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Overview of ACCUPLACER

ACCUPLACER’ is a suite of tests that quickly, accurately, and efficiently assesses reading,
writing, math, and computer skills. Tests in the ACCUPLACER system are delivered online
and help determine if students are prepared for college-level courses or if they need
personalized remediation.

ACCUPLACER diagnostic tests pinpoint students' academic strengths and weaknesses
so targeted study can be prescribed.

Log in to ACCUPLACER

When you're set up as a new user, you'll receive an email like the one below. Click on the
New User Login button.

Bash, Darrin Bash, Darrin 11:48 AM
Welcome to ACCUPLACER - New User Credentials -

This email is to confirm your set up as a user on the ACCUPLACER Platform. To access ACCUPLACER, please click the below link to set up your account: =

Username: dbash_proctor

New User Login

Clicking on the link above will take you to the platform where you will be provided with instructions and the opportunity to change your password to
something that will be easier to remember.

Please be aware that the password link has been set to expire in 30 days.

For more information about the ACCUPLACER platform, we encourage you to refer to the ACCUPLACER User's Manual on the Resource Tab on the
ACCUPLACER Platform,

If you have any questions please Click here to submit a support ticket or Call 866-607-5223. Our hours of operations are Monday through Friday, 7 AM to
9 PM Eastern Time and on Saturdays from 8 AM to 5 PM Eastern Time.

Thank you,
ACCUPLACER Technical Support

Click on the link, and the New User Setup screen will appear. The first step,
Authentication Details, prompts you to enter your First Name, Last Name, and the
Username as it appears in the email. Click Next to continue.

& New User Setup

[# New User Setup

Authentic ation

Step 1 - Authentication Details

* First Name
* Last Name

* User Name

Next
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Next, review the System Software License Agreement. Read the license agreement using
the scroll bar on the right to see the entire agreement. Click Accept to agree to the terms
of the license agreement. Click Decline to decline the terms of the agreement. Declining
the terms of the agreement will prevent you from continuing.

#~ New User Setup

(# New User Setup

Authentication License Agreement

Step - System Software License Agreement

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT CAREFULLY BEFORE USING THE ACCUPLACER SYSTEM. BY DOWNLOADING, INSTALLING, COPYING, OR OTHERWISE USING THE ACCUPLACER SYSTEM, 2
YOU AGREE TO BE BOUND BY THE TERMS OF THIS LICENSE_ IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, DO NOT USE THE SYSTEM ‘

This software praduct license agreement (the "Agreement”) is between the College Board, (the "College Board™) and the licensing organization ("Licensee”). Licensees include academic institutions and governmental departments of =
education ("DOE") that have been duly authorized to access the ACCUPLACER System by academic institutions within their jurisdiction. This Agreement contains the exclusive terms and conditions under which Licensee may use the
ACCUPLACER System. The ACCUPLACER System includes the following: ACCUPLACER internet-based platform, all ACCUPLACER test items (including questions and answers), answer keys, report formats, user guides, policy
manuals, internet site, its database(s). associated software, services, media, printed matenal, electronic documentation and related methods and techniques, hereinafter referred to collectively as "ACCUPLACER System™. By using the
ACCUPLACER System, Licensee accepts the terms of this Agreement.

1. General

The ACCUPLACER System and all other materials provided or used in association with the ACCUPLACER System, including but not imited to; revisions or updates provided by the College Board, whether on disk, in read only
memary, on any other media or in any other form are licensed and not sold to Licensee for Licensees use under the terms of this Agreement. The rights granted herein are limited to the College Boards intellectual property rights in the
ACCUPLACER System and do not include any other patents or intellectual property rights. The College Board reserves all rights not expressly granted to Licensee.

2. License Grant; Mandatory Use of Proctors.

The College Board hereby grants to the Licensee a non-exclusive, non-transferable right to use the ACCUPLACER System only under proctared conditions. Examinees must be monitored at all times and an authorized proctor from the
Licensee, or appropriately designated by the Licensee, must be present on site during any and all administrations of an ACCUPLACER System test.

Decline Accept

Answer Security Questions asks you to select your security questions and type your
answers. Click Next. Answers aren't case sensitive.

& New User Setup

Authentication License Agreement Security Questions

Step 3 - Answer Security Questions

‘Youean change any of your three security questions or answers by choosing new questions or providing new answers that you will remember.

* Question 1 —Select Question— E

" Response 1

Not case Sensitive

* Question 2 —Select Question—

* Response 2

Not case Senstiive

* Question 3 —Select Question— E

* Response 3

Not case Sensitive

Next

Create a password for your account. Passwords must be a minimum of nine characters in
length and contain three of the following four criteria:

= atleast one lowercase character (a through z)
= atleast one numeral (0 through 9)

ACCUPLACER User's Guide © 2018 The College Board.



= atleast one uppercase character (A through Z)
= atleast one special character

(& New User Setup

Authentication License Agreement Security Questions Change Password

Step 4 - Change Password

Establish a new password for your account below. This will be your new password for accessing the platform
Passwords must be a minimum of eight characters in length and contain three of the following four criteria:

- atleast one lowercase character (a through z)
- at least one numeral (0 through 9}

- at least one uppercase character (A through Z)
= at least one special character

Usermame gsparkssm

* New Password sassssss

* Confirm Password sssessss

Previous Submit

Click Submit.

Once your login credentials have been authenticated, for all future logins, simply go to
accuplacer.org and enter your Username and Password and click Login.

Depending on your security settings, your browser may prompt you to save your username
and password when logging into the ACCUPLACER platform. To ensure test security, we
strongly recommend that you not save your user credentials if prompted. While using

your browser’s password manager to remember your login information can be convenient,
you place yourself at great risk of having your account accessed by an unauthorized user.
Remember to always lock your computer when away from your desktop.

ACCUPLACER User's Guide © 2018 The College Board.
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To learn more about the ACCUPLACER program, please visit our

NGHENCE  accuplacer collegeboard org

Start Test with Voucher Fast Track

Ifyou are proctoring a student who is taking a test with a Expedite the student pre-testing process via the Fast
voucher, piease click the button below to begin Track login.

Fast Track Login

Admin Login

Students

Have questions about ACCUPLACER? Learn about the
tests and access free practice resources.

Information for Students

e Request an Account - For Institutions ONLY Verify System Requirements
Does your institution need an account to access the ACCUPLACER system? Check to see if this computer meets the minimum specifications required to
A — administer ACCUPLACER tesls.

New Institution Registrafion Verify System

version: 2.2:1 6761 For support, please contact 866-607-5223, email Info

ccuplacer.org, or Click here for Live Chat® 2017 The College Board

Caution: Do not log on to accuplacer.org more than once on the same computer. Having
multiple tabs or browsers open on the same computer will result in the security error
message “User permission rules have been violated.”

When you log in to ACCUPLACER, you will be taken to the What's New? screen.
Information will be displayed via a pop-up. Selecting the check box, Do not display this
notification again until a new notice is posted on the pop-up window, will suppress the
pop-up window from displaying every time you log in until new content is published on the
page. Click Close and the pop-up will be closed, and the Welcome screen will display.

ACCUPLACER

What's New

* What's New

Last update — October 11, 2018

Standard System Maintenance: Conclusion of Pretesting

Pretesting for Elementary Algebra tests will conclude on October 21, 2018. For this to take
effect, a standard system maintenance window is scheduled for Sunday, October 21 starting at
10:00 PM ET and ending on Monday, October 22 at midnight EST (2 hours total). Please avoid
using the system at this time.

When resuming open test sessions after this system maintenance, test-takers will be required
to start the test over from the first question. To avoid this, please have test-takers complete
open tests by October 21, before the maintenance window begins.

PLEASE READ: Updates to the ACTA Assessments!

We appreciate your feedback regarding completing the ACTA assessments, and as a result we

Do not display this notification again uniil a new notice is posted. m Close

ACCUPLACER User's Guide © 2018 The College Board.




€ CollegeBoard E

ACCUPLACER

# Home

A Home

ACCUPLACERR® Platform Enhancements

285 Users

On Tune 21, 2014, ACCUPLACER released several system enhancements to improve our users’ experience with the platform. These new features benefit students, site
managers. proctors. and admunistrators.

Find out about the test center management module. composite scores. cross institution reporting. display of previous results on the individual score report. and much
more. Download .pdf/ 240 KB)

Two actionable icons are at the top of each screen.

Click on this icon to sign out of ACCUPLACER.
E Click on this icon to open or close the left-hand menu display.

To ensure the security of your account, you'll be locked out of your ACCUPLACER
account if you try to log in with an incorrect password more than five times.

ACCUPLACER Certificate of Test Administration

For security purposes, Institution Administrator (IA), Site Manager (SM), Proctor, and
Proctor-Reporter roles will be required to pass a certification test before gaining access
to the ACCUPLACER platform. Existing users who have passed the certification test will
be required to take the assessment annually to renew their certification and maintain
access to the platform. New users and existing users who have let their certification
lapse will be directed to the Certificate of Test Administration menu option to take the
certification test to enable full system access. Users will continue to have restricted
access until passing the certification test.

Users with multiple accounts within an institution will need to pass the certification test
once for each role (Institution Administrator/Site Manager or Proctor/Proctor-Reporter).
The certification will cascade to the other accounts at the same user level. For example,

if a user has multiple proctor accounts within an institution for different sites and they pass
the test, all other proctor accounts within that institution are considered certified as well.

0 CollegeBoard

ACCUPLACER

#& Home

A Please click on Certificate of Test Administration for information on gaining full system access.
NOTE: Be sure to download and review the relevant ACTA assessment study materials under the Resources menu before taking the test,

ACCUPLACER User's Guide © 2018 The College Board.



Users will have access to the Resources tab, where there will be a link to the
ACCUPLACER Certification of Test Administration Training Materials.

iii:?couegsnoara E

ACCUPLACER

# Home

& Resources

| Resources RisourcE Narmie

Resources ACCUPLACER Fraquently Asked Questions (FAQs) — Search for answers to your most FAQs!

Help & Inform

Clicking on Training Materials will launch the training material window to prepare for the
certification test.

All users will continue to have access to the ACCUPLACER Training Materials and the User
Certification link even after passing the certification test.

When the certification needs to be renewed, a countdown, starting at 30 days, will appear
on the home page, notifying the user that they need to renew their certification. Once the
countdown ends, user permissions will be revoked until the user passes the certification test.
Should this occur, the Resources menu will still be available, so they can revisit the training
materials and take the test again. If an existing certified user fails the certification test, but is
within the allotted timeline (aka countdown still has days left), their access will remain intact.

OColegencerd B D S

ACCUPLACER i

# Home

A\ Your login credentials will be temporarily revoked in 4 day(s). In order to retain access to the application, please complete the certification test.

Clicking on the "Take the Certification” link will direct the user to the landing screen with
welcome text and an "Administer Certification Test” button as depicted below.

Clicking on the "Administer Certification Test” button will launch the Certification Test
window, locking the original screen of the user. The test window directs the user to a
Terms and Conditions policy agreement.

ACCUPLACER User's Guide © 2018 The College Board.



SETH

© CollegeBoard DEMO SITE

ACCUPLACER b e

#k Certification Test

Thank you for your interest in becoming a Site Manager. Before you can receive your ACCUPLACER login credentials, you must review all proctor training materials and pass the
ACCUPLACER Certificate of Test Administration (ACTA) assessment.

The ACTA is designed to ensure all users accessing the platform to manage their accounts and/or proctor assessments have a thorough understanding of ACCUPLACER's test
security policies and proctoring guidelines.

As a Site Manager, you must pass this assessment with a score of 100% to receive your platform login credentials. If you do not pass on the first try, you may retest until
you are able to receive a passing score.

Before beginning the assessment, please study the provided ACCUPLACER traming materials located under the Resources menu. Although the test is untimed, be sure to set aside
enough time for completion because if you are unable to finish in one sitting, you will have to resume the test from the baginning

Directions: Select the correct response to each of the following questions. Keep in mind there will be questions that have more than one correct answer choice, and you MUST
select each correct answer choice for the response to be comact.

Administer Certification Test

Checking the agreement checkbox and clicking on the Accept button will take the user
directly to the certification test questions.

By checking the box balow, you agrea that you

* have all training with this test,
» undarstand that all test material presented is confidential and owned solely by the College Board, and
= will not share the information presented in this test in any way, with anyone, even after you complate the tesl

31 have read and agresa (o the above lerms and conditions.

The certification test will not deduct any units from the institution/site the user belongs to.
A certification test left incomplete will be considered a failed attempt and won't be saved for
future resumes. On the next attempt, the user will have to start over from the first question.
There is no restriction as to the number of attempts needed to pass the certification test.
The certification expires one year from the date the user passed the test. A user must score
100% to pass the certification test.

ACCUPLACER User's Guide © 2018 The College Board. 11



If the score is equal to 100%, a link to download the certificate will be displayed.

ACCUPLACER ©cCollegeBoard

Seth Herz

has successfully completed and passed the

ACCUPLACER Certificate
of Test Administration

assessment, and is eligible to manage an ACCUPLACER account at

CBUAT Institution

Antsinatts Caschrall
Antoinette Crochrell. Executive Director. ACCUPLACER

This credential is nontransfershie and is valid threugh BAE2019

Downloading the Certificates

A user can download a copy of their certification at any time by clicking on the Download
Certificates option under the Certificate of Test Administration menu.

gl =
ACCUFPLACER
# Home

s Certificate of Test
Administration

Download Certificates

Clicking on the Download button for a row will download the respective certificate in
PDF format. The screen will list current and previous certifications.

#k Download Certificates

B8 Certificates Results

Certification Type Date of Certification Action

New 2015-07-11

ACCUPLACER User's Guide © 2018 The College Board.



Tracking User Certifications

Institutional Administrators will have a new link under the Reports menu titled User
Certification Report. The IA can view certification status reports for all its users. By default,
the Group Name and the Institution Name will be prepopulated based on the IAs account.

|l User Certification Report

Groug Name on Name

cB_GROUP CHUAT institution

iser Type

B User Certification Report Results

ication Report

The report can be filtered by Site Name, User Type, Certification Type, and Status.
Selecting a site from the Site Name drop-down will fetch the user certification reports
for the SM, Proctor, and Proctor-Reporter users under that site.

Ll User Certification Report

Group Mame Filter by Institution Name Filter by Site Name
CB_GROUP CBUAT Institution -Select Cne- v
User Type Certification Type | CBUAT Site
| Demo Site
-Select One- v -Select One- ¥ -Select une- v

Reset Bubmit

B8 User Certification Report Results

The User Type drop-down will contain the following options: Institution Administrator, Site
Manager, Proctor, and Proctor-Reporter. Selecting a user type and submitting will fetch
the certification results only for the selected user type.

Ll User Certification Report

Group Name

CB_GROUP
User Type

-Select One-

Site Manager

Proctor
Proctor Reporter

v

| Institution Administrator

Filter by Institution Name

"CBUAT Institution

Certification Type

-Select One-

Filter by Site Name

-Select One-

Status

-Select One-

ACCUPLACER User's Guide

© 2018 The College Board.



The Certification Type drop-down will contain the following options: New and Renew.
Selecting a certification type and submitting will fetch the certification results only
for those users with the selected certification status.

Ll User Certification Report

Group Name Filter by Institution Name Filter by Site Name

CB_GROUP *CBUAT Institution -Select One- v
User Type Certification Type Status

-Select One- v -Select One- v -Select One- el

| Renew

BB User Certification Report Results

The Status drop-down will have the options: Pass, Fail, and Not Attempted. Selecting a
Status and submitting will fetch the results for the users only with the selected status
for their certification.

[l User Certification Report

Group Name Filter by Institution Name Filter by Site Name
CB_GROUP *CBUAT Institution -Select Cne- ».
User Type Certification Type Status
-Select One- v -Select One- v -Select One- A
Pass
Fail

Not Attempted

B8 User Certification Report Results

Directly clicking on the Submit button, without applying any filters, will fetch the user
certification reports for all IA, SM, Proctor, and Proctor-Reporter users in that institution.

|l User Certification Report

Croup Name

CB_GROUP

Last Certification
Usermama First Nama Last Name Site Mame User Type Cartification Type Status Date

Seth Herz CBUAT Site Procios New Pass . 3

The User Certification Report Results can be exported as: Excel, CSV, Delimited Text,
or XML via the Export Options drop-down menu.

Additionally, a user’s Certification Status is also visible under User Profiles. Expanding
the profile details under Username will display the Certification Status. The Certification
Status column will have one of the following values for a user: “Certified,” "Uncertified,”
“Not Attempted,” and “N/A.” The Certification Status will be “Certified,” “Uncertified,”

or “Not Attempted” for an Institution Administrator, Site Manager, Proctor, or Proctor-
Reporter user.

ACCUPLACER User's Guide © 2018 The College Board.



The Certification Status will reflect N/A for all other users who aren’t required to take the
Certification Test. The Certification Status will reflect "Not Attempted"” for existing or new
users who haven't yet attempted the certification test. The Certification Status will reflect
"Certified” for users who have attempted the certification test and passed with a score

of 100%. The Certification Status will reflect "Uncertified” for users who have attempted
the certification test but haven't passed.

B8 User Profile Search Results Export Options -l Delete Users l © Add l

Sort By | First Name - 1z | & 10 ~
Institution
Username Site Name Name User Type Last Name First Name Expiration Date  Action
@ test_bashproc CBUAT Site CBUAT In | Proctor Bash Darrin 2019-07-11 = (a |e

stitution

Site ID: 011261-001

Institution 1D: 011261

Group 1D: 0001

Group Name: CB_GROUP

Email Address: dbash@collegeboard.org

Home Phone Number: 571-485-3324

Expiration Time: 12:00 AM

Last Accessed Date:  2018-07-11
Certification Status:  Certified |

110 1 of 1 Records First = Prev - Mext | Last

Fast Track Login

Fast Track Login is designed to expedite the testing process, allowing the Proctor/
Proctor-Reporter to begin testing without having to log in to all of the computers
on the day of testing.

Admin Login

Request an Account - For Institutions ONLY
Does yeur MASution need 3 Sccount 19 ccess e ACCUPLACER system?

ACCUPLACER User's Guide © 2018 The College Board.



When a Proctor/Proctor Reporter clicks on Fast Track Login, the page shown below

will display.
¥ CollegeBoard
ACCUPLACER
@ Fast Track Log
Usemame &
Password %
Stay Signed In for pext 2 Wesks.

In the top box, enter your username; and in the bottom box, enter your password. Check
the Stay Signed in for next 2 Weeks box to save the “cookie” to that specific machine.
This cookie will remain on the test machine until the user clears the browser cookies or
the two-week timeframe has passed. By storing this cookie on the machine, the Proctor/
Proctor-Reporter will no longer have to sign in to each terminal every testing day.

The Proctor/Proctor-Reporter should then establish a bookmark (accuplacer.org). After a
successful login, the student will see the College Board System Student Privacy screen.

After accepting the Privacy Policy, Student Information screens 1 and 2 are displayed.
Once a student accepts the privacy policy and validates their personal information, the
branching profile selection and test session launch will be available (under the Awaiting
Approval tab) to an authorized user of the Test Center Management Dashboard.

© Lve Sty
Salect Branching Profie 6 0 ? 1
o ws ATAAT AT REANING @
Sesect One .
A | AsmtngApproval | Actve  Compleled QP m %
Xl e Lot barne ey rer. EniDate | Coest S S Dotan st

Until the approval is done, the student will see a “Student Instructions” pop-up screen.

Student Instructions

Yiour test session nas been submitted for approval. please \WAIT for furiher
EECtion fram your t251 aaminstrator

Do nat attempit 1 procesd Withaut girec1ion fram your test
administralor of your sestion mary be terminated

EROCTOR USER ONLY: If approval at e indivicual computer is
requined. piEase press Neot bo proceed

The test session can still be approved from the student test screen and, if done here,
a screen will appear to choose the branching profile.

ACCUPLACER User's Guide © 2018 The College Board. 16



Administer New Test Session

| A8 ACCUPLACER tests must be administered in the presence of an authasized Proclar in
I a secure Iﬁsmﬂ environment for the duration of the 1es! SesEon

POP-UP BLOCKERS MUST BE DISABLED TO ENABLE TEST ADMINISTRATION. If you

e presenten with e Iocked AaMINGErator atcess scoen afer selecting “Administer

Test ang no Test AAMINISITAUCN WINGOW OPENS 0N 10D OF Bie IOCKES SIMINISTARON ATCess
|| scresn. then you lsly nave 8 pop-up blacker enabled Use the Sysiem Requirsments to

| ensure your onfoams o system

*  Branching Profies inferited fom the InsUution level
= Branching Profles Inherited from the Group kevel
== Branching Profiles Inherited trom the ACCUPLACER system

* Select Branching Prodie

~Select One-

- -

Once the test session is authorized, the student will be taken to the Welcome Page,
Directions for Answering Question, and can then begin the test. For more specific
implementation guidance, please refer to the YouTube Video within the Resources link
of the ACCUPLACER platform.

Account Password
All users can change their passwords and edit their profiles by clicking on the drop-down
menu next to the user’s role shown at the top of each screen.

GEDRGE
SAMPLE COLLEGE (=

Change Password
Profile

If you click on Change Password, you will need to enter your current password and
new password in the text boxes provided and click Save.

ACCUPLACER User's Guide © 2018 The College Board. 17



If you click Profile, the screen below will display. Make your changes and click Save.

The User Type can't be edited by any user type. Proctors and reporters of all types are
unable to update Active Account From and Active Account To dates or the Username
fields. Site Managers and Institution Administrators can edit both Username and account

activation dates.

Edit/Create User

* Indicates required fields

* First Name Middle Mame
Sandra

* Liser Name Description
AUSETSIT

* Address 1

4587 W Campus Dr

* Country * Btate
United States [~ Montana
* City
ddd

* Email Address

¥ | ssutton@samplecollege.edu

* Home Phone Number

= | 4444444444

* Active Account
From

* Last Name

Sutton

Address 2

If Other Specify

* Zip/Postal Code

12345

Mabile Phone Number

Q

To

ACCUPLACER User's Guide

© 2018 The College Board.
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If you forget your Username or Password, you can change either from the
home screen.

Requist 3n Acoount - For institutons OMLY werity System Requencments
Cns oo aTbuln Baded Bf 500 S0 0 L ERR e RSP ACER segiee) CreC i {0 e F Pl £ PadTs. Tal PR 10 A IO PRSI

ad&rdriEer AU ACTR Wit

e Cilbioe Seont e oy Ty R

System Requirements and Features

To see if your computer meets the minimum specifications required to administer
ACCUPLACER tests, go to the ACCUPLACER homepage at accuplacer.org and scroll
down until you see the Verify System button.

