
Michigan SAT, PSAT 10 and PSAT 8/9 

Spring 2017 Administration 

 
 



 and Spotlight.   

Session Goals 

Our goal today is to share the latest information about the state-

provided SAT and PSAT-related assessments based on the 

information we have at this point.  College Board and MDE will be 

continuing to finalize implementation details and as more information 

becomes available we will share through 

www.collegeboard.org/Michigan

 

Today we’ll: 

+ Provide an overview of SAT, PSAT 10, and PSAT 8/9 

+ Update everyone on changes planned for  2016-17 

+ Give information about what to expect 

+ Respond to questions 

2 

http://www.collegeboard.org/Michigan


Spotlight – Primary Communication Vehicle 

MDE provides an archive of all 

editions of Spotlight 



+ Single phone number for College Board support, (866) 870-3127 

+ Accommodated Testing 

+ Window for testing students who appear on the Non Standard 

Accommodations Report (NAR)  

+ Improved manuals and administration information 

+ Michigan specific testing manual – more information and 

delivered earlier 

+ Rosters for standard and accommodated testers 

 

Highlights 



Spring 2017 High Level Dates 

Activities SAT School Day PSAT 10  PSAT 8/9 

Update EEM with school information 10/3/16 10/3/16 10/3/16 

Provide Non Public School Intent to Test 10/24/16 -11/15/16 10/24/16 -11/15/16 10/24/16 -11/15/16 

Request Offsite Testing Locations 10/15/16-12/15/16 10/15/16-12/15/16 10/15/16-12/15/16 

Pre-ID Window in MDE Secure Site 1/9/17 – 2/15/17 1/9/17 – 2/15/17 1/9/17 – 2/15/17 

Request Accommodations Now – 2/13/17 Now – 2/13/17 Now – 2/13/17  

Complete Test Center Supervisor Training 2/9/16 – 3/29/17 2/9/16 – 3/29/17 2/9/16 – 3/29/17 

Receive Training Materials & Test Manuals  Mid-February Mid-February Mid-February 

Receive Secure Test Materials 3/20/17-3/23/17 3/20/17-3/23/17 3/20/17-3/23/17 

Test Administration 4/11/17 4/11/17 or 4/12/17 4/11/17 or 4/12/17 

Submit request for makeup materials 4/13/17 4/13/17 4/13/17 

Accommodated Testing Window (NAR) 4/11/17 – 4/25/17 4/11/17 – 4/25/17 4/11/17 – 4/25/17 

Makeup Administration 4/25/17 4/25/17 or 4/26/17 4/25/17 or 4/26/17 

Last Date to Return Materials for scoring 4/28/17 4/28/17 4/28/17 
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Activities at a Glance 

Establishment 

Accommodations & 

Pre-ID 

Materials 

Test Day Training 

Test Day 

Practice 

Score Reporting 

Oct - Dec January February March April-May 

• Request Accommodations 

• Review Pre-ID Counts and update 

• Receive Training Kits, Manuals, and SDQs 

• Receive Labels, Answer Sheets, and Test 

Materials 

• Review Manuals 

• Complete Test Day Training 

• Prepare students for Test Day. 

• Receive  & Analyze Results 

• Update EEM 

• Complete Intent to Test (Private Schools) 

• Request Off-site Testing Locations  

• Plan rooms and staffing 

• Test Day 

• Return Materials for Scoring. 



Spring Test Administration – SAT Standard Room 

+ SAT will be the first day of the Michigan Merit Exam for which all 

three days of testing are required for 11th graders 

+ Students testing in a standard room will be required to test on a 

single day.  

+ Primary test day is: April 11, 2017 

+ Makeup test day is: April 25, 2017 
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Spring Test Administration – PSAT 10 & PSAT 8/9 

Standard Room  

+ Michigan 9th and 10th graders testing in a standard room are 

required to test on either April 11, 2017 or April 12, 2017. 

+ Schools can elect to administer the test to 9th graders on one day, 

10th graders on the other day, or test both grades on the same day. 

+ All students in the same grade in the standard testing rooms must 

be tested on the same day.  Schools can choose which date – April 

11 or April 12 – works best for them. 

+ The makeup test day for students in standard testing rooms is:  

April 25, 2017 or April 26, 2017 

+ All student testing must be completed by April 26, 2017 

+ PSAT 8/9 will be state provided for 9th grade only. 

+ Testing schedules for students with accommodations will be 

covered later in this presentation 
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Roles and Responsibilities 

+ Principal – receives general information about test day activities 

 

+ Test Center Supervisor – is responsible for all aspects of the SAT, 

PSAT 10, PSAT 8/9 administration at the school 

 

+ SSD Coordinator – is responsible for overseeing all aspects of the 

SAT, PSAT 10, PSAT 8/9 administration for students testing with 

accommodations 

 

+ Associate Supervisor – is the test administrator in a testing room 

 

+ Proctors – assists the associate supervisor with monitoring 

students in the testing room 

 

+ Hall Proctors– responsible for monitoring the hallways on test day 

 



Roles and Responsibilities at Participating Schools 

+ The Test Center Supervisor (TCS) is responsible for: 

+ All aspects of the School Day administration at a school, including: 

+ Pre-admin activities like test center set-up, planning rooms and 

staff for test day, and receiving and securing test materials. 

