of bulk 

registration.  The fee 
is $100  per school. 



  
  

Test Coordinator Name
Test Coordinator Email

Review and confirm your order 



  
If you log in to order and receive an error message 

Your school needs to apply for a Level 2 AI code 



 

 

There are 2 ways to obtain a Level 2 AI code 

• Fill out a form online at https://aiform.cds-
prod.collegeboard.org/ 

• Download the High School Code Request Form and email it to 
codecontrol@ets.org 

**Either way – there will be a 5 day turnaround time to receive the updated 
or new Level 2 AI code 

https://urldefense.com/v3/__https:/gcc01.safelinks.protection.outlook.com/?url=https*3A*2F*2Faiform.cds-prod.collegeboard.org*2F&data=02*7C01*7CReedS11*40michigan.gov*7Cfbdc2a5c106b4e137b0508d85b12ab0c*7Cd5fb7087377742ad966a892ef47225d1*7C0*7C0*7C637359483028695709&sdata=YkPzlnQ4MvXGXNw6EweMkVLxSA7TSM7gXGWojqVC3m4*3D&reserved=0__;JSUlJSUlJSUlJSUlJQ!!GyOyJ9dp6TEiFg!vld1dB1Z2i2UAvZIdUqYbUG3pl6BrbCC5wLoupJCm0Bp3ZJ5OzVls_Hw8zR5a149EMo$
https://apcentral.collegeboard.org/pdf/high-school-request-form.pdf
mailto:codecontrol@ets.org
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