ACTUPLACRR

Admin Login

To learn more about the ACCUPLACER program, please visit our

ELINEREN  accuplacer collegeboard org

Start Test with Voucher Fast Track Students

taking a test with a Fxpedite the student p CEsE Via the Fask T aut f § 7 n about the
i below 10 beqgin ] E OUTCES

Intarmation fior Sudents

P Request an Account - For Institutions ONLY Verify System Requirements
Does your instivlion need an accoun! 10 access the ACCUPLACER system? V Check to see If this computer meels: the minimum specifications required 1o
administer ACCUPLACER lests

Nuw Institution Regesbration Wiy System

ACCUPLACER User's Guide © 2018 The College Board. 19



Results of the check will display along with any upgrade recommendations.

ACCUPLACER User's Guide © 2018 The College Board.
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Dashboard Menu

If you are logged in as an Institution Administrator, you have the same access to the Test
Center Management Dashboard and the Summary Dashboard as a Site Manager. Shown
below are the different menus for an Institution Administrator and a Site Manager.

Institution Administrator Site Manager

Home

Cartificate of Test
Aton

Dashboard Menu Dashboard Menu

Test Center Managemen Test Center Management
Summary Dashboard Ssummary Dashboard

Vouchers

omvert to Mex

Flacement Satup

Flacemeni Setup
Administer Test : o

Administer Tes
~OMPANION Pre RS M

OMPANION Pro

Hesourcas
Crdar Forms

CUrdar Forms

Help & Information

Help & Infarmation
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Test Center Management

By clicking on Test Center Management under the Dashboard menu, the Test Center
Management screen will appear. This feature is available to Institution Administrators,
Site Managers, Proctors, and Proctor-Reporters.

Institution Administrator access will allow them to review works being done by Proctors,
Proctor-Reporters, and Site Managers at various sites. The IA will be able to select a
site from their institution and then review the Site Manager, Proctor, or Proctor-Reporter
workloads (e.g., active sessions, sessions started today, sessions completed).

&% Test Center Management E

Q, Find Test Sessions By Search Filter

Fitar tyy Test Date Fram To

o

v 222017 [ Miz2e017?

@ Live Stats

0 953.5

ACTIVE SESSIONS TOD SESSIONS STARTED TODAY SESSIONS COMPLETED TODAY NITS USED TODAY LINITS REMAINING @

All | Awaiting Approval  Active | Completed Q| Filter b1

First Name Last Name Stugent 10 Start Date End Dale Branching Profile Current Statis Status Detalls Actions

Showing 0 1o 0 of O records

First Prev MNext Last

At the top of the Test Center Management page, live statistics are displayed for the
current day. Fields include:

= Active Sessions Today

= Sessions Started Today

= Sessions Completed Today
= Units Used Today

= Units Remaining—If auto allocation is turned on for the institution, the number
displayed will be the sum of the site's units AND the institution’s units. Otherwise, the
number displayed will be the site's units only.

The next section, Today's Sessions, shows all testing activity at the user’s site, with the
following fields:

= First Name

= Last Name

= StudentID

= Start Date

= End Date

= Branching Profile
= Current Status
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= Status Details—For Active Test Sessions, the name of the test that the student is
taking and the question number are listed. If the student isn't taking a test, the status
is left blank.

= Action Button—When the Action Button is clicked, a drop-down will appear with the
available actions for that test session. Depending on the status of the test session,
the available actions will vary.

+ View/Print ISR: This action will open a new window with the student's Individual
Score Report (ISR). The test session’s associated test setting will determine what
is displayed on the ISR. The ISR can only be viewed or printed. The user can't
rebuild course placements from this screen. This action is only available for
those sessions in the Completed status.

+ Email ISR: This action will open a pop-up, which asks for an email address and
confirmation that the user has the student's permission to email their ISR. Upon
submitting the form, an email will be sent with a link to the student’s ISR. This
action is only available for those sessions in the Completed Status.

+ Invalidate Test Session: This action will prevent a student from being able to
continue their test and will not deliver valid scores. On the student’'s next action,
they will be presented with a message saying that the test session has been
stopped and they will be unable to continue. This action is only available for
those sessions in the Active Status.

B Today's Sessions

All Awaiting Approval Active | Completed Q 10 =

When Awaiting Approval is selected, an additional column entitled Multi-Action will
display that allows for batch actions of Approve or Stop Test Session.

Awaiting Approval: This status means that the test session has either just started (in the
case the test was started using a voucher) or just ended (in the case Proctor approval

is needed to view the ISR), and the student is waiting at the Proctor approval page. To
differentiate, the status column will either show “"Awaiting Approval—Starting”
or “"Awaiting Approval—Completed.”

= Completed: Student has completed the test session

= Force: Student has used the “"Save and Finish Later” functionality to save the test
session. Test sessions with this status will have no actions available.

When Active is selected, only the Active Test sessions will be listed.
When Completed is selected, only the Completed Test sessions will be listed.

When text is entered into the search box, all daily test activity will be searched and any
row with matching data will be displayed.

You can access historical data by utilizing the Filter by Test Date dropdown under the
Find Test Sessions by Search Filter. Sessions Started, Sessions Completed, and Units
Used will display based on your selected date range criteria. Four years of historical data
are available for review.
The date range choices are:

= Today Only—DEFAULT

= Yesterday and Today

= Last 7 Days

= Last 30 Days
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= Custom Date Range—Click the Calendar icon and select the dates you want
entered into the From and To field. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

& Test Center Management E

Q, Find Test Sessions By Search Filter

Filter by Test Date From To

Today Only A /222017 EE 11/22/2017

Today Only

Yesierday and Today
Last 7 Days

Last 30 Days
Custom Date Range

Summary Dashboard

By clicking Summary Dashboard, under the Dashboard Menu, you can create graphs
of Test Activity and Course Placement Activity. From the drop-down menu, select either
Test Activity Report or Course Report. From the other drop-down menu, select Weekly
or Monthly.

Shown below is a sample Test Activity Report. For Institution Administrators, it will display
multiple lines, one for each of the top 10 sites. For Site Managers, it will display one line
showing testing for that site. Graph lines will be colored. In the top row, a legend will map
a color to a site. The horizontal axis represents time and the vertical axis represents the
number of completed tests. From the legend, the user will be able to select one site

to view if desired.

@ Summary Dashboard

Test Activity Report v

ot Test Activity Report
From 2015-01-27 To 2015-02-02

4.5

Weekly

40
4.0

e EASite 1

30.01 0202
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The Course Placement Activity Report, shown below, will display a bar graph for the top 10
course placements. The course names will display on the bottom. The vertical line
represents the number of students who were placed into that course. For Institution
Administrators, the graph will show the number of placements across all sites. For Site
Managers, it will only show the graph from that site.

@ Summary Dashboard

Course Report v

ol Course Report

Manthly

From 2015-01-12 To 2015-01-30

35

12-01 17-01 18-0 22-04 23-01 24-01 25-0¢

[Mintermediate Algebra
B D=velopmental Reading Ii

| | B Developmencal English |

200
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Users

There are four types of users in the ACCUPLACER System: Institution Administrator, Site
Manager, Proctor, and Proctor-Reporter. Depending on your user role, you will have access
to certain features of the ACCUPLACER System. Shown below are the menu options for the

Institution Administrator and the Site Manager.

Institution Administrator

& Users

Manage Profiles

up

Administar Tesl

COMPANION Processing

- Onms

ACCUPLACER User's Guide

Site Manager

Users

Manage Profiles

System Conhgurahor

ent Satup

Administer Test

COMPANION Processing

Help & Information
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Manage Profiles

Institution Profile

If an Institution Administrator clicks on Institution Profile under the Users menu,

the Institution Profile will display. Any field can be edited except for the Institution ID,
Hierarchy, Level Type Code, Created and Last Modified fields. Click Save to save changes.

& Institution Profile m

Institution Details

» Please provide the full name of your Institution. Avoid using abbreviations andior codes.

+ Please complete ai required fields as indicated by the astensks (* )

= Ifyou have any questions about how 1o complete this form, please conact the ACCUPLACER Customar Support Team at 856-607-5223 o Please Submit 3 Suppon Ticket

« You may nol be able to edil some of 1he Leaming Paln seltings because they have been canfigured by a College Board agministrator and cannot be changed with the
cument access prvileges

Institution 1D Hisrarchy

011261 Callege Board > CBUAT Instilution

Level Type Code Created Last Modified
Instution Jan 6. 2017 85838 P Diec 8, 2017 6:20:3% Fhs

Institution
* Instituton Name * Description

CBUAT Institution Not Applicabie v
* Categary of instiution * Type of insttistion * Location of Insteution

Private v 4 Year v Aural v
* Size of Student Body * Cofiege Board Member * Institution Email Domain(s)

5.000-5,599 i ® Yes Mo Unsure

Contact Information
Please keep fhis contact information current. It will be used as the primary means to communicate important announcements and system updates.

Primary Contact
* First Name * Last Name * Insttution Phong * Inshtition Emas

The Institution Email Domain(s) field is a mandatory field that allows the Institution to
restrict the use of personal email addresses within ACCUPLACER for security purposes.

Institution Detalls

» Please provade the full name of your Institubon Avoid using abbreviations andior codes

= Piease complele all required Nekds 2s NdIcaled Dy NG 358nsks | ")

» I you have any questions about how i comphele this form, please contac the ACCUPLACER Customer Supporl Team at BE5-507-5223 or Flease Submil a Suppon Tickel

+ You may not be able 10 edit some of the Leaming Path sefings because they have been configured by a Coliege Board adrminisiraiorn and cannot be changed with the
Curment BCCess privileges

Institution 1D Hierarchy

011261 College Board > CBUAT Institution

Level Type Code Created Last Modified
Inabhution Jang, 2017 0SE 8P D 5. 0T 2039 P
Institution

Not Appic abée v
ategary ol 17 pe ol * Locaton of instiuton
Privae ¥ i e v Rural L
* Suze of Student Sody * Caliepe Boary Memper * Imsiuton Emat Comami(s
X ] v
® Yes o raure

= The Institution Email Domain(s) field accepts more than one domain with comma
separators (e.g., school.edu,school.org).

= The field will accept a maximum of 8,000 characters (including the comma separators).

= When creating a new user, the email address specified must match at least one of the
email domains declared for its institution (e.g., proctorname@school.edu)
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If an Institution Profile hasn't been updated in a 12-month period, upon logging in to
ACCUPLACER, an Institution Administrator will automatically be prompted to review and
confirm/update the institution details. Click Save to save changes or acknowledge that
the current institution details are accurate.

inarmminn Pradie u

& Tror st Frotie b s red bame e = Ba i 1T s Fare cvvwm and proeein sy epeee. b e Lo ke when Brobes

Irptnateon Dials

Site Profile

A site is a location affiliated with your institution that proctors tests. If you are logged in
as an Institution Administrator and click on Site Profile under Manage Profiles of the
Users menu, a list of existing sites will display. Under the Units column, the number

of test units assigned to that site is shown. To edit a site, click on the pencil icon.

To delete a site, click the trashcan icon. If you click on the Export Options button, you
can export a list of all sites in one of the format options available from the drop-down
menu: Delimited Text, CSV, Excel, or XML.

8 Site Profile

B Site Search Results © Add l Export Options = l

Site Name ~| |2 | |2 0 -

Site ID Site Name 4 Site Created Last Login Date Units Status Action
© 008974-002 CB EA Site 1 2015-01-05 20150112 7 Active F o
© 008974-000 Demo Site 2015-01-05 0 Active 4

& 008974-003 Sample College 2015-01-11 0 Active | &

Y gors Hecords First | Prev - Next = Last

The results of the testing site search now return the date the site was last accessed/used
(Last Login Date). This column is available at the Institutional Administrator and College
Board Administrator level. This column identifies the last login date to the site for the

SM level and below.
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If you are logged in as a Site Manager, your site's profile will display.

site Profile

‘You may not ba able to edit some of the Leaming Path sattings because they have been configured by a College Board Administrator or an Institubion Administrator and cannot be changed with
fhe cument access privileges.

Site 1D Hierarchy
College Board » CB Early Access Institution » Sample Colege

Group Type Cruated Last Maditied

Site

* s Nama Descnpson

* Address 1 Address 2
1800 W Main

* Courtry * State It Cther Specity
Uniled States =] owa T‘

* City Region
lowa City Midwesiem Region

* Insfibution Tygu * Category of InsSfution * Location of Irst#ution
4Year =] Pubiic - Urtan =

User Profiles

If you click on User Profiles and then click on the Search button, a list of all users

who have been added to the site will appear. If you are logged in as an Institution
Administrator, all users from all sites will appear on the list. Also shown is a column
designated as Site Name that displays the site the user has been assigned to. If you are
logged in as a Site Manager, only the users assigned to that site will display, and there is
no Site Name column. You can also see the last time a user accessed the system

and their certification status by clicking on the plus sign next to the Username.

& User Profiles

Q user Profiles - Search

Insitution 1D Name
011281 “BUAT Institubon
Site 1D Site Name
Select One L
Liser Type First Name: Last Name Usemame
Sslect One v

SortBy | First Name - k| 12 10 -
Imstitution
Username Sita Nams Name User Type Last Name Flrst Name Expiration Date Action
@ ‘test_bashproc CBUAT Site Presctor Bash Darrin 20190711 @ w e
Site 1D: 011261-001
Institution 1D:
Group Il;
Group Name: | |
Email Address: dhashi@collegeboard ong
Home Phone Number: 571 3324
Last Accessed Data:
Cartification Status:
& chuat i3 CBUAT In  |nstifution Harz Seth 2019-12-11 @ =B
siitution Administrator
& chuat sm CBUAT Site CBUAT In - Site Manager Herz Selh 2015-08-23 Z ® C
alilution
@ sherziest_pr CBUAT Sie CBUAT In ~ Proctar Harz Salh 2071640330 > W O
silution

110 4 of 4 Reconds First | Po -!--
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If you click on the Export Options button, you can export a list of all users in one of the
format options available from the drop-down menu: Delimited Text, CSV, Excel, or XML If
you are logged in as an Institution Administrator, all users from all sites will display. If you
are logged in as a Site Manager, only users associated with that site will be included.

Under the Action column there are three icons: Edit, Delete, and Reset Password.

& (| C

Edit: If you click on the Editicon, the User's profile will appear, and you can make
changes. This is also where you can reset the expiration date of the user's login
credentials. When a user logs in to the platform for the first time, they will be prompted to
indicate their preference to receive marketing communications from ACCUPLACER.

To opt in to receive marketing communications, check the box and hit Save.

Time(Optional) Time(Optional)
PN A A A
01 59 AM 12 00 AM
v v v v

| would like to receive marketing communications from ACCUPLACER

Close

Delete: If you click on the Delete icon, the user will be deleted. If you would like to delete
multiple users at the same time, select the checkboxes next to each Username that you
wish to delete, and click the Delete Users button.

Reset Password: If you click on the Reset Password icon, an email will be sent to the
user providing a link to the Security Questions page, where the user will be asked to
answer the security questions they established when their account was created. Once
the responses to the security questions have been validated, the user will be prompted
to change their password.

Click on the Add button to add a new user.

Provide all required (*) information and click Save.

To create an Institution Administrator, Institution Reporter, Institution WritePlacer®
Reporter, or Institution Score Reporter, select your user type from the User Type drop-
down menu but don't select a Site.

To create a Site Manager, Site Reporter, Site WritePlacer Reporter, Site Score Reporter,
Proctor, or Proctor-Reporter, select a site and then select your user type from the User
Type drop-down menu.

If the Use Default Address box is checked, the ACCUPLACER application will auto
populate any new Site Manager, Site Reporter, Site WritePlacer Reporter, Site Score
Reporter, Proctor, or Proctor-Reporter users with the site address from their mapped site.

As an Institution Administrator, when the Use Default Address box is checked, the
institution’s address will automatically populate when creating an Institution Reporter,
Institution, WritePlacer Reporter, or Institution Score Reporter user.
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When creating a new user, the email address specified must match at least one of the
email domains declared for its institution that is set on the Institutional Profile page
within the Institutional Email Domain(s) field.

The Active Account To date can't be greater than one year from the Active Account
From date.

A confirmation message will appear confirming that the user's account was created
successfully. The new user will receive an email like the one you received when first
creating your account. Have them follow the same steps.

Contact Information Update Prompt

Every six months, users will be automatically prompted to update their contact information.
Upon login, they will receive the message "Your profile has not been updated in the past 6
months. Please provide any updates and click the Save button.”

All users will be unable to update the "User Type.” Proctors, Proctor-Reporters, and

Site Score Reporters will not have access to update Active Account From and Active
Account To date and Username fields. Site Managers and Institution Administrators can
edit both Username and account activation dates.

Expiration Date Prompt

A user's account will be notified when the account is within 30 days of expiry. Additionally,
users will get an email reminder 10 days in advance of account expiration. All users can
update their expiration date for up to one year except for Proctor and Proctor-Reporter
accounts. An Intuitional Administrator or Site Manager must update a Proctor/Proctor-
Reporter expiration date.

Bulk Upload of Users

This functionality allows Institution Administrators and Site Managers to batch/bulk
upload new users: Site Managers, Site Reporters, Site Score Reporter, Site WritePlacer
Reporter, Proctor, and Proctor-Reporter. Click on Bulk Upload of Users under the Users
menu and the screen shown below will display.

8% Bulk Upload of Users

= Click on the "Click here to upload” and choose 2 file to batch import user information.

= The file format MUST maich the User Proiile Template and will only accept the following file formats: ".xlIs", ".xIsx", and
".esv

+ Please refer to the User Profile Guidelines for detailed information.

X Import User Profiles

Does your file include a header row? (@ Yes )

Click here to upload

Cancel
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Click on the User Profile Template link and an Excel worksheet will display. Each column
in the worksheet represents a field in the Edit/Create User screen. Fields highlighted in
orange are required fields. Add all new users to the template referring to the User Profile
Guideline for detailed information about the format and content of each column.

f A I — c ) E £ G H I J K =
1 _Institution Site Id |User T Username First Name Middle Hame [Last Hame Description | Address 1 [Address 2 |Coun State/Prov |
5 = e d
3 Site Manager 1|
T Sitr Aeporter
P

5 Zite WiritePiacer feparter

& Proctor

7 |t et

8

9

10

1

12

13

1

15

16

17

18

19

20

2

22

2

b7}

5

26

21

b

b

30

3

ko = |
JHELSE W ProctorPre-egistration Sheetl CER 1 e — : - |
Reany | |8|[00 . 100% (=) |

The student preregistration template provides additional validation macros for country
and state combinations, as well as date of birth information. Date of birth is one column
to allow users the ability to easily transfer date of birth from other systems.

Fields included are:

= |nstitution Site ID
= User Type

= Username

= First Name
= Middle Name
= Last Name

= Description

Address 1
Address 2
Country
State/Province
*If Other Specify
City

Zip/Postal Code

Email Address
Home Phone Number
Mobile Phone Number

Active Account—From (MM/DD/YYYY)
Active Account—To (MM/DD/YYYY)

For the Institution Site ID field, use your nine-digit Institution Site ID in the format
Of XXXXXX-XXX.

*If a country other than United States or Canada is entered in the Country column, then
the column labeled If Other Specify must be completed.

For Activate Dates, use the MM/DD/YYYY format.

The Active Account To date can't be greater than one year from the Active Account

From date.

Drop-down menus are provided for User Type, Country, and State/Province.

If a user has more than one role, there must be a line for each of the roles you wish to
assign to that user. In the example below, Jason Wilson is a Site Manager, Site Reporter,
and Proctor-Reporter for Site 001. He is a Site Manager and Proctor for Site 002 also.
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A user’'s email domain specified in the upload sheet must match at least one of the
email domains declared for its institution set on the Institutional Profile page within the
Institutional Email Domain(s) field.

Site Id User Type Username  |First Name )

iddle
Name

Last
HName

Descr
iption

Address1 [Address 2

Country State Other City

Zip/Postal

Code Email Address

Home
Phone
Number

Mobile
Phone
Number

Active
Account
From(MWDD/

To(MM/DDIYYY|
Yy

Active
Account

000005-001  |Site Manager [jwilsonsm3  |Jason

Wilson

45 Carlson Blvd

United States |California

wilson@sample
San Diego 98421 college edu

405-555-
5551

06/04/2014|

06/22/2015)

000005-001  |Site Reparter [jwilsonr3 Jason

Wilson

45 Carlson Blvd

United States |California

jwilson@sample
San Diego 98421 college edu

405-655-
6551

06/04/2014|

06/22/2015|

Proctor

Wilson

45 Carlson Bivd

United States |California

wilson@sample
San Diego 98421 college edu

405-555-
5551

06/04/2014|

06/22/2015)

Wilson

45 Carlson Blvd

United States |California

wilson@sample
San Diego 98421|college edu

405-555-
5551

06/04/2014

06/22/2015|

000005001 |Reporter Isonpr3 Jason
000005-002 | Site Manager zlsuﬂsmﬁi Jason
000005-002 il 4

Proctar lason

Wilson

45 Carlson Bld

United States | Califormia

405-555-

wilson@sample
San Diean 98421 |collene edy

AEA1

06/04/2014

0R/22/2015

Once the Excel worksheet has been completed and carefully reviewed, save it as an xls,
xlIsx, or csv file. Click on the "Click here to upload” to upload your file. Select the file that
you created and click Save. The name of the file will appear. Click Import to complete the
process. Click Remove to remove the file.

&5 Bulk Upload of Users

"xls", ".xIsx", and ".csv".

X Import User Profiles

Yes

Does your file include a header row? (e J

&3

Click here to upload

B Mass User Upload Jan 2015.xlsx (0.00 MB)

- Click on the "Click here to upload” and choose a file to batch import user information.
- The file format MUST match the User Profile Template and will only accept the following file formats:

= Please refer to the User Profile Guidelines for detailed information.

o=\ ® Import

If the program detects any errors, such as a duplicate username or invalid format, the
errors will be noted as shown below. Make the necessary corrections and click the Save
icon at the end of the row. Click the Delete icon to remove the user.
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@ Please comect the errors indicated below and click "Save’.