+ Everything on test day, including distribution of materials, 

monitoring of all test day activities and staff, packaging and 

returning test materials, and completing Supervisor Irregularity 

Reports (SIR). 

+ TCS may choose to enlist the aid of others at the school to help 

him/her with student data  questionnaire (SDQ) completion and test 

day planning and set-up.   

+ The TCS will remain the main contact and receive all 

communications from the College Board and ETS. 

+ Identifying staff to serve as Associate Supervisors, Proctors and 

Hall Proctors for test day staff support 
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Test Day Roles and Responsibilities at Participating 

Schools 
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+ The Services for Students with Disabilities (SSD) Coordinator 

is responsible for: 

+ Being the school’s liaison with the College Board’s Services for 

Students with Disabilities office. 

+ Submitting accommodation requests for all students who request them 

at his/her school.  

+ Administering the test to students who have a non-standard 

administration of the test and appear on the Non-standard 

Administration Report (NAR). 

+ Schools may have more than one SSD Coordinator, however one 

person will be identified as a primary SSD Coordinator who will receive 

communications from College Board and ETS. 

 



Test Day Roles and Responsibilities 
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+ The Associate Supervisor(s) is responsible for: 

+ Managing all activities that happen in the testing room 

+ Conducting the test and monitor test-takers to ensure a fair 

administration  

 

 

 

 

 

 

 

+ Each room requires one Associate Supervisor 

+ One Associate Supervisor must be designated as the back-up 

for the Test Center Supervisor 



Test Day Roles and Responsibilities 
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+ The Proctor(s) and Hall Monitors are responsible for assisting 

the Test Center and Associate Supervisors. 

 

 

 

 

 

 

 

 

 

+ Proctors help set up the testing area and monitor testing.  

+ Hall Proctors patrol the hallways during testing to make sure the 

testing area remains quiet and secure.  



Establishment Process – Returning Schools 

+ The week of September 19th, MDE will have a page in Secure Site 

where schools can view the current contact information and roles. 

+ Review roles in Educational Entity Master (EEM) by 10/3/16  

+ If changes are required, contact your authorized district EEM user to make 

the updates.  If changes are not needed, no further action is required. 

+ There is only 1 authorized district EEM user.  If you are unsure who this 

person is, you can send a message to them. 

 

 

 

 

 

 

+ College Board will email confirmation of your AI and Test Center 

Codes 

 

 



Educational Entity Master -- EEM 

+ Once assigned, review and update if required the roles in EEM: 

- SAT Test Coordinator (Building)  

- SAT Backup Test Coordinator (Building)  

- SAT Services for Students with Disabilities Coordinator (Building)  

- PSAT 10 Test Coordinator (Building)  

- PSAT 8/9 Test Coordinator (Building) 

- PSAT Backup Coordinator  

- District Assessment Coordinator 

+ MDE sends College Board the names of people responsible for 

testing based on the information in EEM. 

+ If EEM information not accurate, you will NOT receive critical 

testing communications. 

 



Educational Entity Master -- EEM 

+ To view school information that will be provided to College Board,  

go to: https://cepi.state.mi.us/eem/ 

+ Search for your school in the  

EEM-Search window 

+ Click the link for your school. 

  

 

https://cepi.state.mi.us/eem/
https://cepi.state.mi.us/eem/


+ Scroll to the bottom of the page 

 

 

 

 

 

Educational Entity Master -- EEM 

+ Click “Details” next to the name                                                        

to confirm email 

 

 

 

 

 

 



Establishment Process – NEW school 

+ Send information on roles to your district authorized EEM 

Administrator 

+ Add roles in Educational Entity Master (EEM) by 10/3/16 

+ College Board will use the school entity data provided by MDE from 

the Secure Site to verify and/or assign Attending Institution (AI) 

codes to all schools 

 All schools will be notified and provided their AI code by 12/15/16. 

 A test center code will be setup at the same time for the school 

location. 

+ College Board will email confirmation of the AI and Test Center 

Code assigned to the Test Center Supervisor 
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Establishment Process – Offsite Testing Locations 

+ Details and request form will be posted to the Michigan website 

(www.collegeboard.org/Michigan) and shared via Spotlight in 

October.   

+ To request an offsite location, a request and test plan must be 

submitted by 12/15/16 

+ College Board will provide a confirmation to the Test Center 

Supervisor once all offsite locations are established. 
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Establishment Process – Private Schools 

+ Review roles listed in EEM by 10/3/16 

- If you need to make updates, contact Tami Feldpausch at 

nonpublicschools@michigan.gov

+ Using the contact information provided by MDE, College Board will 

send an email to all schools requesting confirmation of their intent 

to participate in MME or PSAT.  

- Confirmation of testing intent is required by 11/15/16 

- To confirm, call (866) 870-3127 (select Option 1) or email 

michiganadministratorsupport@collegeboard.org

- Provide your state assigned District and Building codes, the name of 

your school, and the names of the assessments you wish to administer. 

- If you choose to administer the SAT, you must administer all parts of the 

MME.   

+ College Board will provide a confirmation to the Test Center 

Supervisor. 
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How College Board uses the EEM Data 

+ College Board will use the data in EEM to 

- Send emails with important test-related communications  

- Ship materials to schools 

+ If there is more than one person listed for a role, College Board will 

use the most recent.  

+ If the information listed is correct, then no action is needed.  If the 

information is incorrect, EEM should be updated by the district 

authorized user.  

+ Anytime the identified staff changes during the school year, EEM 

should be updated to reflect the changes. 
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Pre-ID in Secure Site 

 

+ MDE will open the Pre-ID window in Secure Site on 1/9/17 

+ All updates must be complete by 2/15/17 in order to receive pre-

printed labels 

+ Students will be Pre-ID’d based on the fall MSDS general 

collection.  

+ Students who are eligible to test but not required will not be pre-

identified by DAS. 

+ Action required  

+ Login to Secure Site  

+ Update the Pre-ID Student report by unassigning students who 

will not test and adding new students  

 

You will receive materials based on the number of students 

 Pre-ID’d in Secure Site  



Primary Test Date – Test Materials 

+ Do NOT place orders directly with College Board for SAT, PSAT 10, 

or PSAT 8/9 for 9th grade spring materials.  

+ College Board will determine your material order for MDE 

supported assessments based on: 

+ The number of students Pre-Identified (Pre-ID’d) to test 

+ The number of students approved for accommodations via College 

Board’s SSD Online System. 

+ If students are not Pre-ID by 2/15/17, you may not receive enough test 

materials and labels for test day. 
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Primary Test Date – Pre-ID Labels 

+ Labels and answer sheets will be shipped to schools for all students 

Pre-ID’d by the deadline. 

+ Labels and answer sheets will arrive by 3/23/17  

+ Schools will receive a label for each Pre-ID’d student to be affixed to 

the answer sheet and a label for the student data questionnaire. 

+ For any students Pre-ID’d after the deadline, schools will need to 

generate a label locally for the student. 

+ College Board will ship a small overage of test materials to account 

for newly enrolled test takers, typically students who are last minute 

transfers into the school, etc.  

+ All answer sheets MUST have a Pre-ID label in order to be 

processed.  Missing or incorrect labels will delay scoring or make 

scoring not possible.   

+ Be sure the label matches the test taker 

+ A fee may be charged for any answer sheets missing labels 

 

 



Additional Material Order 

+ We will support an additional material order window allowing 

schools to order test materials for students who are newly enrolled 

at the school and were not initially Pre-ID’d during the window. 

+ More details will be available later this fall. 



SAT Makeup Test Date 

+ Students who test in the standard rooms and miss the primary test 

administration should be tested on the Makeup Test Date.  

+ Schools will receive an email with a link to a makeup request survey. 

+ Schools must provide counts of students requiring makeup 

materials by 4/13/17. 

+ Confirm students have been Pre-ID’d in the Secure Site before 

testing and create a Pre-ID label onsite for the answer sheet. 

+ Use the extra blank labels provided to generate labels on site for 

test takers. 

+ Save any student answer sheets with labels from the primary test 

date.  They may be used for the makeup test date.  

+ New SAT test books will be shipped based on the counts, of 

students, provided in the makeup material survey.  

+ Additional answer sheets will also be sent, however you may 

use the answer sheets received with the original shipment. 
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Makeup Test Date PSAT 8/9 and PSAT 10  

+ Students who test in the standard rooms and miss the primary test 

administration should be tested on the Makeup Test Date.   

+ Do NOT return unused materials after the primary test date.  They 

will be used for the makeup test date.   

+ Keep unused and/or test material overages, from the primary 

administration, onsite to be used during the makeup 

administration.   

+ Look for an email reminding them of the makeup date as well as 

instructions for requesting additional materials if needed.  

+ Additional material requests must be completed by 4/13/17. 

+ Save any student answer sheets with labels from the primary test 

date.  They will be used for the makeup test date.  
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Student Data Questionnaires – SAT 

+ Receive Student Data Questionnaires (SDQ) and instruction 

booklets.   

+ SDQ’s and labels for the SDQ’s will arrive by 3/23/17 

+ Distribute instruction booklets to each student 

+ Contains instructions for completing the SDQ. 

+ Contains important information about the SAT, such as Terms and 

Conditions. 

+ While completing the SDQ, students can choose to participate in 

the Student Search Service. 

+ Student Search Service helps connect students with colleges, 

universities, and scholarship opportunities that match up with students’ 

interests and needs. 

+ The SDQ can be completed in pen or pencil. 

+ Return SDQ’s before test day, or include in your used test material 

shipment. 
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Student Data Questionnaire – SAT  
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Administration Timing - SAT 

 

 

 

+ Schools should plan for approximately 5 hours of testing including pre-

administration, testing, and break times.   

+ The standard schedule includes testing room doors closing at 8 a.m. for 

pre-admin activities and testing beginning at 8:30 a.m.   

+ Schools may alter the start time by 30 minutes and therefore close testing 

room doors as early as 7:30 a.m. or as late as 8:30 a.m., and they may start 

testing any time between 8:00 a.m. and 9:00 a.m.  

+ Schools must contact the Michigan Customer Support (866-870-3127) for 

consideration and approval to start earlier or later than these times.  The 

start time applies to standard test takers as well as accommodated test 

takers in both the primary and make up administrations.  