* Total Records Imported: 5
» Total Valid Records: 3
* Total Records With Errors: 2

+ See the status of the import below. Any errors indicated in the detailed list of errors must be corrected before the user information can be imported. After correcting errors, use the Save
button to confirm all data fields are valid. Use Save to save edits and import later

Row
No Institution Site ID User Type User Name First Name Middle Name
1 : o
008974-003 Site Manager E| jwilsonsm Jason
& 3 R
008974-003 Site Reporter E ‘ jwilsonsm Jason

+ Duplicate User name

- 008974-003 Proctor Reporter E| jwilsonpr Jason

4 008974-003 Proctor Reporter E| gsparkspr George

o 008974-003 Site Manager E| ‘ jwilsonsm| George
= Duplicate User name

Once all errors are corrected, click Import. When the data have been successfully
imported, an email will be sent to each user with their username and a link to complete
their registration. The new users will now show on the list of users.
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Student Profiles

Institution Administrator, Site Manager, and Proctors can search for a student's profile.
Institution Administrators and Site Managers can edit a student profile, but a Proctor
can't. Institution Administrators have access to all student profiles. Site Managers have
access to the profiles of students who have tested at their site.

To view or edit a Student Profile, click on Student Profiles under the Users menu. Enter
your search criteria under the Student Profiles—Search area and click Search.

8% Student Profiles

Q student Profiles - Search

Site Name Created Date From Created Date To

Bt
t

Student ID First Name Last Name Date of Birth

-

H Student Profile Search Results Export Opfions = l P Merge Students I

Sort By Student ID

Last Name First Name Date of Birth Student ID 4 Last Test Date
Lee Clara 01/01/1968 09876543 02/04/2015
Schmitz Sue 01/01/2014 11223344 02/05/2015
Seaver Kenton 01/02/1970 1122558

12

Action

e &

R |=Z

e =

10 =

A list of all students matching the search criteria will appear. Click on the View icon to
view the student’s profile. Click on the Edit icon to edit the profile. Make your changes
and click Save.

If you click on the Export Options button, you can export a list of all users in one of the
format options available from the drop-down menu: Delimited Text, CSV, Excel, or XML.

If a student has tested more than once using two different ID numbers, you can change
one ID number to match the other one by using the Merge Student Profile feature.

To merge two student profiles, the student’s Last Name and Date of Birth must be the
same. Before beginning this process, verify that they are the same. If they are not, edit
each record so that the Last Name and the Date of Birth are exactly alike in both profiles.

Use caution when merging student profiles because you can't restore the original
profile once it has been merged with another profile.
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Check the two records you want to merge and click Merge Students. You can only merge
two records at a time.

Sort By ‘ Last Name

Last Name + First Name Date of Birth Student ID Last Test Date

Smith George 01/01/1995 1234567

Smith Walter 01/01/2000 44444

110 2 of 2 Records

First

Action
Q| |=

& =

Prev - Next

B Student Profile Search Results Export Options ~ [ P Merge Students

Once the merge has completed successfully, both student profiles will have the same
Student ID number, and a confirmation message will display.

Creating a Testing Site
To create a testing site, click on Site Profile under the Users menu and a list of sites will
appear. Only Institution Administrators can create Test Sites. Click on Add to add a new site.

se:Site Profile

B Site Search Results © Add l Export Options = l

Site Name -% B|E 0~ |

Site ID Site Name 4 Site Created Last Login Date Units Status Action

@ 008974-002 CB EA Site 1 2015-01-05 2015-01-12 7 Active W

@ 008974-000 Demo Site 2015-01-05 i] Active =

& 008974-003 Sample College 2015-01-11 0 Active =z &
1to 3 of 3 Records First | Prev - Mext | Last

Provide all required information (*) and click Save.

A Site Profile Back
Please provide the full name of the Testing Site. Avoid using abbreviations and/or codes.
Site Details
= Site Name Deseription
- Address 1 Address 2
1800
* Country “ Siste * If Other Specify
United States [ lowa [
~City Regon “ZipiPostsl Cade
lowa City Midwestern Region 52240
* Institution Type “Catagory of Institution “ Location of Institution
4 Year [=] Fublic [=] Urban [=]
* Size of Student Body “ Do you intend to use ACCUPLACER for Ability to Benefit Testing?
1,000 - 4,989 [« Yes ® No
Remote Testing @
* Remote Testing Site? Yes @ No
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When Remote Testing Site is set to "Yes," all fields below will display allowing you to
create a Testing Site that can be used for testing students at other physical locations.
Additionally, by selecting “Yes," you agree to your site being publicly listed for students and
other sites to see. The Remote Testing Site can register students either by creating a new
student record or finding the student who may already exist in the site.

Note: Site Managers can designate their site as a Remote Testing Site.

When Remote Testing Site is set to "No," all fields are suppressed.

H SETH, CB EARLY ACCESS INSTITUTION

* Address 1 Address 2
123

* Country " State * If Other Specify
United States = lowa m

* City Region * ZipfPostal Code
lowa city Midwestern Region 52235

* Primary Contact First Name * Primary Contact Last Name * Emad Address

=

* Custom Email Greeting

Additional Test Center Information

* Hours of Operation

* Time Zone Hours OF Operation Details

-Select One- |-

* Custom Email Closing

* Payment Required » Yes No

Address Fields
The address information provided for the institution will be carried down to the Remote
Testing Site address fields. The user can change the address information if necessary.

Primary Contact Information
Enter the first and last names of the primary contact person and their email address.

Custom Email Greeting
Enter a greeting that you want to appear on the Remote Test Site email that is sent to
the student.

Additional Test Center Information
Enter a message to the student with any additional information about the test center.
For example, directions to the test center, information about parking, etc.

Time Zone
From the drop-down menu, select the time zone where the test center is located.
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Hours of Operation Details
Enter the hours the test center is open and any other details you want students to know.

Additional Email Closing
Enter any closing message you want to appear on the Remote Test Site email.

When Payment Required is set to Yes, the fields Cost and Payment Method Accepted
will be displayed. When Payment Required is set to No, the fields are suppressed.

* Payment Required: ® Yes No
* Cost
S
* Payment Method Accepted Cash Check - AMEX Discover Master Card Visa
Cost

Enter the amount your test center charges for administering the test(s).

Payment Method Accepted
Select the payment methods your test center accepts. Multiple payment methods
can be selected.

When a student tests at a remote testing site using a voucher and completes the
assigned Branching Profile, an email will be sent to the person who originally created the
voucher. The email will notify them that a voucher they created has been used and test
results are available for the completed test(s).

Demo Site

A Demo Site was created when your ACCUPLACER account was established. This site is
for faculty to use when reviewing tests. Twenty-five test units are available on the Demo
Site, and the Institution Administrator can transfer more units to the site as needed. Test
data from this site are kept separate from actual student data. You can't change the name
of the Demo Site. Do not use this site to test students.

To access the Demo Site, the Institution Administrator will need to create a Proctor
Username for faculty members to use. Direct faculty members to log in to the
ACCUPLACER Testing Site (accuplacer.org) and click on the Administer Test menu
then Administer New Test Session. Branching Profiles that administer a single test
are available from the Branching Profile drop-down menu. Faculty should select the
Branching Profile for the test they want to review.
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System Configuration

System Configuration enables you to establish various settings for your institution or
site. System configurations set by the Institution Administrator filter down to all sites;
the Site Manager can change some of these settings. When logged in as an Institution
Administrator, the following screen will display when you click System Configuration
under the Users menu.

Test Unit Configuration

i System Configuration

Test Unit Configuration

Test Unit Allocation Setting

Auto Allocation E| .
To enter mult!ple email addresses, separate each email with a semi-colon.
+ | Activate Low Test Unit Threshold
Low Test Unit Threshold Value Email Address
100 gsparks@samplecollege edu
Test Unit Allocation Setting
= Manual Allocation The Institution Administrator must manually transfer the test units
to the Testing Sites. If the site's test unit balance goes below zero, students won't be
able to test at that site. In this case, an error message will display.
= Auto Allocation The test units are transferred automatically from the institution's
account to a Testing Site when the test unit balance goes below zero. If the
institution’s test unit balance goes below zero, an error message will display.
= Activate Low Test Units Threshold This activates or inactivates the Low Test Unit
Threshold Notification Alert email that provides a low balance warning to the email
address that is configured on this screen.
Settings and Configuration
Settings and Configuration
Date Format Time Zone
YYYY-MM-DD = (GMT-05°00) Eastern Time =(US & Canada) [

Date Format
From the drop-down menu, select the date format to be used at the site.

Time Zone
The time zone of the institution or test site is determined here; all the time values will be
expressed according to the time zone setting configured here.
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Student ID

Student ID

Changes 1o the Student ID format that do not correspond to the format of existing Student 1Ds will disable access for those students when they attempt to conduct future test

Sessions
Format Min Size Mazx Size
Alpha Numeric [zl 5 [zl 20 [=]

To configure a required format for Student IDs use the codes below. For example, if the |D configuration required is five characters (as defined in "Min/Max" setlings above) and all
numeric, then the configuration code should be NNNNN. Students entering an 1D that does not conform to the required format will receive an error message.

L - Letters, A - Alpha Numeric, S - Special Character, N - Numeric,

Cusfom Character Configuration (optional)

IDs provided by the student during the test are validated against this format. Students
who enter an ID number that does not match the specified format will receive an error
message. The available drop-down menu values are as follows:

Format
= Alpha numeric (default value—no special characters)
= Letters only
= No constraints
= Numeric only
= Allow special characters as part of alphanumeric setting

Student ID Size (minimum)
Student ID size determines the minimum length of the student’s ID number. The range is
from 5 to 20. The default value is 5.

Student ID Size (maximum)
Student ID size determines the maximum length of the student’s ID number. The range is
from 5 to 20. The default value is 20.

Custom Character Configuration (optional)
Defines the format of a student ID by specifying what type of character is required to be
in each field of the student ID.

L—Alphabets
A—Alphanumeric
S—Special character
N—Numeric
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Essay Pending Notification

Essay Pending Notification (@ on)

Email Address

gsparks@samplecoliege.edu

When the Essay Pending Notification is set to On, an email will be sent to the specified email address, notifying them that an essay has been scored as pending. An email will also
be sent when scores have been received for a pending essay. To send an email to multiple recipients, separate each email address with a semi-colon.

Essay Pending Notification (Site Manager Only)

If turned on, an email message will be sent to the email address shown in the Email
Address box when an essay has received a score of Pending. Multiple users can be
notified by adding multiple email addresses separated by a semicolon.

An email will also be sent notifying those individuals when the essay score is returned.
Transfer Test Units

Institution Administrators can transfer test units from the Institution account to a site
account or from site to site. Click Testing Units under the Users menu.

% Testing Units

* Transfer Test Units From * Transfer Test Units To

CB EA Site 1 (72) |Z| Sample College (D) |Z|
Current Units Available Current Units Available
72 Units 0 Units

* # of Units To Transfer

20

From the drop-down menus, select the institution/site from which you want to transfer
units and the institution/site to which you want to transfer units. In the # of Units To
Transfer box, enter the number of units to be transferred. Click Transfer. The numbers
in parenthesis show the number of available units at the institution or the site.
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Custom Messages

A custom message is something you can use to share information that is specific to
your site or institution. Only a Site Manager can create a custom message. Six types

of custom messages can be created at the site level. For these messages to appear,
"Custom Message” must be set to “Yes" in Score Report Settings. All custom messages
are limited to 4,000 characters.

8 Customn Messages

Student Instructions Message:

Welcome Message:

Test Completed Message:

Placement Test Score Report Message:

Diagnostic Test Score Report Message:

Test Voucher Message:

Bswce |0 @ B B @ @ QL E% | Erpeo0may
B I U 5§ x| Fla= == Elyy B EE =EE M e s BLQOE=O Q=
.Sr,r\es ~|| Format - || Font || size - ._A_v B-| 52 4 ?

minute.

Once you enter your voucher number, name, and birth date, hit the submit button ONLY ONCE. Then wait for your test to launch. The proctor will begin your test and this may take up to a one

Use the link below for descriptions of each of the icons available in the editor used to
maintain these screens. http://docs.cksource.com/CKEditor_3.x/Users_Guide/Quick_
Reference

Student Instructions Message

The message displays as a pop-up on the Student Information screen. You can provide
students with additional information about completing the Student Information screen with
this message.

The default Student Instructions message is "On the Student Information screen and
those that follow, you will be asked to provide your personal information. Please complete
all mandatory fields indicated by a red asterisk (*)."

You can edit or delete this message and/or add your own message. Click Restore to
Default to restore the default message. Click Preview to see how your message will
display during testing. Click Save to save any changes you have made.

Welcome Message
The message displays at the beginning of testing where you can give students more
information about the purpose of the testing, etc.
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The default message is

Welcome to ACCUPLACER!

You are about to take ACCUPLACER tests. The purpose of these tests is to
help determine your level of skill in one or more academic areas. The scores
you receive will be used to assist in determining the most appropriate
courses for you at this time.

ACCUPLACER multiple-choice tests are adaptive, which means you must
answer each question as it is presented to you before you can continue
to the next question. You cannot skip a question or go back to a previous
question to change your answer.

It is very important that you do your best on these tests.

The Proctor is not permitted to help you with any test questions. However,
if you need anything else during the test, please inform the Proctor.

You can edit or delete this message and/or add your own message. Click Restore to
Default to restore the default message. Click Preview to see how your message will
display during testing. Click Save to save any changes you have made.

Test Completed Message displays at the end of a testing session.

Placement Test Score Report Message displays on the Individual Score Report
generated at the end of a test session.

Diagnostic Score Report Message displays on the Individual Score Report generated at
the end of a test session.

Test Voucher Message prints on the Student Voucher.
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As a Site Manager, to create a custom message, click on Custom Messages under the
Users menu. Click on the plus sign next to the message you want to create, and the
message area will open. Type your messages in each of the boxes and click Save.
Click Preview to see your Custom Message.

8% Custom Messages

minute

Bl souce | ) i@ | B DB &EBE QLW E | B e o0l = K
B IUS® X x|TL||;=: |9 W E = = = e mlEmoem=o© ax=
Styles | Farmat - - ize - - B-

Once you enter your voucher number, name, and birth date, hit the submit button ONLY ONCE. Then wait for your test to launch. The proctor will begin your test and this may take up to a one
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Vouchers

Starting a Test with a Voucher
If you are proctoring a student who is taking a test with a voucher, click on the Use
Voucher button.

Admin Login

Regquest an Account - For Institutions ONLY Verify System Requiremnts
Dioes you B3RS0 Need AN SCCOUN 10 Bceess the ACCUFLACER system? Eheck t bee I s COMpUET meets the TaNImUM Specications regured 1o
— administes ACCURLACER tests

M emttuticn gt aton very Sywem

Enter the Voucher Number from the student’s email, the student's last name, and their
date of birth.

ACCUPLACER

Instructions
A test voucher s requined to launch ACCUPLACER tests from this page: if you have been provided with 3 test voucher please enter the information exactly as it appears on the
2 ty. If you are unable lo proceed, please contact your lesl admnistrator 1o verify the vouther nformation

Vouc will s rgquired 1o enter your binh date 1o validale you

* Voioches Number [ —

* Date of Brin
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The Proctor must click Next.

Student Instructions

Your test session has been submitted for approval; please WAIT for further
direction from your test administrator.

Do not attempt to proceed without direction from your test
adminisirator or your session may be terminated

PROCTOR USER ONLY: If approval at the individual computer is
required, please press Next to proceed.

Next

Enter the required information (noted by *) and click submit. The student's test will display
on the next screen.

Proctor Authentication Screen

Instructions
A test administrator is required to confirm the identity of the person conducting the test and authorize this test session. An ACCUPLACER Proctor must enter its valid user credentials to
authenticate this test session and proceed to the test administration.

* Indicates required fields

Your test session request has been successfully submitted and is pending administrative
approval. If you are awaiting remote authorization, please stand by as the process may take up
to one minute.

* Username * Password

Student Pre-Registration

The ACCUPLACER Platform supports the preregistration of students who will be taking
ACCUPLACER tests. This feature ensures that all relevant student information (i.e.,
Student ID, Last Name, Birth Date) is entered correctly, and it eliminates errors caused by
"typos” or transposed characters when students self-register and it saves time on test
day. You can also include user-defined fields (e.g., GPA) in the preregistration file. Simply
add a column with the name of the user defined field and populate the values accordingly.
To use it, the user-defined field must be defined in the application. The column header

in the preregistration file must be an exact match to how the field is defined in the
application. Students can supplement required fields as part of their profile information
when they log in to take the test. This feature is only available to Site Managers

and Proctors.

The ACCUPLACER Platform also supports the preregistration of students via an API.
See the Student Pre-Registration API Developer Guide for more information.
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Click on Student Pre-Registration under the Vouchers menu and the screen below
will display.

W Student Pre-registration

batch import Student Profiles.
ation '-'-:-m:\-ia'.elanu will only accept the following file formats: " .xis " ".xIsx ®, and " .csv "
iesffor detailed information

X Import Student Profiles

Does your file include a header row?( @  ves |

Drop file here to upload
or Click)

Cancel

B8 Student Profile Information Imports

Click Student Pre-Registration Template to download an Excel template you will use to
import your Student Profile Information.

A | B | c | D E F | G [ R |
Student Id |First Name |Middle Name |Last Name |Date of Birth{MM/DDYYYY) |Address 1 |Address 2 |City Country

| J
State/Province |i

1
2
3
4
5
6
=
8
9

=T=
=

Fields include:

Student ID First Name Middle Name
Last Name State/Province Email Address
Date of Birth Zip/Postal Code Gender
Address 1 Home Phone Number Self-Description
Address 2 Mobile Phone Number

City Country Branching Profile

Enter student data on the template. You can include up to 2000 records in the
spreadsheet. Refer to the Student Preregistration Guidelines link for information
concerning codes that should be used in you import file. Student ID, First Name, Last
Name, and Date of Birth are required fields and are highlighted in orange. Drop-down
menus are provided for Gender and Self-Description.

This spreadsheet contains all of the fields on the Student Information screen. Any entry
on this spreadsheet is shown on the Student Information screen when a student begins
testing. At the beginning of testing, students can edit these fields, except for Student ID,
Last Name, and Date of Birth.
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If choosing to populate the Branching Profile column, the Branching Profile must be the
same for all students listed on the upload file. The platform won't let you upload a file
that contains multiple Branching Profiles. A combination of blank and a single Branching
Profile within a preregistration file is permitted. A file where none of the students are
associated with a Branching Profile is also permitted.

Once the Excel worksheet has been completed and carefully reviewed, save it as an xls,
xlsx, or csv file. Click on the "Click here to upload” and select your file. Click Import.

@ Student Pre-Registration

= Click on the "Click here to upload " and choose a file to batch import Student Profiles.

= The file format MUST match the Student Pre-Registration Template and will only accept the following
file formats: " xIs ", " xIsx ", and " .csv ".

= Please refer to the Student Pre-Registration Guidelines for detailed information.

X Import Student Profiles

Does your file include a headerrow? (e  Yes )

5

Click here to upload

B Mass_Upload_Students.xis (0.00 MB)

Cancel OGN

The name of the imported file is now included on the list of Student Profile Information
Imports.

&

Drop file here to upload
{or Click)

B Student Profile Information Imports
Sort By Pre-Registered Imported Date = 13 | 1f 10 =

Pre-Registered Imported Date  ,  Pre-Registered File Name No Of Students Imported  Falled To Import Status Action
Nov 2, 2018 10:52:51 AM Mass_Upload_Template_Bash.xls 248 & 14 1] & imported 8
Oct 18, 2018 1:14:37 PM Mass_Upload_Template_Bash.xis 248 & 1k 1] @ imporied a
Sep 13, 2018 9:23.21 AM PGCPS Upload. xis 1 & 14 1] © Imported B
Sep 13, 2018 6:01:47 AM PGCPS Upload. xis 1& 14 ] & imported &
Sep 12, 2018 2:54:47 AM SchmitzVoucher.ds: 1 & 14 1] & Imporied B
Sep 12, 2018 B:51:57 AM Moniognese2 xis 24 24 o © Imported w
Sep 12, 2018 8:47:26 AM Montognese xis 34 14 24 0 Fartially Imparted a
Sep 11,2018 4:38:38 PM Mass_Lipload_Tempiate xis 248 & 4 & o @ imperied a
Sep 4, 2018 4:48:55PM SeptdTemplateSLS xis 14 1& Q @ Imported B
Sepd, 2018 44812 FPM SepidTemplatiesLs xis 14 o o 0 Mot iImported B

110 10 of 46 Records S| B - T i T i
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The No of Students column will tell you how many records were in the file. The Imported
column displays the count of students that were successfully imported with an option

to download. The Failed To Import column will display the number of records that were
unable to be imported. Should an import fail on certain records, you can download the
failed records only and correct them. The last column of the file details the error that was
encountered. You can then either combine the corrected records back into the original file
and upload or upload them as a separate file. The Status column will display either Import
In Progress, Imported (all records imported successfully), Partially Imported (some records
failed import), or Failed to Import (all record failed import). The Action column will allow you
to delete the file from the list. If a file is deleted from the student preregistration page, it will
also be deleted from the Voucher generation page and will not be displayed to the user.

Generate Vouchers

Once you have successfully imported your students, you can generate a voucher that
they will take to the test site. Click on Generate Voucher under the Vouchers menu and
the screen shown below will display.

W Generate Voucher

@ Generate Voucher

Load Pre-Registered Student Records

Select Pre-Registered Students v
Select Branching Profile Select Voucher Expiration
-Salect One- - 90 Days ¥

Select Voucher Type

-

Standard/Print Voucher

B8 Students List + Greate Single Student Record | Q Find Sudents

No records to display.

Initially, the Student List grid will be empty with no records to display. There are multiple
components that contribute to the voucher creation process; (1) Preregistration files that
contain student information as discussed in the previous section; (2) Branching Profiles;
(3) Voucher Expiration; (4) Voucher Type; and (5) Remote site, should a remote or virtual
voucher type be selected.

The Load Pre-Registered Students Records drop-down lists all the active files in the
Student Pre-registration listing screen. If you begin typing the pre-registered file name,
the list will pre-populate for that selection. If you need to create a voucher for a single
student, you can add them “on the fly” by using the Create Single Student Record button.

Only the student pre-registration files uploaded post the deployment of this feature,
will be displayed in the “Load Pre-Registered Students Records” drop-down. This is to
ensure that no files with multiple Branching Profile names are available for selection.
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The files that are removed/deleted on the Student Preregistration screen, will no longer
be available for selection in the “Load Pre-Registered Students Records” drop-down.