+ Schools must complete testing before breaking for lunch. 
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Administration Timing - SAT 

 

 

 

31 

SAT SAT with Essay  

(in minutes) 

Pre-admin Time 30 

Reading 65 

Break 10 

Writing and Language 35 

Math (no calculator) 25 

Break 5 

Math (with calculator) 55 

Break  2 

Book collection/ Essay distribution 15 

Essay 50 

Total (hours, minutes) 4h, 52m 

• The pre-administration time includes important directions and completing 

information on the answer sheet.   

• This must be completed on test day for SAT.   

• This is different from the time students use to complete the SDQ. 



Administration Timing – PSAT 10 and PSAT 8/9 

+ Morning testing should begin early enough to complete before lunch. 

+ Afternoon testing should begin early enough to complete before dismissal. 

+ Both assessments last approximately three hours.  The schedule below 

does not include pre-administration activities. 

+ The pre-administration CAN be done before test day.  

PSAT 10  

(in minutes) 

PSAT 8/9 

(in minutes) 

Reading 60 55 

Break 5 5 

Writing and Language 35 30 

Math (no calculator) 25 20 

Break 5 5 

Math (with calculator) 45 40 

Break  N/A 5 

Variable section with Reading, 

Writing, or Math Questions 

N/A 20 

Book collection 5 5 

Total (hours, minutes) 3h 3h, 5m 
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Planning the Schedule on Test Days 

+ School schedules may require some adjustments  

+ Lunch periods 

+ Testing cannot be interrupted for lunch   

+ Lunches must take place after testing is complete 

+ Students may eat snacks during breaks 

 

+ Bell schedules 

+ Bells must be silenced during test administration 

 

+ Public Address System Announcements 

+ There should be no PA announcements during test 

administration 
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Planning for Staffing Needs 

+ Each school should plan for one Test Center Supervisor and one 

SSD Coordinator. 

+ The additional staffing needed depends upon the size of the 

cohort testing, the number of testing rooms, and the number of 

students in each room. 

+ Per MDE guidelines, test day staff should be licensed teachers or 

licensed education administrators employed by the district.  If not 

available, then test day staff may be: 

+ paraprofessionals or non-licensed administrative personnel 

employed by the district 

+ or, licensed substitute teachers employed by the district for the 

purpose of administering the test. 

+ Per College Board guidelines, test day staff cannot  

+ be employed by an outside test-prep company. 

+ have taken the SAT within 180 days of the administration date. 
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Staff with Household Members who will be Testing 

+ Staff with children or those who have students residing 

in the same household cannot have access to any test 

materials for the same assessment(s) the child is taking 

before, during, or after test day.  For example: 

- If a staff member’s child will be taking the SAT, he/she cannot 

serve as testing staff for the SAT, however he/she may serve as 

testing staff for PSAT 10 or PSAT 8/9. 

- If an SSD Coordinator has a child who will be taking the SAT, 

he/she can serve as testing staff in the non-standard room, 

provided their child is testing in the standard room. 

- It is possible for test day staff to serve multiple roles in a small 

test center.  



Planning for Staffing Needs 

• Unless your school tests only a few  

students, you will need additional staff to 

assist the supervisor.  

• There should be a minimum of one 

Proctor/Associate Supervisor for every 

34 students.  

• For rooms with more than 34 students, 

assign additional proctors to help. 
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Test Center Supervisor 

Associate 
Supervisor for

Room #1 
 

Associate 
Supervisor for 

Room #2 

Associate 
Supervisor for 

Room #3 

Associate 
Supervisor for 

Room #4 

Planning for Staffing Needs – Scenario 1 

+ How can different room configurations change staffing needs? For 

example: 

+ Your school is testing 100 juniors for SAT School Day 

+ You have 4 classrooms available with 25 students each 

 

+ Therefore you will require 

+ 1 Test Center Supervisor 

+ 4 Associate Supervisors 

+ 1 Hall Proctor 
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Planning for Staffing Needs – Scenario 2 

+ How can different room configurations change staffing needs? For 

example: 

+ Your school is testing 100 juniors for SAT School Day 

+ You are limited on the number of test day staff 

 

+ Therefore, you could test in one large room (i.e. cafeteria or gym) and will 

require 

+ 1 Test Center Supervisor 

+ 1 Associate Supervisor 

+ 2 Proctors 

+ 1 Hall Proctor 

38 
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Associate Supervisor 

Proctor Proctor 



Planning for Testing Rooms  

+ The size of cohort testing and the size of rooms used for testing 

will determine number of rooms needed. 

 

+ Options for rooms include: 
+ Larger spaces, such as auditoriums and gymnasiums 

+ Smaller spaces, such as classrooms 

 

+ Location of testing rooms within the building 
+ Separated from other classes/tests on different schedules or taking 

different assessments 

+ Minimize noise and other disruptions when classes or other 

assessments break  

+ Area where there will be minimal noise/distractions from outside the 

building 

+ Access to restrooms 
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Seating and Furniture Requirements 

+ Use chairs with backs. 

+ Face seats in the same direction. 

+ Place chairs directly behind those in the preceding row. 

+ Separate each student by a minimum of four feet from right to left (measure 

from center of desk).  This is the equivalent of ACT’s 3 foot rule. 