W Generate Voucher

% Generate Voucher

Load Pre-Registened Student Records

Selact Pre-Registernd Studants

% Select Voucher Expirstion
Select Pre Repstered Stugents - & Tl :
DF - 2 - Coflas | 04-2ap-2018, 01:59:29 P

LIDF - 2 - Cogy xis | 04-ep-2018, 01:58:04 PM
UDF - 255 | 04-5ep-2018, 01:56:33 PM
UDF - 1 - emrorsts | 04-Sep-2018, 015425 PM

demg 1 - 500phus - Cogy s | 04-Sep-2018, 01:52:58 PM

+ Cruane Singls Studet Rscord | 0 Find Stucoms

Ko racords o display

Selecting a file will add all the students in the preregistered file to display in the Students
List grid.

W Generate Voucher

W Generate Vouche
Loait Pre- Rogistensd Student Aeconts

demo - all success - Copy.xls | 06-Sep-2018, 10.55

Sesect Branching Profie Sakct Voucher Expiration
SEP « NG Reading S0 Days

Salect Vouchsr Type

StAREEn

Oy ———————

SeriBy | StudentiD

Stisdent ID 4 First wama Last Mame Date of Birm Email Aress Voucher Number Expires On
o+ J1studn0 Sue

Jahin

To remove a student from the list, select the checkbox next to that student and click the
Remove Students button.

& Remove Students | # Create Single Student Record || Q, Find Students
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If you click the Find Students button, the screen shown below will display. You can now
search for another student that is already in the system to manually add them to the
voucher generation process.

Find Students

Institution Name Site Name
“Pearson - IT - New_7th spt *“Pearson Pearson IT - Shawn
Student Created Date From Student Created Date To
MM/DD/YYYY = MM/DD/YYYY =
Student ID First Name Last Name

e 2
BB Student Search Results

No records to display.

Close

From the Select Branching Profile drop-down menu, select a Branching Profile to apply
to all students if necessary. For preregistered students, the Branching Profile column will
be populated with the Branching Profile if one was specified in the preregistration file. For
a file where none of the students are mapped to a Branching Profile, the Branching Profile
column will be blank for each student.

Selecting a Branching Profile from the drop-down will directly assign the selected
Branching Profile to all students in the grid. Every student in the grid must be mapped to
a single Branching Profile. NOTE: If a file contains records with both a Branching Profile
and records with no Branching Profile listed, the Branching Profile listed will be applied
to all records.

W Generate Voucher

L]

rate Vouches
Load Pra-Registersd Studant Records
demo - all success - Copy.xs | D6-Sep-2018. 10:5524 AM

Sedect Branching Profile Salect Voucher Explration

SEP - NG Reading . 50 Days

*** FocusOut_Yes
*** Next-Generation Advanced Algebia and Functions

*** Nexd-Generation Asillumetc

9. Algesra. and Statistics

** Nexi-Generabion Reading

o ey
R T e g Son By
Student 10 “  First Name Last Mame Date of Ban Email Address Voucher Numbes
& Jitstuddll Sue ann phercedpea i

ahn Srith caiTipea

Ban Browr 01-Jan. 2000 shawn pitrca@paarsan com

i T

Expires On
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From the Select Voucher Expiration drop-down menu, select the number of days you

want the voucher to be valid.

W Generate Voucher

W Ger

Voucher

Load Pre-Regisened Student Records

dame - all success - Copy.xis | 06-Sap-2018, 10:50:24 AM
Select Branching Profie

“** Neod-Generatlon Adthmeatic

Seloct Voucher Type

4 First Nama Last Name Date of Gistn Email Address

Susect Voucher Expiration

Voucher Number

Expires On

With the selection of any value from the drop-down, the Expires On column date

refreshes based on the selected period.

From the Select Voucher Type drop-down menu, select the type of voucher you wish to

create (Standard/Print Voucher or Remote Network or Virtual Voucher).

W Generate Voucher

W Generate Voucher

Load Pre-Registered Student Records

py i | 06-Sep-2018, 10 5524 AM

Select Branching Profile

** Nexi-Generalion Arith

- 20 Day

Sedect Voucher Type

Sort By
Stadent i & First Hame Last Name Dane of Birt Email Address
+ MswR0t 0 Sue B
o+ I 1-da
4 s E B 1 g

Select Voucher Expiration

+ Cretn Single Student Recon | O Fina Stadents

Stugent ID

Voucher Numbar
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Selecting the "Remote Network or Virtual Voucher" option will cause the Selected
Remote Site textbox to be visible, so you can search for the desired remote test center.

W Generate Voucher

W Generate Voucher

Load Pre-Registered Student Records

dama - all fuccass - Copy s | 06-Sep-2010, 1055:24 AM

Sebect Branching Profile Select Voucher Expirateon
*** Hiaxt-Ganeration Artheatic - 0 DAy
Sulect Voucner Type Selecied Romote Site
Remote Network or Virusl Vouches . Select One. a

| =T T=-)

SoriBy | Student 1D - 12| i 10 -
Student (D & First Name Last Mame Date of Bath Email Address Vioucher Nomiber Expires On
4+ JNstedin Sue Joney 01-Jan-2000 shewn piercef@pearson com 05-Dec-2018
& JShe00E Jahn Smith 0i-Jan-2000 shawn pierceg@paarson com 05-Dec-2018
+ H1Smeon3 Ban Brown 01-Jan-2000 shawn plarce@pearson com 05-Dec-2018

110 3ol 3 Records First | Prev - Mexl | Laat

Clicking on the Search icon (magnifying glass) will bring up the Remote Network/Virtual
Voucher Site Search pop-up window, allowing you to choose a Remote Network Site/
Virtual Site for remote voucher creation.

Remate/Virtual Site Search

L Fas Ramses Tastoag Canter

* Gasuntey

Selest Cre.

TFPostal Cede
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From the drop-down menus, select the Country, State/Province, City, and Zip Code where
the student wants to test. When United States is selected from the Country drop-down
menu, only U.S. states will display in the State drop-down. When Canada is selected, only
Canadian Provinces will display. When another country is selected, the State field will be
inactive. From the Zip Code, you can select a mile range from a Radius (Miles) drop-down
menu. The results will return a list of sites that are within the mile range specified—the
user may select to sort the list by distance.

Click Search, and all registered Remote Testing Centers that meet the filter criteria will
display in Available Testing Sites area. Click the View icon under the Action column to
see details of the Remote Testing Site.

DFPous Code Radauy (Miley

Oome msttumon Mame 4rte Mame City heon
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Remote Test Site Information

ACCUPLACER Test Site Information

R_emote Site Name Address 1
05 Northridge Campus-# 11928 Stonehollow Drive
Country State
United States Texas
cy o, e
Austin Southwestern Region
Primary Contact Information
First Name Last Name
Talisia McHugh
Email

ACCUPLACER-Devi@Pearson.com

Custom Email Greeting

Please call Assessment Center for appointment.

Additional Test Information

Test Center Hours

Time Zone

Address 2

Other

EYVENLS Che
76758

Close
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To attach the voucher to the desired site, pick the site you want via the radio button on
the left-hand side of the screen and then click Select to continue.

Testing Sit

Sart By site MNamea i
-Select s

One- institution Name Site Mame City
Austin Community Callega 03 Eastvienw Campus-ACE Austin
™ Austin Community College 05 Merthricge Campus-ACC AListin
Austin Community College (8 Riverside Campus-ACC Austin
Austin Community College 0. Highland Campus - ACC Austin
ALSUN Community College 1. South Austin Campus-A00C ALISUN

=

B B B

Once all the desired selections are made, click on the Generate Voucher button to
create the vouchers. The student information assigned Branching Profile (when the row is
expanded),and the voucher number will display.

W Generate Voucher
o Viouchser(s) generated successiully
% Generate Voucher

Lood Pro-Rogisteved Student Rocards:

dama - partisl - addiions xis | 06-Sep-2008 10°-32:52 AM

Sedect Branching Profile Salect Voucher Expirstion
4 Naxt- Ganeraton Rsading . 20 Davs
Spbect Vouchsr Typé Selectod Remaots Site
Remota Nehwark or Vinual vouches L] Carl Sanchurg College

@@ students List + Groate Bingle Siudent Hll‘ﬂ'lllQ‘.rﬂ Suxonts
Sort By Jent
Shuagent I} & Fin M Last Name e of Bim Eamall Aginess Vouches Numoo! Eapires On
= Tiichud Srad i 1:dan-2 T
4 Titsiudit 1-du - €
o Titam I 1 ¥ ™ 33005
4 T1lstud! .
o Titamd1d ' 1:da p
4 TH 2 an =D

Lot
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If you click on the Export Options button, you can export the list of students in one of the

format options available from the drop-down menu: Delimited Text,

See example below:

CSV, Excel, or XML.

Voucher No|Expiry Date Imported Date

File Name

PB2V2XK7 |09/30/2018 |07/01/2018

Mass_Upload_Stud

3M683UTY |09/30/2018 |07/01/2018

Mass_Upload_Stud

23E386LP |09/30/2018 |07/01/2018

M Student ID__ |First Name |Last Name |Date of Birth |Branching Profile

¥l 987654321a |Kurt Weller 01/01/2000 |*** WritePlacer ESL
£ 987654321b |Jane Doe 01/01/2000 |*** WritePlacer ESL
Ll 987654321¢c |Tasha Zapata 01/01/2000 |*** WritePlacer ESL
S 987654321d |Nas Kamal 01/01/2000 |** WritePlacer ESL

X25WT767Y |09/30/2018 \07/01/2018

¢
q
Mass_Upload_Studs
Mass_Upload_Stud¢

If you click the Print button, vouchers for the students who are checked will print. If you

click the Print All button, vouchers for all of the students will print.

Your custom Test Voucher Message will display at the end of the voucher under

Message from the Institution.

ACCUPLACER Test Voucher

to use the test voucher number to access your student information that has been
entered for you.

Voucher: 6R7LHSC3

Student ID: 987654321g

First Name: Blanche

Last Name: Devereaux

Expiration Date: 22-Aug-2018

Branching Profile Name: GB Elementary Algebra

help you do your best on the tests at
www.collegeboard.com/student/testing/accuplacer/ .

To start your test session take this voucher to the testing center and give it to the
proctor who will get you started.

Message from the Institution

You have been pre-registered to take the ACCUPLACER tests and have been issued
the unique voucher number shown below. When you are ready to test, you will need

Learn more about the ACCUPLACER tests, see sample questions, and review tips to

© 2018 The College Board
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Upon remote voucher creation, a confirmation email like the one below will be sent to the
student’'s email account.

Remojje Voucher Notification

tudentem ail Remote Site Email bl

E H?esrte g 314 PM (0 minutes age) & =
ACCUPLACER-Dev|*
Dear John Brown:
Welcome to lowa Valley Community College District (WVCCD), IMPORTANT NOTE - The District has 3 testing 1 %
locations™ - Ellsworth Community College, 1100 College Avenue, lowa Falls, |A 50126 - (Phone 641-648-8513) - lowa Custom
Walley Grinnell, 123 6th Avenue, Grinnell, 1A 50112 - (641-269-2239) - Marshalltown Community College, 3700 5. ‘_ Greeting
Center St 1, 1A 50158 - (641-844-5710) Call the testing location of your cheice to set-up an appeintment. Message

This voucher was created for you from *Pearson - [T - New_Tth spt, *Pearson Pearson IT - Shawn —

Voucher Number: 7TL2TH48T
Your voucher number is valid until: 2017-07-30 20:14:53.162 |
** You must have your voucher number when you arive at the remote testing site. |

You have been registerad to test using the following informaticn:

Branching Profile Name: SEP _ ARIT | Al infarmation
[ G ssentans
Student ID: 9988888x1 site information
Examinee Details:

John Brown

122

705 sullivan st

lowa City, lowa, 52245
Mobile Phone: 3196433212
Home Phone: 3196433212

Email: shawn pierce@pearson.com

ACCUPLACER Remote Test Site Information
IWCCD -ECC - IVG - MCC

4505138 Bowen St. Apt. 7384003
Marshalltown, lowa, 50158

Email: 52p2323@gmail com

Test Center Hours: Normal Hours: 8:00a.m. - £:30p.m.
(GMT-06:00) Central Time =(US & Canada)

Call the testing location of your choice to set-up an appointment for testing. An appointment is required to ensure

availability of a testing station and staff proctor. For potential testing options outside of nomal business heurs, contact

the location of your choice to discuss your situation and how we might accommodate you. $§ - Regarding testing fees, *—
each testing site sets their own fees. Contact your testing site for this information.

*—— Information populated based on setlings in remote site set-up

Custom message
containing any
additional

infarmation aaut the
site
Thank you for your interest in taking the "ACCUPLACER Placement Test” through lowa Valley Community College
District. g Custom Email Closing
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When administering a test using the voucher, additional messaging has been added so

the test taker doesn't try to continue without proctor support.

Student Instructions

Wor 1 seRsion fias Deen submiiied tor appronal please VWAIT for further
e e Troem wObr Ve ScnEas Al

[0t atlempt o procesd withoof deechon Froom yor besd
BT OF WOu SES5I0N Mgy e hermrenahed

PROCTOR USER OHLY, © approval al M Sdradusl computer is
nequired, please press Mexl b0 prooeed

M

When a student tests at a remote Testing Site using a voucher and completes the
assigned Branching Profile, an email will be sent to the person who originally created the
voucher. The email will notify them that the voucher they created has been used and that

test results are available for the completed test(s).

Synching Voucher Lists

If a user deletes a voucher from the Student preregistration screen (image below),

L Import Student Profiles

Does your file include a header row? 0

You

43

Drop file here to upload
{ar Click)

rmation Imports

SoriBy | Pre-Registered Imported Date ~| |} | 1% D
Pre-Registered Imported Date  Pre-Registered File Name No Of Students Imported  Failed To Import Status Action
Sep 13. 2018 8:23:21 Al PGCPS Upload xis 1 & 1& ] @ Imported B
Sep 13, 2018 6:01:47 AM PGCPS Upioad xis 14 14 o © Imporied &
S8p 12. 2018 9:54:47 AM Sehmitzvoucherxis 14 14 [1} © Impored a

to keep the lists in sync, it will also be deleted from the Generate Voucher screen.

@ Generate Voucher

% Generate Voucher

Load Pre-Registered Student Records

Select Pre-Registered Students "
Sedect Pra-Regrster

ucher Expiration

PGCPS Upload xis | 13-Sep-2018, 09:23:21 AM
PGCPS Upload xis | 13-Sep-2018, 06:01:47 AM
SchmitzVoucher.xls | 12-Sep-2018, 09:54:47 AM ys ¥

Montogrese2 xls | 12-Sep-2018, 08:51:57 AM

Montogness «s | 12-Sep-2018, 0B:.4T:28 AM
Mass_Upload_Template xis | 11-Sep-2018, 04:38:58 PM
SeptdTemplateSLS xis | 04-Sep-2018, 04:48:55 PM
Mass_Upload_Templats s | 04-Sep-2018, 10:34:57 AM
WedTemplate xis | 28-Aug-2018, 08:42-43 PM

UAT PreReg without Email Address xis | 28-Aug-2018, 01:18:30 PM
S and K Template 3.xis | 23-Aug-2018, 08:13:30 PM
Mass_Upload_Tempiate (18).xls | 23-Aug-2018, 05:31:26 PM
Remote Vioucher UAT Upload xis | 23-Aug-2018. 04:13:00 PM
Lindsay2817817938687745800.20s | 23-Aug-2018, 02:29:08 PM
Mass_Upload_Template_Bash.xis | 23-Aug-2018, 01:56:11 PM

M-T Upload xis | 23-Aug-2018, 01:48:31 PM

5 and K too.xls | 22-Aug-2018, 10:51:46 PM

SandK_Template xis | 22-Aug-2018, 10:35:28 PM
Mass_Upload_Template. xis | 22-Aug-2018, 10:32:58 PM 5

o [
deni Record J§ Q Find Students

ACCUPLACER User's Guide

© 2018 The College Board.



Managing Vouchers
To find vouchers, reprint vouchers, or resend voucher emails, select Manage Vouchers
from the Vouchers menu.

W ‘“ouchers

dent Pre-re

N P i
e

Manage Vouchers

The landing page of the Manage Vouchers screen will be displayed. The student search
fields will fetch those vouchers that match the Student ID and/or First Name, and/or Last
Name as specified in the search criteria:

W Manage Vouchers

Q Manage Voucher - Search

Institution Name Site Name Woucher Status Voucher Type

CBUAT Institution Demeo Site Unused x Standard/Print Voucher v
Voucher Created Date Vaucher Created Date From Voucher Created Date To

Last 7 Days 14 08/31/2018 ] 09/06/2018 ]
Student 1D Student First Name Student Last Name

Pra-Registered File Nams

-Select One- v

o -

B8 Voucher Search Results

No records to display.
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Selecting a File Name as search criteria from the Pre-registered File Name drop-down will
fetch all the voucher data matching the students in the selected file.

¥ Manage Vouchers

Q Manage Voucher - Search

Institution Name

CBUAT Institution

“oucher Created Date

Last 7 Days

Student 1D

Pre-Regisiered File Nams

Site Name

Demo Site

Voucher Created Date From

¥ 08/31/2018

Studant First Name

Voucher Status

Unused

il

Voucher Type

* Standard/Print Voucher ¥

Voucher Created Date To

il

09/06/2018

Student Last Name

-Select One-

B8 Voucher Search Results

No records to display.

- -

The Voucher Status drop-down will have the following options:, Unused, Used, and

Cancelled. Selecting Used will fetch only those vouchers that have been used by

students. Selecting Unused will fetch only those vouchers that are yet to be used by
the respective students. Selecting Cancelled will fetch only the vouchers that have

been cancelled.

@ Manage Vouchers

Q Manage Voucher - Search

Institution Name

CBUAT Institution

Voucher Created Date

Last 7 Days

Student ID

Pre-Registered File Name

-Select One-

Site Name
Demo Site
Voucher Created Date From
v 08/31/2018

Voucher Status

Unused

Used
Cancelled

Voucher Type

v Standard/Print Voucher v

Lleated Date To

]|

il

\
09/06/4018

Student First Name

Student Last Name

The Voucher Type drop-down will have the following options: “Standard/Print Voucher,”
“"Remote Network or Virtual Voucher,” and “Remote Vouchers scheduled for my Site.”
Selecting the “Standard/Print Voucher” option will search only the standard vouchers

created at this site.
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Selecting the "Remote Network or Virtual Voucher"” option will fetch the list of all remote
online vouchers created by the site. Selecting the “Remote Vouchers Scheduled for My
Site" option will fetch only those remote vouchers that have been created by other sites

for the currently selected site.

@ Manage Vouchers

Q, Manage Voucher - Search

Institution Name

CBUAT Institution

Voucher Created Date

Last 7 Days

Student ID

Pre-Registered File Name

-Select One-

Site Name

Demo Site

Voucher Created Date From

08/31/2018

Student First Name

Voucher Status

Unused

Voucher Created [

=4 09/06/2018

Voucher Type

| Standard/Print Voucher
Standard/Print Voucher

v

Remote Network or Virtual Voucher

Remote Viouchers scheduled for my Site

Student Last Name

ACCUPLACER User's Guide
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Reprint Vouchers

Within the Manage Vouchers menu, you can also find and then reprint vouchers. You

can search for a student’s voucher by entering the Student's ID Number, First Name, or
Last Name and clicking Search. All students who meet the search criteria will appear

in the Voucher Search Results area. Once the voucher(s) is displayed in the Voucher
Search Results area, select the voucher(s) you want to reprint by clicking the appropriate
checkbox(es) and hitting the Reprint button in the Voucher Search Results bar.

a8 u

You can also search for vouchers to reprint using the Pre-Registration File. From the
Pre-Registered File Name drop-down menu, select the name of the file that contains the
student's pre-registration information and click Search. All students in that file will appear
in the Voucher Search Results area. Check the student whose voucher you want to reprint
and click Reprint. Multiple students can be checked. NOTE: Only vouchers that are unused
and have not expired can be printed.

Resend Remote Voucher Emails

Within the Manage Vouchers menu, you can also search for remote vouchers and resend
the email. You can search for a student's remote voucher by entering the Student's ID
Number, First Name, or Last Name and selecting Remote Network or Virtual Voucher
option from the Voucher Type drop-down and clicking Search. All students who meet the
search criteria will appear in the Voucher Search Results area.

Once the voucher(s) is displayed in the Voucher Search Results area, select the voucher
you want to resend by clicking the appropriate checkbox and then clicking on the envelope
icon underneath the Action column You may only resend one voucher at a time.

1103 of 3 Records

Sort By Student ID
Student ID First Name Last Name Date of Birth Email Address Branching Profile Voucher No Remote Site Name
© 11051988 Jane Brown 05-Nov-1988 01 TSI Math Only 2017 - NEW 535D6GQ3 Aims Community College -
© 1234567890 Deborah Anderson 01-Jan-1999 01 TSI Math Only 2017 - NEW 4ANBYMA3
© 1234567890 Deborah Anderson 01-Jan-1999 D1 TSI Math Only 2017 - NEW DC4428VY Adams State University

B8 Voucher Search Results Cancel Voucher l Export Ophuns-l Reprint l

- K

Greeley Campus

Aims Community College - Greeley Campus

Pr

1z 10 -
Expiry Date  Action
03-Dec-2018
03-Dec-2018 =
03-Dec-2018 =

Next = Last
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Selecting the envelope will cause the Resend Remote Voucher Notification Email
pop-up to display. The list will be prepopulated with the email addresses where the
voucher was previously sent. The addresses can be updated and sent to new email
addresses. NOTE: Multiple email addresses separated by a comma can be used. Click the
Resend Email button to complete the task.

Resend Remote Voucher Notification Email

Student ID: 987654321¢g * Email Address:
Last Name: Devereaux
Voucher ID: 562FY52W

first_email@edu.com, student_email@edu.com,

Resend Email

If you click on the Export Options button, you can export the list in one of the format
options available from the drop-down menu: Delimited Text, CSV, Excel, or XML.

A B c o £ F G H [ i . L

Stusent I First Name Las Name D of Buth Emad Asdress Branctng Profe Hioat Ste Name Voueher No Expry Die Wouther Stalis Voathes Type

SETESAIZ 1D Jarer Doee 01012000 " ESL Language Use CBUAT Sde 20276  OT00R013 Umsed Sardard Pried Voucher

o540 1 dane ooe 010172000 e ricPlacer ESL  CBUAT Se SMGEIUTY OR0°2018 Unused StardardPrind Voucher

SATEELN2 A Nas Kamal 01012000 = imePacer ESL  CBUAT Ste  D2SWTETY 0302018 Lmrsed SardaraPring oocher

ol SO TE5LI2 10 M as wara 010172000 *ESL Languape Use COUAT Sde  BSOSNAID (702018 Umsed Sandard Prnd Voacher

[l s snasawun Wolr 010112000 = WnisPiacer ESL  CBUAT Sie  PEZVEDRT  OW302013 LUnased StandaraProd Weaxher

] Weler 01012000 *= 5L Lanquage Use CBUAT Sfe  YASTAMY 07090018 Unused StardanaPrind Vouches

01012000 *=ESL Language Liss CBUAT S X2CITVUG 07002018 Uinused SandanaPred Vouher

1912000 = yinPlacer ESL  CHUAT S SEIBELP (OIS Lngng Srgara et Yoher

Branching Profiles
ACCUPLACER tests are administered using Branching Profiles.