+ Ensure unimpeded access to every student by staff. 

+ Seat only one student at a table measuring six feet in length or less. 

+ Seat students at least four feet apart and facing the same direction if tables 

longer than six feet are used. 

+ Provide a large, smooth writing surface, preferably desks or tables. 

+ Tablet-arm chairs must have a minimum writing surface of 12 x 15 inches. 

+ Study carrels, lapboards, language laboratory booths, and tables with 

partitions or dividers are not acceptable. 



Sample Seating Plans 
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Test Day Training  

+ Online Test Day Training 

+ Access available through College Board Professional 

Account 

+ Approximately 30-45 minutes to complete, broken up into 

modules 

+ Mandatory for all new Test Center Supervisors and SSD 

Coordinators or anyone who did not complete last year.   

+ Other Test Day Staff will use online training modules specific 

to test day. 

+ Implementation and Training Kit 

+ Shipped to schools in mid-to-late February. 

+ Will include an increased number of copies of the manuals. 
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Testing Manuals 

+ College Board will provide a Michigan specific manual for SAT, 

PSAT 10, and PSAT 8/9 for 9th grade. 

+ The SAT manuals are being updated to provide specialized 

information to each type of test day staff. 

+ Test Center Supervisor Manual – includes information about 

the set-up and return of materials as well as administrative 

information. 

+ Testing Room Manual – includes all test day scripts and 

information needed by Associate Supervisors such as the 

Supervisor Irregularity Report processes. 

+ SSD Coordinator Manual – includes expanded 

accommodations administration information and instructions 

for returning accommodated materials. 
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Accommodations 

• New for April 2017 

• Accommodated Testing Window 

• Test Materials 

• SSD Online 

• New Requests 

• Changes/Updates to Requests 

 

 



Accommodations – New for April 2017 

+ SSD Online system improvements 

- Enhancements to the user interface in October 2016 

- Enhancements to our school verification process in January 2017 

+ New Braille Format – UEB format will be shipped with EBAE format 

+ Translated Test Directions for English Language Learners 

- Scores will be college and scholarship reportable 

- NO accommodation request required 

- Printed versions of the test directions will be downloadable for educators 

to distribute to students on test day as needed. 

- Languages: Spanish, Arabic, Haitian Creole, Mandarin, Portuguese, and 

Polish 

- Look for information in Spotlight on where these directions will be 

located 

+ New State Allowed Accommodation available to support EL 

students required to take only the math portion of the exam. 



EL Students – State Allowed Accommodation for 

Math Only 

+ Students that are identified as Limited English Proficient (LEP) in 

the Michigan Student Data System (MSDS) and have been enrolled 

in U.S. schools for 12 months or less at the time of taking a state 

assessment may be eligible to receive a one-time exception from 

having to take the English language arts portion of state 

assessments.   

+ In order for a student to be eligible for an exception from the ELA 

portion of a state assessment, the student needs to have taken the 

WIDA ACCESS Placement Test (W-APT) with their scores provided 

in the Secure Site, and that the student has taken the most recent 

administration of the summative WIDA ACCESS for ELLs or WIDA 

Alternate ACCESS if enrolled prior to the test administration 

window. 

+ More information to be provided in Spotlight at a later date.  

 



Standard 
Accommodations 

Test in standard 
testing rooms 

Non-Standard 
Accommodations 

Test in non-
standard Roster 
testing rooms 

Test in non-
standard NAR 
testing rooms 

State-Allowed 
Accommodations 

Test in state-
allowed testing 

rooms 

Accommodations 101 

ACCOMMODATIONS 



Accommodation Categories for SAT 



Accommodation Categories for PSAT 8/9 and PSAT 10 



Test Materials 

PSAT ™ 8/9 PSAT ™ 10 SAT ® 

Standard 

Testing 

Standard 

Testing with 

Accoms 

Non Standard 

with Accoms 

including SAAs 

Standard 

Testing 

Standard 

Testing with 

Accoms 

Non Standard 

with Accoms 

including SAAs 

Standard 

Testing 

Standard 

Testing with 

Accoms 

Non Standard 

with Accoms 

including SAAs 
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Spring Test Administration – Accommodated Testing 

+ For students taking the SAT, PSAT 10, and PSAT 8/9, we will 

support a two-week window for testing students with certain 

accommodations that are identified on the NAR. 

+ Accommodated Testing Window for students on the NAR:  April 11, 

2017 – April 25, 2017 

 

 

+ Remember that all accommodations for 9th grade students taking 

the PSAT 8/9 sponsored by MDE in the spring must be submitted 

and approved. 

+ This is different than any PSAT 8/9 assessments not sponsored 

by MDE, in which accommodations for 8th and 9th graders are 

locally controlled.  Schools can simply order the necessary 

accommodated materials. 
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, found on 

  

Accessing SSD Online – New SSD Coordinators 

+ Once the SSD Coordinator(s) are identified they should request 

access to the SSD Online system. 

+ To access the system, the SSD Coordinator will need to: 

- Have a College Board Professional Account 

- Complete the SSD Coordinator Form

www.collegeboard.org/ssd

- Receive an access code to link your SSD Online access to your College 

Board professional account (First time only).  May take 1-2 days to 

receive the access code. 