Branching Profiles determine which tests will be administered and under what conditions.
Branching Profiles can be created by an Institution Administrator or by a Site Manager.
Branching Profiles created by Institution Administrators are available for use on all sites.
Branching Profiles created by Site Managers are available for use at their site only.

To create a Branching Profile, click on Branching Profiles under the Test Setup menu.
A list of all Branching profiles will display (default and locally created).

£ Branching Profiles

*  Branching Profile inheried from thi Group level. You canndl edit of delete ihese Branching Frofies
== Branching Profile mhented from the ACCUPLACER System You canmol adit or delete these Branching Profiles,
Branching Profiles thal nciude a Diagnostic Test Can be Configured 10 aUtomatically assian a CusOmEZed Leanming Path Dased Of 1851 results (acde5s Mstructions will be provided on e Indmicual SCcore Report), CICK on the iiyperink in the Leamang Pan
column(inBciivesActive) b0 assign customized curmicuium pian for any, Branching Frofiles that include Diagnostc Tests. If ingé Diagnostc Test 15 removed fram the Branching Profie, the Leaming Fain wil automatically be inactivated

mactivam | © Ada

St By Branching Profile Name « I 18 10 =
Branching Profie Nams “ Type Statist Laarning Path LastModinied Date Acnon
01 Next G - Reading, Witing. DAS NastGensraticn WA & @y v B e
Kent_NG_1 et -Cenration WA LR - AR Y - T - ¢
Reading Sectence Skills, DAS Net-Ganaration e i) RiA 2016-0822 « @@ (¥ 8.
g mally classic Classa 8 i WA 2016-08-1% & @&la l« &g

In the Status column you can click on the Inactive/Activate link to inactivate/activate a
Branching Profile. Branching Profiles that have been inactivated won't be available in the
drop-down menu when administering tests.
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Dates in the Last Modified Date column show the date that the Branching Profile was
last modified. There are several icons under the Action column that you can click on to
perform certain functions.

El To view the Branching Profile
[#  To edit the Branching Profile
L’a To copy the Branching Profile
Ly To verify the Branching Profile
= To print the Branching Profile

E[ To delete the Branching Profile

Click on the Verify link to test your Branching Profiles and Placement Rules without
expending test units. When you click on the Verify link, a description of Rule #1 will
appear on the screen. If a rule contains Test Settings, all the selected setting will display.
Click Apply Next Rule to continue.

If a rule contains a Background Question Group, all Background Questions contained in the
group will display. Answer each of the questions and click Apply Next Rule.

If a rule contains a test, enter a test score in the box provided, and click Apply Next Rule
to continue.

After all rules are tested, the message Branching Profile Applied will appear, and
placements based on your Placement Rules will display.

To create a new Branching Profile, click the Add icon. You will see the option to create a
“Classic” branching profile or a “Next-Generation” branching profile. The screen below
will appear:

€ Branching Profiles

# Classic éGenaraton

ALWAYS

Apply the 1eating opticns

© Add Ancmar Hule -

ALWAYS

Admrusber the Background Question Croup

© Add Anaier Hule =

ACCUPLACER User's Guide © 2018 The College Board.




Enter the name of the Branching Profile in the Branching Profile Title box. TIP: When
creating a Branching Profile that contains Next-Generation tests, ensure that the
Branching Profile is easily recognizable during test administration by placing "NG" in the
Branching Profile title.

Branching Profiles contain rules and conditions. There are three types of rules in a
Branching Profile:

1. Administer Test
2. Administer Background Question Group
3. Apply Test Settings

Branching Profile Rules

MNew Rule Type

Rule

_Select One-

Administer Test
Administer Background Question Group

Apply Test Settings Chase

All new Branching Profiles will have two default rules. Rule 1 shows the Default Test Setting
for the Testing Option. This setting includes all default values for Score Reports, Item Tools,
Student Profile, and ISR Design setting items. Review these settings by clicking on Test
Settings under the Test Setup menu. The Default Test Setting can't be edited. If you don't
want to use the Default Test Setting, select a different Test Setting from the drop-down
menu that you previously created.

Rule 2 shows the Default Background Question Group. The Default Background Question
Group includes all available standard Background Questions. To review the Default
Background Question Group, click on Question Groups under Local Background
Questions from the Setup menu. The Default Background Question Group can't be

edited. If you don't want to use the Default Background Question Group, select one of the
Background Question Groups from the drop-down menu that you previously created. If you
don't want to ask Background Questions, delete this rule by clicking on the white X on the
Rule #2 line. Don't create an empty Background Question Group.

To add another rule, click on the Add Another Rule button and determine if you want the
rule added Above or Below the current rule. To add a condition to a rule, click the Add
condition button and select your rule type from the drop-down menu.

& Rule 3

ALWAYS

Administer the Test ™ Reading Comprehension - CFE

© Add condition

© Add Another Rule -

Continue this process until you have added all your Test Settings, Background Questions,
and tests; then click Save. A confirmation message will display, and the new Branching
Profile will appear in your list of Branching Profiles.
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On the Rule line click

to move the Rule up
to move the Rule down

H to delete the Rule

After the branching profile has been saved, the Test Type cannot be changed. In
addition, when a branching profile is copied, the Test Type cannot be changed. Since
Next-Generation diagnostic tests don't exist yet, when Next-Generation is selected, the
system will remove conditions associated with a diagnostic test (e.g., as a condition,
you can't branch off a single strand score).

Administer the Test
If you are establishing a next-generation type branching profile, the only existing tests
that can be administered in combination with the five next-generation tests
(Next-Generation Reading; Next-Generation Writing; Next-Generation Arithmetic;
Next-Generation Quantitative Reasoning, Algebra, and Statistics; and Next-Generation
Advanced Algebra and Functions) are the following:

= ESL Reading Skills

= ESL Sentence Meaning

= ESL Language Use

= ESL Listening

= COMPANION™ ESL Reading Skills

= COMPANION ESL Sentence Meaning

= COMPANION ESL Language Use

= CSP (Windows 7/2010)

= CSP Basic (Windows 7/2010)

= CSP (Windows 8/2013)

= CSP Basic (Windows 8/2013)

= WritePlacer

= WritePlacer ESL

= Local Tests

NOTE: WritePlacer Settings are treated as a test.

Because of differences in the scoring scales of the Classic and Next-Generation tests,
branching profiles are intentionally restricted from including both types of tests.

In addition, because the Classic tests will eventually be retired, keeping Classic tests
out of Next-Generation branching profiles will prevent a user from having to revise
those branching profiles later.

ALWAYS

Administer the Test| *** Elementary Algebra - CAT E
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Branching Profiles Conditions

There are eight different condition types that can be added to a rule: Test Was
Completed, Test Not Taken, Background Question, Single Test Score, Single Strand
Score, Multiple Test Scores, User Defined Field, and Major.

Mew Condition Type

Condifion

Test Was Completed

Test Not Taken

Background Cluestion ]

Single Test Score Add  EEREL S
Single Strand Score -

“ultinle Test Scores

Uszer Defined Field
hajor

Test Was Completed

The rule will be applied if the indicated test has been completed by the student. All
ACCUPLACER tests, Local Tests, and WritePlacer Settings are available for selection.
This condition type can be used only when the test used in the condition has been
administered in a preceding rule. For the score to be used in this condition type, it is
assumed that the test taken by the student has been completed and scored successfully
by the system.

IF

[~] the ***ESL Language Use-CAT [z]  Testwas completed

THEN

Administer the Test, ™ WritePlacer ESL - WritEF‘IaCEEI

In the example above, if ESL Language Use—CAT test was completed, then administer
WritePlacer ESL—WritePlacer.

Test Not Taken

The rule will be applied if the student has NOT taken the indicated test. All ACCUPLACER
tests, Local Tests, and WritePlacer Settings are available for selection.

IF

] the ** Sentence Skills - CAT [¥] Testnottaken

THEN

Administer the Test| *** ESL Language Use - CAT IZI
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In the example above, if the Sentence Skills—CAT test was not taken, then administer
ESL Language Use—CAT.

Background Question

The rule will be applied if the student has answered the indicated Background Question
with the response shown. You can select more than one answer by clicking on the

Add a condition above/below.

[l the answerto| ™ Years Studied Mathematics iffz] s equalto [z]
2 years [l
the answerto. *** Years Studied Mathematics ir is equalto
1 year |Z|
THEN
Administer the Test  *** Arithmetic - CAT |Z|

| or [z | ©-

e-

Add a condition above
Add a condition below

o

Use this condition type only when one of the rules preceding this rule is to administer the
Background Question Group that contains the question being used in the condition.

Select the name of the Background Question you want to use from the answer to drop-
down menu. (All available Local and Standard Background Questions will be displayed.)
Use the next drop-down menu to select equal to or not equal to. The next box will
contain all possible answer choices to the selected Background Question. Select the
answer you want to use.

In the example above, if the answer to Years Studied Mathematics is equal to
1 year or 2 years, then administer Arithmetic—CAT test.

Single Test Score

The rule will be applied if the test score on the indicated test meets the specified
condition. This condition type can be used only when the test used in the condition has
been administered to the student in a preceding rule. It is assumed that the test taken
by the student is completed and scored successfully by the system, so that the score
can be used in this condition type.

IF
|E| 1.0 times the score of ™" Elementary Algebra - CAT
less than orequalto  [=] | 74
THEN
Administer the Test  *** Arithmetic - CAT |E|

Eis

In the example above, if the score of Elementary Algebra—CAT is less than or equal to 74,
then administer the Arithmetic—CAT test. The drop-down menu will include all active Local
Tests, ACCUPLACER tests, and WritePlacer Settings.
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Single Strand Scores

The rule will be applied if a strand score from one of the diagnostic tests meets the specified
condition. This condition type can be used only when the specified diagnostic tests used in
the condition have been administered to students in preceding rules. It is assumed that the
tests taken by students are completed and scored successfully by the system so that the
score can be used in this condition type.

IF
[=] 10 times the score of  "DIAGNOSTIC ARITHMETIC-CA[z] | Computation with Integers and F[x| s

greater than or equal to El 7

[=] 10 times the score of | *DIAGNOSTIC ARITHMETIC-CA[x] | Computation with Decimal Numb[x] is

greater than or equal tu|z| 7

THEN

Administer the Test = Arithmetic - CAT El

orR [] | ©~

[+ 2

In the example above, if the strand scores Computation with Integers and Fractions or the
strand scores Computation with Decimal Numbers are greater than or equal to 7, then
administer the Arithmetic—CAT test.

Multiple Test Scores

The rule will be applied if the sum of two or more tests scores meets the specified
condition. This condition type can be used only when the tests used in the condition have
been administered to students in preceding rules. It is assumed that the tests taken by
students are completed and scored successfully by the system so that the score can be
used in this condition type. Choose the tests you want to use as part of this condition
from the drop-down menus. All ACCUPLACER tests, available Local Tests, and WritePlacer
Settings will be displayed.

IF

SHI G EoEs 1.0 times the score of  *** Reading Comprehension - C!E

Sum of Scores 1.0 times the score of  *** Sentence Skills - CAT

|Z| the total sum of scores above s greater than or equal tO|Z| 1800

THEN

Administer the Test R E =R I= =48 E|

In the example above, if the sum of Reading Comprehension—CAT and Sentence Skills—
CAT test scores is greater than or equal to 180, then administer WritePlacer—WritePlacer.

Major
Use this condition type only when one of the rules preceding this rule is to administer a
Background Question Group that includes the "What is your major?” question.

Click the Major List icon and a list of Majors will display. Select the major(s) to be included
in this condition.
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E the student’s major is included in this list Accounting Q

THE =

Administer the Test. ™ College Level Math - CAT E

In the example above, if the student's major is Accounting, then administer the College
Level Math—CAT test.

User Defined Field

The rule will be applied if the score on the indicated User Defined Field meets the
specified condition. Only User Defined Fields of numeric data type can be added in the
drop-down for selection.

IF
the value of user-defined
[=] i SAT -V [~] lessthan orequalto [ 400 [~]
THEN
SNt Tk =+ Sentence Skills - CAT [+

In the example above, if the student’'s SAT—V score is less than or equal to 400, then
administer the Sentence Skills test. Caution: User Defined Field data must be added
to the student’s profile before the student begins testing.

Deactivating a Branching Profile

To bulk deactivate branching profiles, select the branching profile names you wish to
deactivate by checking the box, and then hit the Inactivate button. The system will then
move those selected branching profiles to an inactive state. A bulk activate feature
doesn't exist, so it is important to use this feature with caution.

© Branching Profiles

access instruclions will be pravide

3| Score Repor) Gick

118 removed rom the Branching Profile, the Leaming Path will autcmatically be i

Branching Profile Nams L Typm Status Lsaming Patn Last Modified Date Action

[v Kenz NG_! New-Generabion . N F 6 & M v 8 B
[+ g v qreatat Har-Canaeation hi & Za v 8w
= g selection math Nawt-Ganarahon ik, 8 T v 8w

[ T Next-Generation Math profie (D LAT) Noet-Gareration ® R A 2016-08-17 & v &

== Agithmstic Classiz > s A & @ «+ B

* Celige Lovel Math (@ fanmy A « (& |+ i

SP Windows 820 13 [ 3 (@ v e

tass (Y 1 & 7 v 8

Classs Wit | & - B

= CSP Basic Cla N A e (& (¥ 8
11010 Recoeds Pre n
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Test Setup

ACCUPLACER tests are administered using Branching Profiles. Branching Profiles
determine which tests will be administered and under what conditions.

Branching Profiles can be created by an Institution Administrator or by a Site Manager.
Branching Profiles created by Institution Administrators are available for use on all sites.
Branching Profiles created by Site Managers are available for use at their site only.

The components of a Branching Profile are:
= Test Settings
= Background Question Groups
= WritePlacer Settings
= ACCUPLACER Tests
= Diagnostic Tests
= Local Tests

Each of these components must be created before creating a Branching Profile.

Test Settings

Test Settings define the content and format of Individual Score Reports generated at
the end of testing. Test Settings turn on and off the Accessibility Wizard, disable session
lockout for accessibility users, and specify what information is required on the Student

Information screen.

Under the Test Setup menu, click on Test Settings and a list of existing Test Settings

will appear.

L Test Settings

* Test Settings inherited from the Institution level. You cannot edit or delete these Test Settings.
== Test Settings inherited from the Group level. You cannot edit or delete these Test Settings.
*=* Test Settings inherited from the ACCUPLACER System. You cannot edit or delete these Test Settings.

B8 Test Settings

Test Setting Name

Fall Testing 2014

Fall Testing 2014 with accessibility tools
Spring Testing 2015

Spring Testing 2015 with accessibility tools

Status

Fa e
(@ Active )

=TT
(. Active )

(@ Active )

(® Active )
O )

ﬂ Test Setting Namelzl 10 -

Action

=

& @ @ |8
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There are four parts to a Test Setting:

= Score Report Settings

= Tool Settings

= Student Profile Settings
= ISR Design Setting

£ Test Setting

* Mew Test Setting Name

© Score Report Settings
© Tool Settings
© Student Profile Settings

© ISR Design Setting

New Test Setting

Click on the plus sign 0 to open each. Click on the minus sign Q to close them.
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Score Report Settings

Score Report Settings determine what information appears on the Individual Score
Report generated at the end of student testing. Shown below are the default settings.
You can change any of these settings.

© Score Report Settings

End of Test Session

Require Proctor Password to Display @ Yes No ISR Timeout: @ Yes No
ISR:
Generate QR Code: Yes (@ No Generate Email Link on ISR: Yes (@ No

ISR Printout Options — General

Time Record Print on ISR: @ Yes No Individual Test Time on ISR Yes (@ No
Standard Background Question @ Yes No Local Background Question @ Yes No
Responses: Responses

Background Question Text on the @ Name Text Custom Message: @ Yes No
ISR:

ISR Header (select no more than 2 Student Id First Name LastName |+| Exnum || Branching Profile

items):

ISR Printout Options — Test Scores

Placement Test Results on ISR: @ Yes No Diagnostic Test Results on ISR ® Yes No
WritePlacer Dimension Statements: @ Yes No Display Compaosite Scores on ISR: Yes (@ No
Display Previous Test Scores Section Yes (@ No

onthe ISR

ISR Printout Options — Placement Messages

Placement Messages Print on ISR: @ Yes No Display Weighted Score in Placement Yes (@ No
Information:

Diagnostic Messages

Display Custom Diagnostic Results Yes (@ No Display Diagnostic Proficiency @ Yes No
Message on the ISR: Statements on the ISR

CSEM

Placement Test Scores Conditional Yes (@ No Diagnostic Test Scores Conditional @ Yes No
Standard Error of Measurement Standard Error of Measurement

(CSEM): (CSEM):

Require Proctor Password to Display Individual Score Report
If this option is set to “Yes,"” Proctors must enter a password at the end of the test to see
students’ Individual Score Reports. If set to “No,” a Proctor password won't be required.
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WritePlacer Dimension Statements

If this option is set to "Yes," WritePlacer dimension statements will show on Individual
Score Reports.

Placement Test Results Hide Details B

Deployment Test Holistic Score Description

3

The essay demonsirates little mastery of on-demand essay writing.

Dimension Descriptions
Purpose and Focus
Your response does not fully communicate purpose, and focus may be inconsistent.
Organization and Structure
Your response demonstrates limited organization of ideas.
Development and Support
Your response has limited support for your ideas.

Sentence Variety and Style

Your response shows inconsistent control of sentence variety_ word choice, and flow of
thought.

Mechanical Conventions

Your response shows limited control of mechanical conventions such as grammar, spelling,
and punctuation.

Critical Thinking
Your response shows limited clarity and complexity of thought.

Local Background Question Responses

If this option is set to “Yes," responses to Local Background Questions will be shown on
Individual Score Reports.

Local Background Questions Hide Details B
Question Name Answers

Books with Weights 204

Study Skills Yes

Placement Information
If this option is set to “Yes,"” placements will be shown on Individual Score Reports.

Course Placements - Determined on 08-26-2016

MTH 1258
Based on your test scores, you have placed in Math 1258, or Transitional Math. Please see your adviser to register.

Transitional Math
Based on your test scores, you have placed in Math 125S, or Transitional Math. Please see your adviser to register.

WP Course

Custom Message
If this option is set to “Yes," custom messages configured for the site will display.
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Test Scores on the Individual Score Report
If this option is set to "Yes," test scores will appear on the Individual Score Report (ISR).
If this option is set to “No,” test scores won't appear on the Individual Score Report.

Placement Test Results

College Level Math

20

Time Started: 10:12 AM CDT
Time Ended: 10:13 AM CDT
Total Time: 37 secs

Elementary Algebra

21

Time Started: 10:13 AM CDT
Time Ended: 10:13 AM CDT
Total Time: 17 secs

Hide Details B

Sentence Skills

29

Time Started: 10:13 AM CDT
Time Ended: 10:14 AM CDT
Total Time: 43 secs

Email link to Individual Score Report

If this option is set to "Yes,"” a student's Individual Score Report (ISR) will be automatically
emailed to the email address provided on the Student Information screen that the student
completed at the beginning of testing. The student will receive an email like the one below.

Dear Sample Student
Your Individual Student Report (ISR) is now available to view online. To gain access to your Individual Student

Report, click on the link below and enter vour account details. Upon successful verification, vour Individual Score
Eeport will be displaved.

View ISR

If you have any questions, please contact us at info@accuplacer org or 866-607-3223. Our hours of operation are
Monday through Friday. 7 AM to 9 PM Eastemn Time and on Saturday from & AM to 5 PM Eastermn Time.

ACCUPLACER Technical Support.

When the student clicks View ISR, a screen like the one below will appear asking the
student to enter their identifying information. If the correct information has been entered,
when View ISR is clicked, the student's Individual Score Report will appear.

NOTE: When using this option, Email Address must be a Required Field in the Student
Profile Settings.

“View I3R Login Page™

Instruetions

* Indicates requined Beids

* Stugent 10 * Last Name
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Custom Diagnostic Message
If this option is set to "Yes,” the Custom Diagnostic Messages configured for the site
will display.

Diagnostic Conditional Standard Error of Measurement
on the Individual Score Report

If this option is set to “Yes,"” the Conditional Standard Error of Measurement (CSEM)
will show on the Individual Score Reports.

Display Composite Scores on ISR
If this option is set to “Yes,” composite scores will show on the Individual Score Report.

Composite Scores Hide Details B
Composite Score Name Score
ST.SS.MW Auto MW Scores - GroupUser 21

Individual Test Time on ISR

By selecting this option, time record details for the test will show on Individual Score
Reports. The fields on the ISR will be “Test Session Started,” “Test Session Ended,” and
"Total Time." "Total Time" displays only active test-taking time.

Placement Test Results Hide Details B8

College Level Math Elementary Algebra Sentence Skills

20 21 29

Time Started: 10:12 AM CDT Time Started: 10:13 AM COT Time Started: 10:13 AM CDT
Time Ended: 10:13 AM CDT Time Ended: 10:13 AM CDT Time Ended: 10:14 AM CDT
Total Time: 37 secs Total Time: 17 secs Total Time: 43 secs

Time Record
If this option is set to "Yes," the time record for the test session will show on Individual
Score Reports.

Time Record Hide Details B
Test Session Started Test Session Ended Total Time
07-31-2016 10:57 PM CDT 07-31-2016 10:59 PM CDT 0OHr-01Min:01Sec
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ISR Header

This setting allows you to specify what will be printed in the header of Individual Score
Reports. You may select up to two of the following: Student ID, Last Name, First Name,
Exonum, and Branching Profile.

@CollegeBDard Student Name: Sample Student
ACCUPLACER Student ID: 444444

Conditional Standard Error Measurement
If this option is set to “Yes,"” the Conditional Standard Error Measurement (CSEM)
will show on Individual Score Reports.

Standard Background Question Responses
If this option is set to “Yes,"” student responses to Standard Background Questions
will show on Individual Score Reports.

Standard Background Questions

Question Name Answers

Seif Description American Indian or Alaska Native
Gender Female

Mother's Education High school diploma or equivalent
Father's Education High school diploma or equivalent
Years Studied English in High School 3 years

Yiears Studied Mathematics in High School 3 years

Studied Algebra in High School | choose not to answer

‘Years Since Last Mathematics Course 410 6 years

High School Graduate or GED Centificate Iam still in high school

First Language Spoken Another language

English First Language | choose not to answer

Do you intend to apply for Federal Financial aid? No

Display Weighted Score in Placement Information
By selecting this option, the weighted score that was used for placement will display
on the ISR.

Course Placements - Determined on 07-31-2016

%CourseGroup_PROD
a

Oidep
deployment course
(——p Placement based on weighted score of Arithmetic 20

cco219
arjun placement rule

cco218
Placement comments gmi

GRP 17TH
DSDF

ShawnNew
Placement based on weighted score of Arithmetic 20

Tony_Courses
Placement comments gml
asd

Tony_Courses
asd

Transitional Math
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Background Question Text on the Individual Score Report
This option determines if the Background Question title or the actual question text
is displayed on the ISR.

Generate QR Code

If this option is set to “Yes,” at the end of testing, students can click on the Generate QR
Code link and a screen like the one below will appear. Students can click on Print and
use the QR Code to access a copy of their score report.

Exnum: 16801764 | Branching Profile Name: Fall Testing

Close Window Generate QR code Print

{: CollegeBoard Student Name: Sample Studsent

Student ID: 444554466

Individual Score Report

Date of Birth Major Name Site Name
1930-01-29 —--Omitted--- Main Campus
Date of Testing Administered By Voucher Number
2009-07-13 -NA-

Exnum: 423928 | Branching Profile Name: RC, S5. AR, EA

Close Window Print

Diagnostic Test Results on the Individual Score Report
If this option is set to “Yes," the diagnostic test results will appear on Individual
Score Reports.

Diagnostic Proficiency Statements

If this option is set to “Yes,"” the Diagnostic Proficiency Statements will appear
on Individual Score Reports.

Diagnostic Test Results

Diagnostic Reading Comprehension

Domain Score CSEM Needs improvement Limited Proficiency Proficient
Passage-Based Reading: Main ldea 2 160568 Needs Improvement
Your pérformance on Fassage Based Reaong Main I0ed Suggests thatl you need 1o Improve signeicantly in this area. These questions lest your abdity 1o identfy the main idéa of a passage,
dEtinguishing the maan idea from Supporing i0eas of delermining the central focus of 3 passage even when it is not explicitly stased
Passage-Based Reading: Supporting Detall 1 060444 Needs improvement

‘Your performance on Passage Based Reading Supporting Detall suggests that you need to improve significantly in this area. These questions test your ability 1o comprehand specific iInformation in a
passage, grasping key details that support the main kdea

Sentence Relationships 3 184956 Needs improvement

Your e on Sentence suggests that you need to improve significantly in this area. These questions fest your abilfy 1o understand ihe retationship between two sentences.
determining how they function with respect to one another and perceiving pattems of crganization.

Passage-Based Reading: Inference 1 066231 Needs Improvement

Your performance on Passage Based Reading Inference suggests that you nesd 1o improve significantly in this area. These questions test your abisty to comprehend deials and ideas that are
conveyed impicily in a passage. and 10 Understand connections and imphcations:

Passage-Based Reading: Author's 2 1.24276 Needs Improvement
Purpose/Rhetorical Strategies

Your performance on Passage Based Reading Author's Purpdse/Rhetonical Stralegies suggests that you need 10 Improve signicantly in this area. These questions Lest your abiity 1o recognize the
purpose of a passage and understand how the author uses language 1o achieve that purpose, noting the author's tone and Metorical strategies
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Previous Results Section on Individual Student Report

If this option is set to “Yes," all the student's ACCUPLACER test results from all sites

of the institution will be displayed in the Previous Test Results section of the ISR. A
maximum of 25 previous test results will be displayed, including placement test results,
diagnostic test results, and WritePlacer holistic scores. A diagnostic test is considered
one test.

Previous ACCUPLACER Test Results

Profuiancy Lavel Logens — ares st Lt Prodianes ]
Test Name score Proficiency Level (Diagnostic)
Wit Placer Store Pending
Elementary Algenra 2
Diagnostic Arihmetic g

Esaim Ofering, and Number Sanse 3 -

Word Prosiems and Applcations 1 [ |

Computation with Integers and Fractions =

Compuiation with De<imal Numbers 1 [ ]

Erablems invohving Percent

ISR Timeout

If this option is set to "Yes,"” a student’s ISR will close/timeout automatically five minutes
after it appears on the workstation screen. This setting will default to "Yes.” You can
change it to "No" if you don't want the ISR to automatically timeout after 5 minutes.

Click the Save icon to save your work.

Tool Settings

Select the tools that you want to be available for students during testing.

£ Test Setting Back m

* New Tes! Setting Name

© Score Report Settings

@ Tool Settings

Accessibility Wizard Available: ® Yes No
Unblock keys for use with accessibility tool Yes @ No
Use MathML to display Math items: Yes @ No

Lockout for use with Yes @ No

© Student Profile Settings
© Learning Path Settings

© ISR Design Setting
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Accessibility Wizard Available

Accessibility Wizard makes it possible for students to change the appearance of the

testing screens.

If this option is selected, the Accessibility icon will appear at the top of the testing
screen. If students click the icon, the Accessibility Preferences screen will open.

Accessibility Preferences

High Contrast Color | [BIET] -l

Scheme Settings

Eackgruund Color Default j
Text Color | Default =l
TextSize | Default =

Text Font Sans Serif j

Line Spacing Single Spaced j
cursor | Default |

Reset to Default

Close

High Contrast Color Scheme gives
students the option to select the high
contrast scheme used by Microsoft®
Windows. Options are:

= High Contrast Black

= High Contrast Black (Large)

= High Contrast Black (X-Large)
= High Contrast White

= High Contrast White (Large)

= High Contrast White (X-Large)
= High Contrast #1

= High Contrast #1 (Large)

= High Contrast #1 (X-Large)

Background Color enables students to
change the background color. Options are:

= Black

= White

= Yellow

= Green
Text Color enables students to change the
color of the text. Options are:

= Black

= White

= Yellow

= Green

ACCUPLACER User's Guide

Text Size allows students to change text size.
The drop-down list options are:

= Default
= Large
= X-Large
Text Font sets the text font used for

question/item-content areas. The values in
the drop-down are:

= Sans Serif

= Serif
Line Spacing The values in the
drop-down are:

= Single spaced

= Double spaced
Line Spacing sets the line spacing for
question/item-content areas.

= Default

= Double Spaced

= Single Spaced

Cursor determines the color of the cursor.
= Large Blue
= Large Green
= Large Red
= Large Yellow

© 2018 The College Board.
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Use of Calculators

Calculators aren't to be used by students taking the online ACCUPLACER tests. Some,
but not all, of the math questions contain pop-up calculators for students to use to aid in
solving the problem asked. If a question is configured to allow for the use of a calculator,
the calculator icon will appear in the top right corner of the screen. When the icon is
clicked, either one of two things will happen:

1. If the question is configured for only the Basic calculator (four-function), the
calculator will pop up on the screen. The calculator can be moved around and
clicking the "X" in the top right corner will make it disappear.

2. If the question is configured for multiple calculators, clicking on the icon will provide
the student with a drop-down menu of multiple calculators that could include two or
three of the following: Basic Calculator = four-function; Square Root Calculator =
four-function with square root button; Graphing Calculator = TI-84 graphing
calculator. When one of the calculators on the list is chosen, the selected calculator
will pop up on the screen. It can be moved around and clicking the "X" in the top right
corner will make it disappear. For these questions, multiple calculators can be used to
aid in solving a question, but only one calculator can be shown on the screen at a time.

For all test questions, the availability of a calculator is intended to support the integrity of
the construct being measured. If a calculator could be a useful tool in a student'’s solution
strategy but doesn't give away a correct answer, it is provided.

Cﬂcnﬂageﬂnard

Elementary Algebra

Instructions

cese [he best answer. I necassary, us2 the paper you ware given
The graph of which of the folowing in the xy -plane does NOT intersect the lme y = 107

shawn plerce

Wi Save and o
I saspaRa | Tutorial | Finish Later

Basa Calculator
Square Root Caicuiator

Graphing Caiculator

Basic Calculator

¥=yx+11

Calculator Calculator

| 0 e
MR M-+ {8 CE MR M+ C CE
7 |8 o [ 7 | 8 | 9 [W=
4 | 5 | 6 | 4 | 5 | 6 [E
1 | 2 | 3 .- 12| a3 e
0 B + 0 . H i

Square Root Calculator
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Unblock Keys for Use with Accessibility Tool

With the use of accessibility tools there is often a need for users to use some of the
blocked keys within the application. If set to YES, the test taker will be able to use the
blocked keyboard shortcuts.

The use of the blocked keys is intended for use with the accessibility tools only.

Blocked keys to be included with the toggle:
= Alt Key
= Function Keys (F1-F12)
= Print Screen
= Mouse Right Click
= Ctrl+ any Character
= Note: Ctrl+V (enabled for WritePlacer)

Use MathML to Display Math Items

The default setting is NO and the application will use MathJax to display mathematical
expressions.

If YES is selected, math items will be displayed using MathML providing a better
rendering of the math item. Only those using accessibility tools should use MathML.

Disable Test Session Lockout for Use with Accessibility Tools

The test session lockout feature was added to increase test security and ensure a
student's focus is on the test, not searching for answers during the test. This setting
should be set to “No.” When a student clicks outside the Test Administration window,
while an ACCUPLACER Test Session is underway, the student is automatically locked out
of the testing environment and prevented from continuing their exam.

If there is a need to use a third-party accessibility tool like Kurzweil, which requires going
back and forth between windows, you can disable the Test Session Lockout feature by
flipping the Setting to “Yes."” This will disable the capability and will allow the student to go
back and forth between windows without locking them out of their test. When disabling
this setting, a best practice is to save this configuration as its own special Test Setting
(e.g., Accessibility Tool Test Setting) so it's clear when to use it.
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Student Profile Settings

This feature allows you to determine the “Required Fields"” on the Student Information
page that students complete at the beginning of a test session. When a field is selected
as a "Required Field” it will have a red asterisk (x) before it on the Student Information
screen. Some fields, like First Name, are grayed out and can't be changed.

£ Test Setting o e |

New Test Setting

* New Test Setting Name

© Score Report Settings
© Tool Settings

@ Student Profile Settings

» The First Name, Last Name, Student ID, Date of Birth, Gender, Self Descnption and Country / State [ If Other
Specify fields cannot be configured as Optional.

First Name: o] Middle Mame: Required @ Optional
Last Name: Address 1: @ Required Optional
Address 2- Required @ Optional CountryfState/If
Other Specify:

City: Required Optional ZIP/Postal Code: @ Required Optional
Student ID: t Email: @® Required Optional
Home Phone: ® Required Optional Mobile Phone: Required @ Optional
Date of Birth: Gender:

Self Description:

© ISR Design Setting
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WritePlacer Settings

WritePlacer Settings determine which WritePlacer prompts will be administered and

the administration settings. If your WritePlacer Settings contain a single prompt, all
students will receive that prompt. If your WritePlacer Setting contains more than one
prompt, the system will randomly select one of the prompts. Every time a user selects the
"WritePlacer Settings” menu item, a confidentiality pop-up warning message will appear.
To gain access to the WritePlacer Settings functionality, a user MUST accept the terms
and conditions. Declining the terms and conditions will render options inactive.

_ _ Bl =]
/N Accuplacer x W
<= C | @ Secure | hiipsy/betaaccuplacer.org/api/home htmi /writePlacer Co - 4

Terms and Conditions

By checking the box below, your agres thal you

= have receved autharization from the College Board to access tast material on this site
= understand that all test material presented is confldentlal and owned solely by the College Board, and
= will not share the infarmation presented in this test in any way, with anyana.

| have read and agres to the above terms and conditions.

Decline

el IOl e

Having to accept the terms and conditions provides greater security helping to prevent
potential compromise to the prompt and setting features.

To create a WritePlacer Setting, click on the Test Set Up menu, and select WritePlacer
Settings. A list of all WritePlacer Setting will appear. To create a WritePlacer Setting,
click on the Add button.

O WritePlacer Setting Back m

Add WritePlacer Settings

* WriaPlacer Seting Title

Fall 2074 Prompts

WritePlacer Setting Details

Season Time Enabkea Tinds Hioden Times Duaction

N = No = Down =
i Limit Waening Time Word Counter

0 Minutes = 5 minutes =] No =
g T

Immeiatety =

Click on add button for adding new Prompts.

Enter the name of the new WritePlacer Setting in the WritePlacer Setting Title box and
select the WritePlacer Setting Details you want to use.
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Available Settings
Session Time Enabled determines if the session is to be timed or not.

Timer Hidden determines if the timer is to be displayed or hidden during the test.

Timer Direction determines whether the timer will show the elapsed time (Up) or the time
remaining (Down).

Timer Limit determines the amount of time students will have to write their essay.

Warning Time determines when a warning will display during the test once the remaining
time reaches the set value.

Word Counter determines if the word counter will be displayed during the test.

Start Timer determines when the time will begin—immediately or when the student
clicks in the essay box and begins typing.

To add prompts, click on the Add icon and a list of all prompts contained in the
ACCUPLACER System will display. You can view a prompt by placing a check next to the
prompt and clicking on the View icon.

To add prompts, check the prompts you want included and click Add Selected Prompts.

4

Something Special (6) WiritePlacer ESL
Strong Influence (6) WiritePlacer ESL
Absolute Responsibility (8) WritePlacer
Acquisition of Money (8) WritePlacer
Differences Among People (8) WritePlacer
DuBois Work (8) WritePlacer
Happiness Not an Accident (8) WritePlacer
Independent Ideas (8) WritePlacer
|s History Valuable (8) WritePlacer
Necessary o Make Mistakes (8) WritePlacer
Practical Skills (8) WritePlacer
Results of Deception (8) WritePlacer
Success (8) WritePlacer

Technological Progress (8) WritePlacer

8 8 1B el | e |2 | & = 8 |8 e 8l e | (2| |8

Unlimited Change (8) WritePlacer

Add Selected Prompts Close

The selected prompts now appear at the bottom of the WritePlacer Setting page.
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Session Time Enabled Timer Hidden Timer Direction
No E| No E| Down

Timer Limit 'Warning Time Word Counter
60 Minutes El & minutes El No

Start Timer
Immediately

+ Prompts added successfully

Prompts
Prompt Title Prompt Type
Acquisition of Money (8) WritePlacer
Differences Among Peaple (8) WritePlacer
DuBois Work (8) WritePlacer

WritePlacer Setting Details

&l
fl
=
Add Prompts
[}
&
®

Click the Save icon to save your work. To add additional prompts, click the Add icon.
To delete a prompt, place a check next to the prompt you want to delete and click

the Delete icon.

When using an iPad for the WritePlacer test, iPads autocomplete and autocorrect

features must be disabled so a test taker can't obtain an advantage.
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Local Tests
You can add your own Local Tests and administer them through the ACCUPLACER
System. Local Tests can be added to Branching Profiles and Placement Rules.

Local Tests created at the Site level are available only at that site; those created at the
Institution level are available to all sites of the institution; those created at the Group level
are available to all members of the group.

Before creating a Local Test, you must first create categories, passages that will be used
in a test question, audio items, and all test questions.

Question Categories

Each test question can be associated with a category. For example, if you are creating
a statistics test that asks questions about four different descriptive statistics, you

can create a category for each of the four types: mean, median, mode, and standard
deviation. After a student has completed the test, it will be possible to report how many
questions the student answered correctly in each of the categories.

To create a Category, select Create Categories under the Local Tests menu of Test
Setup. A list of all categories will display.

& Create Categories

* Cuestion Category inherited from the Institution level You cannol edil these seltings
** Question Cetegory are inherited from the Group level. You cannol adit these settings
** Question Category are inherited from the ACCUPLACER System. You cannot edit these settings.

B Question Categories

Saort By Category Name 153 | 13 10 -
Category Hame Status Action
001. Fun in the Sun ' e @
D02. Fun in the Rain & Actie r
* @WP_Test_PROD ® Acie &
" YCategory - GRP - Level & Aot o
* Arfun Local Category & Actwe a

To create a new Category, click Add. Enter the name of the new category and
click Save.

Mew Category

Close
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Question Passages

ACCUPLACER enables you to create Passages that precede certain test questions. To
create a passage, click on Create Passages under the Local Tests menu of Test Setup.
A list of all existing Passages will display.

£ Create Passages

* Passages inherfled from the Institution level
** Passages inherited from the Group leve
*** Passages inherited from the ACCUPLACER System

@ Passages

Sori By Passage Mame =| A 1% 10 =
Passage Name Status Action
" @PAssage PROD ® o a g
P @'.’-_ll:_Tes._r_F'FfDD & Acir & o
" §Passage - GRP - Leve! S Ao 6 &
* $Passage - GRPF - Level - Copy B Actes &
* Arjun Local Passage B Aciwe 8 &

To create a new Passage, click Add. Enter the name of the new passage in the Passage
Name text box. Enter the text for the passage in the text box. Passages are limited to
4,000 characters.

£ Create Passages Back = Preview
ssAge Mams
sage
Bswe | [ & B E @ @ QLU IF ¥ EEeDUCES =Y
B I U & % % L = 1= r v 3[R as W = rFREROME@Q=E®
P—) s -/ A @] @2
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Click Save to save your work. Click Preview to preview your passage.

Preview Passage

Passage

Under the United States Constitution, the President of the United States is the head of state and head of government of the United
States. As chief of the executive branch and head of the federal government as a whole, the presidency is the highest paolitical
office in the United States by influence and recognition. The president is also the commander-in-chief of the United States Armed
Forces. The president is indirectly elected to a four-year term by an Electoral College (or by the House of Representatives, should
the Electoral College fail to award an absolute majority of votes to any person). Since the ratification of the Twenty-second
Amendment to the United States Constitution in 1951, no person may be elected President more than twice, and no one who has
served more than two years of a term to which someone else was elected may be elected more than once. [1] Upon the death,
resignation, or removal from office of an incumbent President, the Vice President assumes the office. The President must be at
least 35 years of age, has to have lived in the United States for 14 years, and has to be a "natural born” citizen of the United
States.

Source: hitp://en.wikipedia.org/wiki/Lisi_of_Presidents_of_the United_ States

Close Window

The new passage is now listed on the Create Passages screen.

Audio Items =
If an Audio Item question type is selected, the MP3 icon é will display in the Passages,
Question, and Responses areas.

¥ Create Questions Bac Preview m
Create Questions

When you click on the MP3 icon, a pop-up window will open.

Upload MP3 File

01
(%]
in
i
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Click Choose File to browse your local files to find the MP3 file that you want to add to

a passage, question, or response. Highlight the MP3 file you want to add, and it will be
displayed next to the Choose File button. The maximum size of the MP3 file is 500kb. If
the size of your file is more than 500kb, an error message will display: “The size of the file

uploaded exceeds the size limit of 500kb.”

Click Send It to Server to upload to the server. Once it has been sent to the Server, it
will be available for inclusion in a passage, question, or response. When the MP3 file is
successfully uploaded to the server, the message “The file is uploaded successfully”

will display.

When you click Close, the modal window will close, and you will be returned to the Local

Test Question screen.

When an Audio Item type question is delivered to a test taker, a Play button

Flay

will

display in the passage, question, or response where an MP3 file is included. If a student
clicks on the Play button, the respective MP3 file will play. The MP3 file can be replayed

up to three times.

Creating Local Test Questions with Calculator Options
To create a local test question that includes a calculator option, click on Create Questions
under the Local Tests menu of Test Setup. A list of all existing questions will display.

£ Create Questions

Cusstion Hame Category Passage

" Ao Ouestons enera NiA

Cuestion Type Calcutator Status Action
Aupchn Cuestions Mot Avanigble e & &
1 ! b L - a 2
tapte: Wal aculadon Sous - I
{00l Calculaior and Basic
atoe
i wl a 4
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To create a new question, click on the Add icon.

£ Create Questions Back Preview

Create Questions

w | ¥ i ¥
Bsowre O @ B @ & @ QA P S O eD00m = [
B I U GX» L=t £ a2kl am ¥ =« mogom=ens®

- Nama = : - Girg - A~ _ :: ol ?

Enter the name of the question in the Question Title text box. Select a Question
Category from the drop-down menu.
Select Question Type from the drop-down menu:

= Multiple Choice

= Multiple Response

= |Instruction Page question type gives the user the ability to provide static text to a
student providing additional instructions on how to proceed.

= Audio Question gives the user the ability to upload MP3 files for Passages, Questions,
and Answers.

Select Calculator Type from the drop-down menu:

= Not Available

= Basic Calculator

= Square Root Calculator and Basic Calculator

= Graphing Calculator, Square Root Calculator, and Basic Calculator
If a Passage is to be part of the question, select the Passage from the drop-down menu.
If an MP3 file is to be included in a question, select the file from the drop-down menu.

Enter the question on the text box. Select the number of answer choices for this question
from the Response Count drop-down menu. Minimum number of responses is 2,
maximum number is 99. Enter a response in each of the response text boxes.
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Mark the correct response by putting a check in the Correct Response box of the

correct response.

Bsouee [ @ B nBERE B - QL E % Eve 0l @i

B I U S %' x|L (= :==|s=-&|1 REH= = = |F8l1| = @ e[| = = ®
Styles ~ || Normal - || Font | Size ~|| A~ @-|| 32 & 2

24

Click Preview to preview your question.

Preview Test Question

Calculate the mean of 17, 18, 22, 28, and 35.

If your question is an Audio type, play buttons for all areas that have MP3 files uploaded

will display. Click on the Play button to hear the audio file.

L7

Instructions.

CONVERSATION OR LECTURE
QUESTION | Play

Gefting @ new client Play
Sending & package Py
Adding a cliant 1o the databass Py

How hard the woman works | play

The correct answer iz B

Close Window

CollegeBoard
ACCUPLACER
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Local Test Listing

Once all your test questions have been created, you can begin creating your Local Tests.
Click on Create Local Test under the Local Test menu of Test Setup. A list of all Local
Tests will be displayed.

T

o

Tant M= *  Descripion Buaius A B

=
- |
- a
> =

=
- |
& -]

To create a new Local Test, click Add and the screen shown below will display.
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Enter the name of your test in the Test Name text box. Enter a description of the test
(optional). Click Save. Select your Local Test Settings using the drop-down menus.