- You may have multiple SSD Coordinators, but only 1 can be identified 

as the SSD Coordinator in the EEM. 

+ In order to gain access, schools will need an attending institution 

(AI) code.   

+ Accommodation requests may begin once you receive your access 

code and have established an SSD Coordinator. 

 

 

https://www.collegeboard.org/pdf/ssd/ssd-coordinator.pdf
http://www.collegeboard.org/ssd


Who is Eligible for College Board Accommodations? 

+ Student must have a documented disability  

+ Functional impact needs to be demonstrated.  The presence of a disability does not 

necessarily mean student needs testing accommodations.  Student’s needs on a 

test, such as the SAT, may differ from their needs in school. 

+ Must show need for the specific accommodation being requested 

+ Two ways for a student to be determined eligible for College Board 

accommodations: 

- School verification – Some requests can be approved automatically through our school-

verification system. The SSD Coordinator verifies that the student meets College Board 

eligibility criteria and the student has documentation on file that meets the College Board 

Guidelines for Documentation e.g., formal accommodation plan for four school months, 

receiving accommodation on school tests for four school months) 

- Documentation Review – Other requests require documentation.  The College Board reviews 

a student’s disability documentation to determine if it meets the guidelines and if 

accommodations are appropriate. SSD Online tells coordinators when documentation is 

required, and based on the specific request, what documentation would be most helpful. 

+ Separate process for State Allowed Accommodations (non reportable, state-use  

only scores) 
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Requesting College Board Accommodations  
For College Reportable Scores 

 + Online request process - Log in at any time to see status of students’ request or to 

print a list of approved students.  Go to:  www.collegeboard.org/ssdonline
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What is the Application Process? 

1. Print a parental consent form  

and have the parent sign it 

2. Go to SSD Online   

(CB Professional account required) 

3. Enter basic student information 
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What is the Application Process?   

4. Answer questions about student’s disability, requested accommodations, and 

available documentation via SSD Online 
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What is the Application Process?     

5. (Continued) Answer questions  

about student’s disability,  

requested accommodations,  

and available documentation  

via SSD Online 
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What is the Application Process?      

6. Submit the request electronically via SSD Online 

7. Review the system notification regarding any requested documentation 

There are two ways for a student to  

be determined eligible for College Board 

accommodations: 

- School verification – Some requests  

can be approved automatically through  

our school-verification system. The SSD  

Coordinator verifies that the student  

meets College Board eligibility criteria and  

the student has documentation on file that  

meets the College Board Guidelines for  

Documentation. 

- Documentation Review – Other requests  

require documentation.  The College  

Board reviews a student’s disability  

documentation to determine if it meets the  

Guidelines and if accommodations are  

appropriate. SSD Online tells coordinators 

when documentation is required, and  

based on the specific request, what  

documentation would be most helpful. 

 

 

58 



What is the Application Process? 

8. Submit documentation  

(upload to SSD Online,  

fax, or mail) when required 

9. Receive e-mail notification  

that decision has been made;  

log in to view decision letter 
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Accommodations – Already Approved Students 

+ Students who were approved for accommodations last year, who 

don’t have a change to their IEP, require no action. 

+ Labels will be shipped for these students based on their Pre-ID in 

Secure Site. 

+ Test Materials will be shipped for these based on their existing 

approved accommodation.  



Changing an Accommodation Request 

+ Accommodations may be changed once entered from the Options 

menu for the student from the Dashboard. 

- For Requests that are in Decided Status: 

 View Decision Letter 

 Create a  Change Request 

 Resubmit Request 

- For Requests that are in Reopened or In-Review Status: 

 Print Cover Sheet 

 Submit Online Documentation 

- For Requests that are in Not Submitted Status: 

 Edit request 

 Delete Request 
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Accommodations – Changes to Previously 

Submitted Requests 

+ Reopen the request 

+ From the Dashboard, locate the student 

+ Select “options;” 

+ Click “Change Request;” 

View Decision Letter 
Create change Request 
Resubmit Request 



Accommodations – Changes to Previously 

Submitted Requests 

+ Print, complete, and fax in the change request form to College 

Board’s secure electronic document system.  

+ The status of the request  

will change to Document  

Review and once approved,  

the SSD Online Dashboard  

will reflect the approval  

status. 



Accommodation Request – State-Allowed 

+ The State-Allowed Dashboard is clearly marked to remind users 

these scores are not college reportable. 
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Accommodation Request – State-Allowed 

+ Enter basic student  

information including 

name, home address, date  

of birth, and graduation date. 
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Accommodation Request – State-Allowed 

+ Confirm Student Information 

66 



Accommodation Request – State-Allowed 

+ Select the accommodation being requested. The list of 

accommodations will be specific to those approved by the state. 

+ If a student has been approved for a College Board 

Accommodation, it will also be displayed here. 
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Accommodation Request – State-Allowed 

+ Review and submit 

request. 

68 



Administration Activities 

• Receive Test Materials 

• Test Day 

• Return Test Materials 

 



Test Materials Delivery 

+ Test Materials will ship to schools to arrive no later than 3/23/17. 

+ Delivery dates will be adjusted for spring break schedules if needed. 

+ Standard test materials will be addressed to the Test Center Supervisor. 

+ Non-Standard test materials will be shipped to the SSD Coordinator. 

+ Test materials must be stored securely, in school safe, once delivered. 

+ Check contents of boxes within 24 hours of delivery using  

packing lists. 

+ Contact College Board immediately if there is a problem with 

your shipment – see the Test Center Supervisor’s Manual for 

specific instructions. 

+ Check materials daily until test day. 

+ Contact College Board immediately if materials show evidence 

of tampering. 
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.     

Tracking Materials 

+ Tracking numbers will be made available on the Material Order 

Summary Report under the Assessment Registration and Material 

Orders menu in Secure Site at www.michigan.gov/baa-secure

- Log on to the Secure Site at www.michigan.gov/baa-secure with your 

MEIS login and password. 

- Select Material Order Reports from the Material Orders menu under the 

Assessment Registration menu 

- Select the Test Cycle, ISD, District and School. If a district level user, 

you are not required to select a school and can search by district.  

- Click the View Report button at the bottom right. The orders will be listed 

under the Search Results with a tracking link to the far right. 

 

http://www.michigan.gov/baa-secure
http://www.michigan.gov/baa-secure
http://www.michigan.gov/baa-secure
http://www.michigan.gov/baa-secure
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Test Day 

+ We are working to improve test day rosters for all testers.  More 

information will be available closer to test day. 

 

+ Make sure you have the printed manuals with you on test day for 

quick and easy reference. 

 

+ When distributing answer sheets be sure you are distributing the 

answer sheet to the correct student. 

 

+ After collecting test books and answer sheets, review key 

information to prevent delays in scoring 

+ Secure the test books 

+ Check student names match the pre-id label 

+ Check the AI or test center code has been correctly bubbled 

+ Make a copy of your rosters 

+ Respond to the Makeup Request Email 
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Test Materials Return - SAT 

+ The day before testing, the Test Center Supervisor will receive an email 

with information about the test materials pick-up by UPS. 

+ The email will include a confirmation number along with the date and 

time of the pick-up. 

+ If this service is not available in your area, Supervisors will receive 

an email with alternate directions for returning their materials. 

+ Before returning answer sheets, verify it includes the correct student 

label. 

+ Detailed instructions will be provided for returning materials after the 

primary test date, the accommodated testing window, and the makeup 

test date. 

+ Follow packing and addressing instructions exactly 

+ Prepaid shipping labels, with the correct addresses for each box, are 

included with the test materials. 

+ Errors in packing or shipping will lead to score delays for students. 

+ If you have any questions, contact TAS for assistance. 
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Test Materials Return - SAT  
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Test Materials Return – PSAT 10 

• Follow the instructions in the 

PSAT 10 Supervisor’s Manual 

regarding the order in which to 

pack answer sheets and related 

materials in the pre-labeled 

courier box(es) 

• Note: Test books for PSAT 10 do 

not need to be returned.  Follow 

the instructions in the 

Supervisor’s Manual to store any 

used test books securely for use 

in review with students when 

score reports are returned. 

• Schools will need to return test 

materials separately for each 

assessment. Refer to each test’s 

Supervisor’s Manual to ensure 

that your materials are returned 

correctly. 
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Test Materials Return – PSAT 8/9 

 

• Follow the instructions in the 

PSAT 8/9 Supervisor’s Manual 

regarding the order in which to 

pack answer sheets and related 

materials in the pre-labeled 

courier box(es) 

• A pre-paid UPS label will be 

included in your test materials 

shipment to be used to return all 

used and unused test books. 

• Schools will need to return test 

materials separately for each 

assessment. Refer to each test’s 

Supervisor’s Manual to ensure 

that your materials are returned 

correctly.   
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Post-Administration Activities 

• Identify and Report Students for Makeup 

• Score Reporting 



SAT Makeup Test Date 

 

+ Students, not testing in the two week accommodated window, who 

miss the primary test date will test on 4/25/17. 

+ After the primary test day, Test Center Supervisors will be emailed 

requesting a count of the students requiring makeup materials. 

+ Schools must respond to the makeup email by 4/13/17 in order 

to receive materials. 

+ These students must be Pre-ID’d in the Secure Site before 

testing and schools must generate a Pre-ID label onsite to affix 

to the answer sheet. 

+ Use the answer sheets with labels, left over from the primary 

test date, for the makeup test date. 

+ College Board will ship a supply of blank labels so schools can 

generate labels on site for test takers. 

+ New SAT test books will be sent for all students testing on the 

makeup test date.  
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PSAT 8/9 and PSAT 10 Makeup Test Day 

 
+ Schools may test students who miss the primary test date on either 

4/25/17 or 4/26/17.  

+ Unused and/or test material overages from the primary test date 

will remain onsite to be used during the makeup administration.   

+ After the primary test day, Test Center Supervisors will be emailed 

requesting a count of the students requiring makeup materials. 

+ Schools must respond to the makeup email by 4/13/17 in order 

to receive any additional materials that are needed. 

+ These students must be Pre-ID’d in the Secure Site before 

testing and schools must generate a Pre-ID label onsite to affix 

to the answer sheet. 

+ Use the labels left over from the primary test date for the 

makeup test date. 