Test Type Timer Hidden Timer Direction
Linear (All test questions will be Yes Down
administered in the same order.)

No Up

Random (Test questions will be
administered in random order.)

Time Limit*

Show Number of Correct Responses

Session Time Enabled

No Limit, 10 Minutes, 20 Minutes, 30 Minutes,
40 Minutes, 50 Minutes, 60 Minutes, 70
Minutes, 80 Minutes, 90 Minutes, 120 Minutes

Show Test Score*

Yes
No

Warning Time

Yes
No

Show Category Reporting

Yes (Scores will be reported on
Individual Score Report)

No (Scores will NOT be reported
on Individual Score Report)

Allow Previous Button in Test

No Warning, 1 Minute, 2 Minutes, 3 Minutes,
4 Minutes, 5 Minutes, or 10 Minutes.

Yes
No

Yes (students can go back to
previous questions)

No (students can’t go back to
previous questions)

*If a Time Limit is set for the local test, it will close when the time limitation has been met.
If the local test is the last test in the Branching Profile, the screen will go back to the login

screen. If the test is not the last in the Branching Profile, the next test in the Branching Profile
will be presented. Items not completed will be counted wrong; the system will indicate that
these items were omitted or not responded to. If the test is saved (Save and Finish Later)

and time remains, when the test resumes it will start with the time that is still available.
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If Allow Previous Button in Test is set to Yes, Previous and Next buttons will replace the
Submit and Confirm buttons. The test taker's answers will be submitted with the click

of Next or Previous, but the answer can be changed through further navigation. At the
event of a timeout, all completed answers will be retained.

On the last item of the test there will be a Previous and a Submit button. At a click of
Submit followed by a click of the Confirm button, the test taker will no longer be able to
go to a previous test question.

) CollegeBoard Mahendra Chavan | view | Seveand
ACCUPLACER |D: 4455445544 | Tutorial | Finish Later

LocaltestComposite1 - Question 2 of 4 00-08-45

What is 2+2 equal to?

Previous Next

To add test questions to your test, click Add, and a list of all test questions will appear.
Put checkmarks in the boxes next to the questions that you want included in your test
and click Add Selected Questions.

# Create Local Test Back

M ety Lo dheida
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Add Local Test Questions

Question Tille Gueshon Category Ouiesthon Type Calculator

B8 | TCueston

Audic MOt Awaitabie

1
1
1
1
1

Closa

To remove a question from your test, place a checkmark next to the question and

click Delete.

If you have selected “Linear” as the Test Type, you can determine the sequence in
which test questions are presented by entering the number of the question in the

Sequence box.

Local Test Questions

1to 3 of 3 Records

Question Title Question Category Question Type Passage Name

Mean 1 ean Multiple Choice N/A

Test setup>Create New Question General Aptitude Multiple Choice N/A

anuppppd57465 CBuUP Multiple Choice New CBPU Passage

E 5 S ;
Calculator Weight Action
Available 1 @
Available 1 @
Available 1 ®

First Prav n Mext Last

Weight can be assigned to each question by putting the desired weight in the

corresponding box.

To view a question, click on the View icon. Click Save to save your work.
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Background Questions
Standard Background Questions

Shown below are the 11 ACCUPLACER Background Questions and answer choices that
are provided in the ACCUPLACER System. Titles of questions are shown in bold.

Federal Financial Aid?
= Do you intend to apply for federal financial aid?

+ Yes
+ No

English First Language
= What language do you know best?

+ English only

+ English and another language about the same
+ Another language

+ | choose not to answer

Father’s Education
= What is the highest level of education completed by your father or male guardian?

+ Grade school

+ Some high school

+ High school diploma or equivalent

+ Business or trade school

+ Some college

+ Associate or two-year degree

+ Bachelor's or four-year degree

+ Some graduate or professional school
+ Graduate or professional degree

+ | choose not to answer

First Language Spoken
= What language did you learn to speak first?

+ English only

+ English and another language
+ Another language

+ | choose not to answer

High School Graduate or GED Certificate
= Which statement best describes your high school status?

+ lam a high school graduate

+ | have received a GED

+ lam still in high school

+ | have not graduated from high school, and | have not received a GED
| choose not to answer

*
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Mother’s Education
= What s the highest level of education completed by your mother or female guardian?

+ Grade School

+ Some high school

+ High school diploma or equivalent

+ Business or trade school

+ Some college

+ Associate or two-year degree

+ Bachelor's or four-year degree

+ Some graduate or professional school
+ Graduate or professional degree

+ | choose not to answer

Studied Algebra in High School
= Did you study algebra for at least one semester in high school?

+ Yes
+ No
+ | choose not to answer

What is your major?
= What is your major?
+ | choose not to answer
+ Undecided

Years Since Last Mathematics Course

= How long has it been since you have taken a math course or other formal
mathematics training?

+ Lessthan 1 year

+ 1to 3 years

+ 4106 years

+ 7 or more years

+ | choose not to answer

Years Studied English in High School
= What is the total number of years you studied English in high school? Count less
than a full year as a year, but do not count a repeated year of the same course as an
additional year of study.

+ 1year

*

2 years

+ 3years

+ 4 years

+ More than 4 years

+ None

+ | choose not to answer
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Local Background Questions

In addition to the 11 standard questions available on the ACCUPLACER platform, users
can create Local Background Questions specific to your institution to be included in

a Background Question Group. Local Background Questions created by an Institution
Administrator are available to all sites, while Local Background Questions created by Site
Managers are available at that site only.

To create Local Background Questions, click on Local Background Questions under
the Test Setup menu, then select Local Questions. A list of existing Standard Local
Background Questions will appear.

¥ Local Background Questions
* Background Questions inherited from the Institution level. You cannot edit or delete these Background Questions.
** Background Questions inherited from the Group level. You cannot edit or delete these Background Questions.
*** Background Questions inherited from the ACCUPLACER System. You cannot edit or delete these Background
Questions.

BH Local Background Questions © Add

Question I|E| 10 = .

Question Name Status Action

Books Read (@ actve) (] 0 W@

Books with Weights (@ acve) A W

Click on the Add icon.
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Enter the name of your Background Question in the Question Name box.

¥ Local Background Questions Back | Preview [EEVS

A weight can be applied to each response o a Local Background Question. This weight can be applied to calculations with test scores to impact placement
results. Please reference the ACCUPLACER Program Manual for more information about how to effectively use weight responses to background questions to

refine placement resuits.

Local Background Questions

* Question Name

Study Skills

Question Type Response Count

Muttiple Choice 4
* Question

Bsouce | O @ | B B B & | kB | = @ Co= & 7

| B T -0 s % x| E s i £l W ==z =s=swresmMazoem=e g=®

Styles el Format || Font ~|| size ~|| A~ B-|| 3 & ?

Use the link below for descriptions of each of the icons available in CKEditor used to
maintain these screens. http://docs.cksource.com/CKEditor_3.x/Users_Guide/Quick_

Reference

From the Question Type drop-down menu, select the type of question: Multiple Choice,
Multiple Response, Short Answer, or Single Choice.

Multiple Choice

For multiple-choice questions, enter the number of responses for your questions in the
Response Count box. It is possible to have up to 99 answer choices. The default value is
four. Students can select only one response from the responses provided.

Multiple Response

For multiple-response questions, enter the number of responses for your questions in
the Response Count box. It is possible to have up to 99 answer choices. The default
value is four. Student can select more than one response from the answer choices

provided.

Short Answer
Open response enables students to type their answers in the box provided. The
Response Count box isn't available for this type of question.

To open a Response text box, click on the K and the response box will open. Enter your
Response and click on the B to close the box. Use the up and down arrows to
change the order of the answer choices.

Single Choice

For single choice questions, the Response Count box defaults to 1. This type of question
provides the ability to set up a confirmation question such as agreeing to terms and
conditions. Please be aware in the event a student refuses to answer the question, they
won't be able to proceed further in the test session and the Institution/Site user will have
to close the test session and determine the next steps with the student.

The answer to single choice items will be displayed with a checkbox.
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If your Placement Rules contain multiple weighted measures, you can assign weights

to each response by adding a weight in the Weight Text box. The weights will be applied
automatically if the condition type Auto Multiple Weighted Measures is selected in the
Placement Rule. The weights won't be applied automatically if the condition type Multiple
Weighted Measures is selected as a condition in the Placement Rule.

~ Quasnion B | D @8 B « QL F ¥ maenLEww @
BIUSx,x Ligz cxnyEzsulu=-mmoomzoa=08
st - || vont. -|[rot [l see cl|a- 822 @) 2
How mary books have your read in the lost & monthe?
sody » 4
mespanseCount | 4 =
or

Question Groups

Background Questions are put into Background Question Groups that can be presented

to students during testing. You can create multiple groups; you can branch from one
Background Question Group to another Background Question Group based on an answer
to a Background Question or a test score. You can branch to a test based on an answer to a
Background Question.

A Background Question Group contains standard and/or local background questions that
you want the student to answer. A Background Question Group can be delivered at the
beginning, middle, or end of a test session. Multiple Background Question Groups can be
added to a Branching Profile.

From the Test Setup menu select Local Background Questions, and then select
Background Question Groups. A list of all Background Question Groups will appear.

£ Background Question Groups

* Background Questions inherited from the Institution level. You cannot edit these Background Question Groups.
** Background Questions inherited from the Group level. You cannot edit or delete these Background Questions.
*= Background Questions provided by the ACCUPLACER System. You cannot edit these Background Question Groups.

88 Background Question Groups m
Group NameE ‘ 10 -

Group Name Status Action
ESL Spring 2015 Testing (@ Acive) Z| & @
Spring Testing 2015 (@ Acive) [EARE-i 1 |

Enter the name of your group in the Background Question Group Name box.
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¥ Background Question Groups

HH Background Question Group

* Background Question Group Name

Spring Testing 2015 |

8 Background Questions

No records to display.

Click the Add icon and a list of all background questions, local and standard, will appear.

Add Background Questions

G stion Name

Books Read

High Schoot Attended

Snuty Sills

** CBA_LBO_Ouest

= LB Quest 1

== Do you inend 1o apply for Federal Financial aid7
== English Firs! Larguage

*** Father's Education

= Firsd Language Spoken

=** High Sthel Gragusie of GED Cemficate
*** Mother's Education

** Stucked Algebra in High School

= What 5 your Major?

= Years Since Last Mathemancs Course

Local Background Cueslion
Local Background Question
Local Background Cuestion
Local Background Cuestion
Lotal Batkground Cusstion
Standarg Background Question
Standard Background Question
‘S1andard Background Question
Standard Background Gueshon
Standard Background Question
Swandard Background Question
Sandard Background Question
Standard Background Cuestion

Sandard Background Question

Check the box next to the questions you want included in the group and click Add Selected
Questions. The next screen will display all the Background Questions you selected.

* Bacigroung Cusstion Geoup Mame

Fall Testing

& Background Question Groups

Sequence Ouestion Name Guestion Type Action
Enghsh Frut Linguage Stanare Background Quastion

N Studiad Algebe i High Sehes! Seandard Backround Qussten q

3 ¥aar Sasdiad Engish in High Szhoal Standard Background Quaster

1 oars Sinco Last Mathematics Courss Seandard Background Guesten a

3 High School Athended Local Background Cueston a

110 50f 5 Recoeds.

To edit the name of a Background Question Group, click in the name box, make your edits,
and click Save.

To change the sequence of the questions, enter numbers in the Sequence column and
click Save Sequence.

To remove a question, select the appropriate check boxes, and click Remove. Click the
Save icon to save your work.
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Retest Rules

To help you manage your Institution’s retest policy, it is possible to limit the number of
retest attempts on a test on the ACCUPLACER platform. Every attempt where at least
one test item is completed will be counted toward the retest limit. IA's can establish the
limits and “push” (aka force update) the limits down to individual sites. Site Managers
however, can override what is pushed down to them from the institution and establish
their own limits. Site Managers can also revert to the IA settings.

€ Retest Rules

i - B

Abow overmas of retest
Teut Name LTI Lot DurstaniDayai | PRICsmenl Confgus #sn limud ¥ LET L] Acbon

Ruadiesg Comishen Laerst Srovs W rrr y =
x . 7 =

E - ¥ B
E - ¥y -
l . b s r =

L] ¥ B

E » ¥y -
] . r o=

Test Name
All tests that are available to the institution or site are listed in this column.

Max Attempts
The maximum number of attempts a test can be taken.

Duration (Days)
Previously values were designated by the month—now values are 14 to 1440 days.

Placement Configuration

The placement rule configuration will be used when retest limits are exceeded. Options
available to user will be the highest or latest score. When looking for highest or latest, it
will only look from the scores within the duration specified for the test.

Allow Override of Retest Limit?

When set to Yes, an authorized user can override the Retest Rule, thereby allowing the
student to retest. The Authentication screen displays at the start of the test session.
If there are multiple tests that have reached the limit, the application will display that
list and an authorized person with the Site Manager's permission can select tests

for override approval. The selected tests will be administered as an override; those
unselected will be skipped.

When set to No, the tests that have reached the limit can't be administered/overridden by
any user.

Status

Active—When a retest rule is active, the number of retests available will be enforced.
Inactive—When a retest rule is inactive, there will be an unlimited number of retests
available for the test.
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To create Retest Rules, click on the Edit icon under the Action column for the test you
want to create a Retest Rule for, and a screen like the one below will display.

Edit Retest Rule

Test Name s
Reading Comprehension 0
* Duration{Days * Fiacement Configuration
a Latest Score v

* Allow override of retest imit?

Yes ® No

= - |

Enter the information you want used for the designated test and click Save. The Retest
Rules screen will display. In the Status column, click the Inactive button to toggle the
selection and activate the rule.

For a new test administration, the warning message/approval screen will appear following
the click of Start Test. At this point, the Branching Profile will be analyzed, and the retest
limit(s) verified. This treatment will be same for all tests started from Test Administration,
Voucher, Widget, and Fast Track. In the case of a resume test scenario, the validation
will take place after the user clicks “Begin Test.” The user will then be presented with the
message/approval screen.

oyttt i Pt bt
e P2t T BT il e ] P VLN ) $and I CofleelDy (2 F 11Tyl Dt 6, e nb] Dot Ml el D LA ) Tt WY SPRN ) 7 el IBACT] (520 ) %o (it B8
T e UBTage! CTIOERR, Pl (Ve TS SIS B BASER D 11 et Sora B 4 Ye8? BOmeaE

[—— l

= = |

.

If a Test Session/Branching Profile is completed for a student and a test within that BP
was not administered because the retest limit was encountered, a message will appear
on the ISR. See example below:

Placement Test Results

Elementary Algebra Sentence Skills

- 31

Not administered because retest limit was met
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Placement Setup

Placement Rules are based on the cut scores used at your institution. By using this
feature, students’ placements can be reported on their Individual Score Report generated
at the end of testing. Placement Rules created by Institution Administrators are available
for use at all sites. Placement Rules created by the Site Manager are available for use at
the site only. Before you begin to create your Placement Rules, you must create all Course
Groups, Courses, Majors, User Defined Fields, and Composite Scores that will be used in
the Placement Rules.

Placement Rules

Placement Rules contain conditions and course placements. Unlike Branching Profiles,
Placement Rules contain only one rule. Conditions for Placement Rules are like those in
Branching Profiles.

To create a Placement Rule, click on Placement Rules under the Placement Setup menu
and a list of all Placement Rules that have been added to the site will display.

™ Placement Rules

* Placement Rules inherited from the Institution level. You cannot edit or delete these Placement Rules.

** Placement Rules inherited from the Group level. You cannot edit or delele these Placement Rules.

Changes made to Placement Rules will take effect immediately for all new test takers. Course placements for past test takers must be rebuilt from the Individual
Score Report.

cement Rules
SotBy | Placement Rule Name |45 | 18 10 -

Placement Rule Name 4 Description Type Status Last Modified Date Action

“01. KM Reading Level 1 - RD MNx Gen Rdg OR Companion Rdg 200t0  Mext-Generation ™ 2016-08-22 q H OB
G0800 250

*02. KM Reading Level 2-RD  Nx Gen Rdg OR Companion Rdg 251 to  Next-Generation (@ Actve 2018-08-19 o M oa
GO910 278

“03. KM Reading College Read  Nx Gen Rdg OR Companion Rdg 2791to  Next-Generation (@ Actve 2016-02-18 ] &8

y RDG1000 300

To add a new Placement Rule, click on the Add button. You will see the option to create a
"Classic” placement rule or a "Next-Generation” placement rule. The screen shown below
will appear:

= Placement Rules Back m

® Next-Generation

ALWAYS

Course Placement is et One v o~
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Select the Test Type and enter the Placement Rule Name, Description/Notes (optional),
and Placement Comments (optional). TIP: Description/Notes is an internal field (not
visible on a report) that helps the user keep track of the intent of the Placement Rule. If
the Placement Comment field is populated, this WILL appear on the student’s ISR.

With the addition of the automated scoring of paper answer sheets capability, placement
rules can support scores from COMPANION tests that are automatically scored by
ACCUPLACER (currently Next-Generation tests only).

Because of the difference in the scoring scales of the Classic and Next-Generation tests,
placement rules are intentionally restricted from including both types of tests. In addition,
because the Classic tests will eventually be retired, keeping Classic tests out of Next-
Generation placement rules will prevent you from having to revise those placement

rules later.

Test Type is where you define whether your placement rules will be based on
ACCUPLACER Classic placement tests or Next-Generation placements tests. TIP: When
creating a placement rule that contains Next-Generation tests, ensure that the placement
rule is easily recognizable by placing “NG" in the placement rule name. Once the placement
rule has been saved, the test type can't be modified. A new placement rule would need to
be created.

Additionally, if a placement rule is copied, the Test Type can't be modified on the resultant
copy. Since Next-Generation diagnostic tests don't exist yet, when Next-Generation is
selected, the system will remove placement conditions associated with a diagnostic test
(e.g., single strand score won't appear as an option).

Description/Notes is an area for you to record any information that describes the
Placement Rule. Maximum length is 500 characters.

I
i times the 3 = - . . B 4
L o “5 Met-Generatio ing - if i et oe i 17 1 g -
Il 10 ey et ration Reading - (3] less than or equalta  [be] 4 ~ O T
B 1o [ e compaNION NextGenerat 2] reater than o equal bt | 249 ~ e | &
. : scare of vt ST Pt | greater thar quiatl b g ™
THEN
Course Placomant & READ 050 ® e

Placement Comments will appear on the Individual Score Report. Maximum length is
4,000 characters.

From the Course Placement drop-down menu, select the course. Multiple courses can be
selected if the same placement rule applies to all the selected courses. To add additional
courses, click on the Add a Course icon.
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Click Add a Condition to This Rule and the screen shown below will list all the condition
types that can be used in a Placement Rule.

New Condition Type

Condition

-Select One-

Test Was Completed
Test Not Taken
Background Question
Single Test Score
Single Strand Score
Multiple Test Score
IMajor

User Defined Field
Multi Weighted Measures

Auto Multiple Weighted Measures
Compaosite Score

Close

Condition Types
There are 11 different types of conditions that can be use in a Placement Rule.

Test Was Completed is used when a course placement is based on the score of a test
that was completed. All ACCUPLACER tests, active Local Tests, and WritePlacer settings
are available in the drop-down menu. Choose the test you want to use as a part of this
condition. The Placement Recommendation is made only when the condition is evaluated
as true.

IF

E| = College Level Math - CAT

Iz' Test Was
Completed

Test Not Taken is used to create a course placement based on the Test Not Taken
condition, which validates whether a student took a specific test. Incomplete tests are
considered as not taken.

IF

-] === ESL Sentence Meaning - CAT

|Z| Test Mot Taken

Background Question is used when a course placement recommendation is based on a
student's response to a Background Question administered during the test session. All
active Background Questions created at the system level, the institution level, or the site
level will appear in the drop-down menu. Select the Background Question and the response
you want to use to evaluate this condition type.

IF

[*] theanswerto *** Years Since Last M| equal to [=]

110 3 years
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Single Test Score is used when a course placement recommendation is based on the
score from a test that was administered. All ACCUPLACER tests (not diagnostic tests),
active Local Tests, and WritePlacer settings are available in the drop-down menu. Choose
the test you want to use as part of this condition and enter the appropriate values in the
text boxes.

IF

times the score I 3
[~ 1.0 2 Arithmetic - CAT [~ greater than [=]

78

Single Strand Score is used when a course placement recommendation is based on a
strand score from a diagnostic test. From the first drop-down menu, select the appropriate
diagnostic test. From the second drop-down menu, select the appropriate strand.

IF

- *** Diagnostic Arithmetic-CAT [
= i greater than ||
score of L & ’
Computation with Decimal NumbeE

Multiple Test Scores is used when a course placement recommendation is based on
the sum of two or more scores from tests administered during the test session. All
ACCUPLACER tests, Local Tests, Diagnostic Test Strands, and WritePlacer Settings are
available in the drop-down menu. Choose the tests you want to include in this condition
and enter appropriate values in the text boxes.

Shown below is an example of adding two test scores:

IF

Sum of times the

Bl 1.0 R . Arithmetic - CAT IZ| | PLUS

Sum of times the
e ——
Siii 1.0 T Elementary Algebra - CA E

IZ| the total sum of scores above is equal to IZ| 1250 |Z|

[=]

Shown below is an example of adding a test score and a strand score:

IF

1.0 === Arithmetic - CAT

Sum of times the |z|
Scores score of

PLUS

i 1.0 g *** Diagnostic Arithmetic-CAT [~]

L ko Computation with Decimal NumberE

IZ| the total sum of scores above is equal to IZ| 85 IZ|

Major/Program is used when course placement recommendation is based on the major
the student selected during the test session. To choose a major, click the Major/Program
List icon and select a major/program from the list. Multiple majors/programs can be
included in this condition.
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E the student’s major is included in this list Nursing Q ffen n|Z| [+ R
Course Placementis| Developmental English | E 0.

User Defined Field is used when a course placement recommendation is based on the
value of a User Defined Field. All active User Defined Fields created by Site Managers
appear in the drop-down menu. Choose the User Defined Field you want to use in the

condition and enter a value.
You will have to enter the value of the User Defined Field after a student has completed
the test session. To enter values for User Defined Fields, click on the Reports menu and
select List and Enter User.

Defined Fields Data. For the placement that is based on the User Defined Field to show

on a student's Individual Score Report, you will have to open the student'’s Individual

Score Report after testing and click on the Rebuild Course Placement Using Current

Placement Rules link at the bottom of the page.