+ College Board will ship a supply of blank labels so schools can 

generate labels on site for test takers. 
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Score Reporting 

+ To ensure timely reporting, all students must be pre-ID’d before 

testing and all answer sheets must be shipped by 4/28/17 

+ College Board reporting will be available for students and educators 

via the Score Reporting Portal. 

+ There may be variations between the College Board portal and the 

MDE Secure Site  

+ The number of students tested will vary since the College Board 

portal only includes students with valid test scores and will not 

include scores for students who opted to cancel their test 

scores, had their scores canceled due to a testing irregularity or 

if their score is on hold. 

+ The participation numbers shown in the portal are provided for 

informational purposes only and use the most recent federal 

statistics for enrollment. They do not reflect your actual student 

participation. 
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Student Activities 

• Create an Account 

• Khan Academy 

• Score Sends 

• Fee Waivers (eligible students only) 

 



Student Activities – Creating a College Board Account 

 
+ Go to collegeboard.org and complete the requested information. 
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Practice - Khan Academy Road to Success 

+ Khan Academy is designed to engage students in 30 minutes of 

productive practice on a daily basis. 

- All questions in the Khan platform meet SAT test specifications. 

- Four full-length SAT practice tests are available. 

+ Practice is focused on priority areas. 

- Khan question format and design mirrors the design/format of the online 

SAT.  

- Each question will provide answer explanations, step-by-step solution, 

and hints. 

- Coming soon, students will be able to write an essay, have it scored in 

Khan Academy and receive feedback about their essay. 

 



  

 

  

 

. 

 

 

Practice Resources for Accommodated Testers 

+ Practice tests for assistive technology can be found at: 

https://collegereadiness.collegeboard.org/sat/practice/full-length-

practice-test-assistive-technology

+ Practice tests for MP3 audio can be found at: 

https://www.collegeboard.org/students-with-disabilities/after-

approval/taking-sat-accommodations

+ Practice tests for Braille and large print may be requested  by 

contacting SSD Customer Service (212-713-8333) or 

ssd@info.collegeboard.org
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https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
mailto:ssd@info.collegeboard.org


Reporting Scores to Colleges & Scholarship 

Organizations 

+ All students who take the SAT are eligible for 4 free “score sends”. 

+ Free score sends can be added to a student’s registration at the 

time of registration. 

+ Students have until 9 days after the administration to add free score 

sends to their registration.  Students must complete their free score 

sends by 4/20/17. 

+ After the deadline students are still able to have their scores sent to 

colleges and scholarship organizations for a fee 

+ Students who have a College Board account and provided us with 

an email address will receive email reminders. 

 



Sending Scores – Login to College Board Account 



Sending Scores – Send Available Scores 

Hi, Sharon 



Sending Scores – Finding Colleges & Scholarships 



Sending Scores – Review Selections 



Sending Scores - Confirmation 



Sending Scores – Send Score History 



SAT School Day Fee Waivers 

+ Eligible Students can receive the SAT School Day Fee Waiver 

+ These cards are sent to the Principal at School Day schools in mid-

to-late February. 

+ Schools distribute them to eligible students 

+ With an SAT School Day Score Reporting Fee Waiver, students 

receive: 

+ 4 free score sends to use at any time (fee waiver code required) 

+ Access to the Question and Answer Service for the April School 

Day administration by calling Customer Service (fee waiver code 

required) 

+ 4 College Application Fee Waivers, delivered automatically to the 

student’s online account in August 2017 

+ Students will only get 4 additional score sends and 4 college 

application fee waivers TOTAL. 

 

 



Fee Waivers – SAT School Day  

School Day Fee Waiver 

Delivery Timing Late March-Early April 

How many? Estimated number 

Benefits • 4 Additional Score Sends  
• 4 College Application Fee Waivers 
• Question and Answer Service 

+ School Day Fee waivers are only for kids 

that participate in SAT School Day.   

 

 

**Students will only get 4 additional score sends and 4 college 

application fee waivers TOTAL. 



Fee Waivers – SAT & SAT Subject Tests 

SAT Fee Waiver 

Delivery Timing August 

How many? Past usage 

Benefits • 2 SAT Weekend Admins 
• Up to 6 SAT Subject Tests 
• 4 Additional Score Sends 
• 4 College Application Fee Waivers 
• Question and Answer Service 

**Students will only get 4 additional score sends and 4 college 

application fee waivers TOTAL. 

+ Students who qualify for SAT School Day 

Fee Waivers are eligible for the additional 

benefits of the SAT Fee Waiver 

 

 



Resources 
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+ See our website for Michigan-specific information and materials. 

www.collegeboard.org/Michigan 

 

+ Michigan Support Line 

(866) 870-3127 (select Option 1) or email 

michiganadministratorsupport@collegeboard.org   
 

+ Contact our Michigan Field Team 

- Sarah Thaler  sthaler@collegeboard.org  

- Jason Feig jfeig@collegeboard.org 

- Ted Gardella tgardella@collegeboard.org  

 

+ Weekly Spotlight 

 

http://www.collegeboard.org/Michigan
mailto:michiganadministratorsupport@collegeboard.org
mailto:sthaler@collegeboard.org
mailto:jfeig@collegeboard.org
mailto:tgardella@collegeboard.org


Questions 
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