IF

E the value of user-defined field SAT-V E| greater than E 600

Multiple Weighted Measures is used when a course placement recommendation

is based on the weighted value of test scores and students’ answers to Background

Questions. Weights must be assigned manually to various responses. Select the tests

you want to use as a part of this condition. Choose the Background Question you want to

use in the condition, along with the weight for the response.

IF

e 10 B e ==+ Sentence Skills - CAT

Scores score of

::;?:;L apply | 03 g:;ih;rii;he Books Read [] equal to -] More than 5 [~] PLUS
weight ooy | 02 T Books Read [<] equal to [<] 3105 [+] PLUS
applied : answer to S =
weight weight if the

appbod apply 1.0 B Books Read E equal to E 1or2 E

the total sum of scores above times the total weight
G [l equal to [=] 85 =]

Auto Multiple Weighted Measures is used when a course placement recommendation
is based on the weighted value of test scores and students’ answers to Background
Questions. The weights used are those that were assigned to the responses when the
Local Background Questions were created.
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IF

A of 1.0 Hei e *++ Sentence Skills - CAT []
Scores score of
weht Books with Weights [«
applied 9
El the totél sum of scores above times the total weight equal to 81 IZI
above is
The above example for Multiple Weighted Measures will provide the same placement as
the example for Auto Multiple Weighted Measures.
Composite Scores is used when a course placement recommendation is based on
a Composite Score. In the example below, if the Composite Score named “English” is
greater than or equal to 60 and less than 85, then placement is Developmental English Il.
IF
times the score ’ - .
[=] 1.0 i English Composite Score [ greater than or equix] 50 =] AND  [7]
times the score ’ :
[=] 1.0 g English Composite Score  [x] less than =] 85 [=]
THEN
Course Placementis  Developmental English 1l IZ| o-
Using And/Or

AND: If both conditions are true, then only the entire condition is true.
OR: If any one of the conditions is true, then the entire condition is true.

Courses

To add a new courseg, click Courses under the Placement Setup menu and a list of all
courses that have been added to the site will display.

= Courses

* Coursd Group inheribed froem e INSUen vel You cannot edil, Geiete hise Course Groups
** Courses inheriled from the Group kevel You cannot edif of delele ihese Courses

Course Name Course Code Course Group Status. Action
Dowslopmental English | 2 English » s S8 |
Developmantal Engltsh 11 3 Engiish - AR -]
Developmental Reading | 4 Reading » &8
Dwvelopmental Reading I Reading T o
English Comp | 1 English Z @8
1105 of 5 Reconis e | - Nt

To add a new course, click on the Add button.

ACCUPLACER User's Guide © 2018 The College Board.

111



Add a New Course

* Course Code (internal only) * Course Name (visible on ISR}

* Course Group (internal only)

Please select Course Group b |

Course Comment {optional, visible on 1SR)

Close

Enter the Course Code and Course Name. Use the drop-down menu to select the
Course Group with which the course will be associated. Enter Course Comments
(optional) and click Save.

Course Code is an alphanumeric code used to identify the course that you create. It can
be a maximum length of 100 characters.

Course Name is an alphanumeric name used to identify the course and must be unique
within the site.

Course Group is the name of the group under which the course is assigned.

Course Comment describes the course and is reported in the Individual Score Report.
Maximum length is 500 characters.

Course Groups

Each course added to your ACCUPLACER site must be associated with a Course Group.
This allows you to group courses by discipline. Course Groups are used as a filtering
criterion when running Placement Rosters reports. To create a Course Group, click on
Course Groups under the Placement Setup menu, and a list of all Course Groups that
have been added to the site will display.
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To add a new Course Group, click on the Add button.

7= Course Groups

* Course Group inherited from the Institution level. You cannot edit, delete these Course Groups.

** Course Group inherited from the Group level. You cannot edit, delete these Course Groups.

B Course Groups

um Course Group NameE 10 ~

Course Group Name

Status Action
CSP (@ active) @ AW
English (:@:{. Z & "
Math (o Aclwe:;l & A W
Reading (@ Active ‘“. @& W

1to 4 of 4 Records

First Prev Next Last

Add Course Groups

* Course Group Mame

Close

Enter the name of your Course Group and click Save.
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Majors/Programs

To add a Major, click on Majors/Programs under the Placement Setup menu and a list
of majors that have been added to the site will display. Answers "l choose not to answer”
and “Undecided"” are provided by the system. If you don't want them to appear as options
for the "What is your major?” Background Question, click the Active button under the
Status column to make the major Inactivate.

To add a new major/program, click on the Add button.

=M !
L
Seom
Add a New Major/Program
* Major/Program Code * Major/Program Name
I
Major/Program Comment
P
Close

Enter the Major/Program Code, Major/Program Name, and Major/Program Comment. Click
Save and the new Major will be added to your list of majors.

Major/Program Code is a code you assign and can't be more than 15 characters long. Itis
arequired field as indicated by the * so if the field is empty, an error message will appear.

Major/Program Name can't exceed 100 characters. It is a required field as indicated by
the * so if the major name field is empty, an error message will appear.

Major/Program Comment can't exceed 100 characters. Major Comments will appear on
the Individual Score Report.
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User Defined Fields

User Defined Fields allow you to add additional student information that can be used in
Placement Rules and Reports. Examples of User Defined Fields are scores from essays
graded by your faculty, scores from local tests not administered through the Local Tests

feature of ACCUPLACER, or SAT® scores.

To add a User Defined Field, click on User Defined Fields under the Placement Setup
menu and a list of fields that currently exist on the site will display. To add a new User

Defined Field, click on the Add button.

= User Defined Fields

+ User Defined Field added successfully.

HH User Defined Fields

Field Number Field Label

1 SAT-V

1to 1 of 1 Records

* User Defined Fields inherited from the Institution level. You cannot edit or remove these User Defined Fields
= User Defined Fields inherited from the Group level. You cannot edit or remove these User Defined Fields.

4 Field Abbreviation

SATV

Export Options + S Add

ﬂ Field Label B [ 1w0-]

Field Type Action

‘Whole Number F @

First Prev - Next Last

* Indicates required fields

* Field Label

SAT-M

Create/Edit User Defined Fields

* Field Abbreviation

SAMT

* Field Type

-Select One- v

Decimal Number
Text
Whole Number

Llose

Add the Field Label and Field Abbreviation. Use the drop-down menu to select the Field

Type. Click Save.
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Composite Scores

This feature allows you to create a Composite Score that can be used in Placement Rules,
included in reports, and uploaded to campus SISs. To create a Composite Score, click on
Composite Scores under the Placement Setup menu and a list of composite scores that
currently exist on the site will display.

= Composite Scores

* Composite Scores inherited from the Institution level. You cannot edit or delete these Compaosite Scores.

** Composite Scores inherited from the Group level. You cannot edit or delete these Composite Scores
= Changes made to the formula for Composite Score calculations will take effect immediatety for all new iest takers.
= Course placements for past test takers must be rebuilt from the Individual Score Report

110 2 of 2 Records First | Prey Next | Last

H Composite Scores
Bl1E Composite Score I\'amnE 10 -

Composite Score Name 4 Description Status Last Modified Date Action

English (@ actve) Q =z 4@ & &8

Reading (@ Amive) Q = @ & &

To add a new Composite Score, click on the Add button. You will see the option to

create a “Classic” composite score or a “Next-Generation” composite score. Because of
differences in the scoring scales of the Classic and Next-Generation tests, composite
scores are intentionally restricted from including both types of tests. In addition, because
the Classic tests will eventually be retired, keeping Classic tests out of Next-Generation
composites will prevent you from having to revise those composite scores later. The
screen shown below will appear:

™= Composite Scores Back “

* Kame

® Classic Nead-Generaton

Select the test type and enter a name for the Composite Score. TIP: When creating a
composite score that contains Next-Generation tests, be sure that the composite scores
are easily recognizable by placing “NG" in the composite score name. When copying a
composite score, the Test Type can't be changed. From the Score Configuration drop-
down menu select what test scores you want used when calculating the composite score.
If you select:
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Current Test Session—Scores from the current test session will be used to calculate the
composite score.

Latest Score—The most recent test score, or the score from the current test session,
will be used when calculating the composite score. Scores will be evaluated based on the
Test Session End Date.

Highest Score—The highest score available for the student from all available records will
be used to calculate the composite score.

Highest Score for Last Six Months—Using the Test Session End Date, the highest score
available for the student from all available records of the last six months will be used to
calculate the composite score.

Highest Score for Last 12 Months—Using the Test Session End Date, the highest score
available for the student from all available records of the last 12 months will be used to
calculate the composite score.

Highest Score for Last Two Years—Using the Test Session End Date, the highest score
available for the student from all available records of the last two years will be used to
calculate the composite score.

Highest Score for Last Three Years—Using the Test Session End Date, the highest
score available for the student from all available records of the last three years will be
used to calculate the composite score.

When rebuilding placements, if there has been a change in the Score Configuration
selection, the latest values will be used in the rebuild. The new values will be stored in the
database and will appear on the Individual Score Report.

To select a score to use, click Add a Condition to the Score.

= Composite Scores

*  Inherited from the Institution level.
**  Inherited from the Group level
*** |nherited from the ACCUPLACER System.

Caonditions are not applicable for any of the Diagnostic tests when creating and editing Rules.

* Name

Math Composite Score

* Score Configuration = Test Type

Current Test Session ¥ Classic @ Next-Generation

~ Current Test Session
Latest Score
Highest Score
Highest score for last six months
Highest score for last 12 months
Highest score for last two years
Highest score for last three years

o [

4

|0 Add a condition to this score I
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Select New Score

Select New Score

Score

_Select One-

Single Test Score
Single Strand Score

Multi Weighted Score
Auto Multiple Weighted Score
Fixed Number

There are five types of scores that may be used alone or in combination with one another.

Single Test Score—A single test score can be included in the Composite Score.

times the score il ! :
1.0 = Reading Comprehension-CAT =] PLUS =]

i th
10 ESTESEOE | ux sentence Skills-CAT [~]
of

In the example above, the scores of Reading Comprehension and Sentence Skills are
being added together to create the composite score.

Single Strand Score—A single strand score can be included in the Composite Score.

times the score s ;
1.0 o Arithmetic-CAT E| PLUS (B Ty

i th:
10 0;“95 ©SCO® |+ Diagnostic Arithmetic-CAT [=] Computation with Integers and Fractions [~] o m

utation with Infegers and Fractions
Computation with Decimal Numbers
Problems Involving Percent
Estimation, Ordering, and Number Sense
For support, please contact 866-607-5223, email info@accuplacer org , or start a live chat © 2014 Word Problems and Applications

In the example above, the strand score, Computation with Integers and Fractions, from
the Diagnostic Arithmetic test is being added to the single test score of the Arithmetic
test to create the Composite Score.

Multiple Weighted Score—A Multiple Weighted Score can be included in the
Composite Score.

Sumof Scores 1.0 e hesscore | ... Arithmetic-CAT ]

< - ight if thy [ [
weight applied  apply 05 ‘::S'ier'm 5 = Years Studied[r] || equaite [¢] | [EEEEIERES -]
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In the example above, if the answer to the Background Question “Years Studied Math in
High School” is equal to "More than 4," then 0.05 of the Arithmetic score is added to the
Arithmetic score to create the Composite Score.

Auto Multiple Weighted Score
If you created a Local Background Question that assigned weights automatically to
answer choices, it can be used to create a Composite Score.

Sumof Scores 1.0 e (eSO - Sentence Skills-CAT []

weight applied Books with Weights |Z| o~ w

In the example above, the automatic weights assigned to answer choices of the Local
Background Question Books with Weights will be added to the score of Sentence Skills to
create the Composite Score.

Fixed Number—A fixed number can be added to a test score to create a Composite Score.

Fixed Number 100 BLUS |z|

i th
10 R | = WiitePlacer ESL -WritePlacer [~

In the example above, 100 is being added to the WritePlacer ESL score.

Diagnostic Messaging

The Diagnostic Message is a custom message that is configured to show different
messages for different test/strand scores. The message is displayed according to
configured rules.

Below is an example of a Diagnostic Message:

times the
score of

THEN Display the following Diagnostic message
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Test Administration

Administer New Test Session

The ACCUPLACER License Agreement requires that all ACCUPLACER tests be
administered in the presence of an authorized Proctor in a secure testing environment for
the duration of the test session. Proctors should only use their proctor login credential
when administering ACCUPLACER tests.

Note: An Institution Administrator or Site Manager can't administer tests.

Caution: Simultaneously logging in to more than one ACCUPLACER session on the same
workstation will create a security issue, and you will receive a security errors message.
If you receive this error message, you may have to close all open ACCUPLACER sessions
and/or browser windows and log in again.

To start a new test session, click on Administer New Test Session under the Administer
Test menu.

[# Administer New Test Session

Al ACCUPLACER teshy mast De adminisiénsd n Ihe presende of an mshonaed Procior in 3 sedune 1e5ng environment 100 the durabon af he 185! Sessor

POP-LIF STRATION. If you We presartad wilh the ioeked BommEiralon 32 oes of fgen afer seles bing “Admanster Tegr™

DCKERS MUST BE DESABLED TO ENABLE TEST AL
workstabon confarms IS 9ysism eguinements
* Beand Ul ] Profies tnnerihed rom the Insiifution kel

= Branching Profdes Inherted rom he Group evel
= Brat Hing Frofkes inhefed fom the ACCUPLACER sysiem

Agito Adloc ation i enabled Test unts will be deduciad duactly from the InsStuton when the und balance for the Sie 5 3 of below T80

& Test Unit Balance

SN O 1251 SOMINESITAEon Wndow O0ens On 1Op of The 0C AT BOmInESIraton 30058 SCraen, e you IIKSly Nave & pop-up DOCKET enabied Lise the it STt b Selung Yol

POP-UP BLOCKERS MUST BE DISABLED TO ENABLE TEST ADMINISTRATION. If you are
presented with the locked administrator access screen after selecting “Administer Test”
and no test administration window opens on top of the locked administrator access
screen, then you likely have pop-up blocker enabled. Use the System Requirements to
ensure that your workstation conforms to system requirements.

In the Test Unit Balance box, the number of units the site has will be shown. From the
Select Branching Profile drop-down menu, select the Branching Profile that you want
used for the test session and click the Administer Test button.
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When the Student Privacy Policy displays, students may be seated at the computers.
Once students have read the policy, they must click Accept to continue. If they click
Decline, they won't be able to continue testing. Students can print the privacy policy by
clicking Print.

The College Board System Student Privacy Policy

This System and website are operated by the College Board and are designed to be used by educational
insfitutions, governmental departments of education and students to assist in determining if a student is
prepared for a college-level course and to aid institutions in making course placement decisions. The College
Board recognizes the importance of protecting the privacy rights of students taking ACCUPLACER® tests and
other College Board tests using this System. The College Board System is securely managed and
safeguarded in accordance with all applicable laws and the policies and guidelines set forth below. By using
the College Board System. you consent to the terms of the following privacy policy. including the uses of the
information as described below

INFORMATION COLLECTED

The following Student Data may be collected: test scores, test related data and personally identifiable
information. including name. address. phone number. email address. student ID. date of birth: gender. ethnicity
and other data that may be requested specifically by the institution

INFORMATION USE, SHARING AND DISCLOSURE

(a) Student Data is provided to the institution that is administering the test to the student and may be shared
by that institution with governmental departments of education for reporting purposes

(b) Student Data is used by the College Board for internal research and reporting purposes in accordance with
the College Board's data use policies. With the exception of those uses set forth in this privacy policy, student
personally identifiable information will not be shared, sold or released to third parties without the student's
consent. For further information regarding the College Board's data use policies, visit

hitp-/www collegeboard org to access the College Board's Guidelines for the Release of Data and the College
Board's Uses of College Board Test Scores and Related Data

(c) Student Data may be shared with employees and subcontractors who assist the College Board with website
operations and the technical aspects of hosting the site. All College Board employees and subcontractors are
subject to the College Board's confidentiality and privacy policies

(d) Student Data may be disclosed in response to a subpoena. court order or legal process, fo the extent
permitted and required by law

If you have added a Student Instructions custom message in Test Setup, your message
will appear.

Student Instructions

On the Student Information screen and those that follow, you will be asked o provide
your personal information. Please complete all mandatory fields indicated by a red
asterisk (*). If you have any questions, please contact your Proctor.

Close

After the Student Instructions have been read, the student should click Close. The
Student Information screen will appear. The student must complete all required (¥) fields
on the Student Information page, and then click Next.
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Clicking the Student Instructions link will prompt the Student Instructions custom
message to appear again.

Y ]

LT

Enafftution Name Site Mame
*Poarson - [T - Mew_ T spi Penrson Pearson [T - Shaa

* Shecen * Confrm 84

Back

The Student Information screen will display, and the student should complete all required

(*) fields and click Next.

If the student has tested previously, the Student Information page will show all the
information that the student entered from the previous test session. The student can
modify any of this information and click Save to continue to the first page of the test.

T ¢ )

Instructions
Institution Name Site Name
CB Early Access Institution CB EA Sita 1
EBranching Profile Name Voucher Number
Arithmetic Retest NA
" Fust Name MKld Name * Last Name
Samgle Stugent
" AOOrEss 1 Adaness 2
444 W Maine
* Country * State It Other Spec iy
United States =l Texas -|
* Gy * Zip/Postal Code
Daltas 12245
* Student ID * Confinm Student ID Emall Aodress
444444 448444
Home Phone Number Mobile Phone Number * Dale of Bath

If the student hasn't tested before, a blank Student Information page will display, and the

student must complete all required (*) fields and click Save.
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The Welcome to ACCUPLACER screen will display. If you have created a custom Welcome
Message in Test Setting, it will appear here. The student should read the instructions and
click Next to continue.

N, ©

Welcome to ACCUPLACER!

You are about to take ACCUPLACER tests. The purpose of these tests is to help determine your level of skill in one or more
academic areas. The scores you receive will be used to assist in determining the most appropriate courses for you at this
time

ACCUPLACER multiple-choice tests are adaptive, which means you must answer each question as it is presented to you
befare you can continue to the next question. You cannot skip & question or go back to a previous question to change your
answer

It's very important that you do your best on these tests

The Proctor is not permitted to help you with any test questions. However. if you need anything else during the test, please
inform the Proctor.

Welcome to Sample College

The Directions for Answering Questions screen will appear. Students should read the
instructions carefully and then click Start Test Session. The test will begin on the
next screen.

( CollegeBoard

Fead sach question can
[ & Submit 81 e

Canced "
ck Contirm

Confirm your sel
e MPEE.., PLE e
W pou ¥ Nge your answed, click (3 make .lrmmrmuvr.lu;rs /

N yoU Wil B0 3N BCCEIEE

n e

taS whia The EaCuss

oW 10 T YOUT Brdwess 1 e est

1 questions. Howsver. © o Nieed help wilh anything else dunng the

£reen gunng fes! admnsiraton
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Students can click on View Tutorial found at the top of each test page and the screen
shown below will display. By clicking on one of the links provided, the student will see
short tutorials on how to use the mouse and keyboard and how to take multiple-choice
and essay tests.

Samgle Student | Ve | Seve and

CollegeBoard
ACCUNLACER W ddddad | Tumovial | Fish Lt

ACCUPLACER Tutorials

Select the title of the tutorial you would like to review (click the left mouse button on
the title).

How to use the mouse and Keyboard
How to take a multiple-choice test

How to take an essay test

Close

Test Session Lockout

A Test Session Lockout feature was added to increase test security and ensure a
student'’s focus is on the test, not searching for answers during the test. When a student
clicks outside the Test Administration window, while an ACCUPLACER Test Session

is underway, the student is automatically locked out of the testing environment and
prevented from continuing their exam. The screen shown below will appear.

To resume testing, the Proctor is required to log in using their credentials. In the top area
of the screen, the username of the Proctor who started the test will appear to the left.
Enter your password on the right and click Submit. If you are not the Proctor who started
the test, enter your username and password in the two entry boxes at the bottom of the
screen and click Submit.

* Ussrmame * Passwoed
ShawnP
||
Submit
I s i 100 FOg-in @4 & diffiant Proclon, phisass enter your Lkemanmi and Passwond bl

‘ * Usemama * Passwoed ‘
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The student will be prompted to accept the terms and conditions again and acknowledge
they are ready to begin taking the exam by clicking the “Begin Test" button.

Test Session Lockout

Click “Begin Test” to resume the test session

Begin Test

The test will resume in the same location where the student was prior to clicking outside
of the Test Administration window. The student will not receive the same question but
instead will receive a similar question of equal difficulty.

If you are using a third-party accessibility tool such as Kurzweil, which requires going
back and forth between windows, you can disable the Test Session Lockout feature by
flipping the Setting to Yes.

& Test Setting Back

New Test Setting

New Test Sefting Name

© Score Report Settings

@ Tool Settings

Accessibility Wizard Available @ Yes No
Unblock keys for use with accessibility toal: Yes @ No
Use MathML to display Math items: Yes @ No
Disable Test Session Lockout for use with Yes @ No

accessibility tools:

© Student Profile Settings
© Learning Path Settings

© ISR Design Setting

To maintain the proper security, this should only be done when working with a third party
accessibility tool that requires another window to complete the test.

At the end of testing, the Individual Score Report will appear on the screen showing the
information selected in the Score Report Settings associated with the Branching Profile
used to administer ACCUPLACER tests.

The EXNUM (unique test session identifier) and the Branching Profile name appear at
the end of the Individual Score Report and will be printed on the header of each printed
page of an Individual Score Report (if they were checked within the Score Report
Settings). This information is provided to assist Customer Service representatives when
troubleshooting test administration discrepancies.
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Click Print to print a copy of the Individual Score Report.

ecdlegeBuard Student Name: Sample Student
ACCUPLACER Student ID: 444444

Individual Score Report

Date of Birth Major Name Site Name
2000-01-01 —Omitted— CB EA Site 1
Date of Testing Administered By Voucher Number
2015-01-09 Sparks, George -NA-

Time Record

Test Session Started Test Session Ended Total Time
2015-01-09 02:26 AM EST 2015-01-08 02:32 AM EST O0HrOSMin:50See

Test Results

Test Name

Arithmetic oo

Standard Background Questions

_
Self Description choose not to answer
Gender choose not to answer

Exnum: 16774483 | Branching Profile Name: Arithmetic Retest

Close Window Print

If the Generate QR code is set to “Yes" in Test Settings, the Generate QR code button will
appear at the end of the Individual Score Report. Students can click on the Generate QR
Code link and a screen like the one below will appear. A student can click on Print and use

the QR code later to access a copy of their score report.

Individual Score Report (ISR)

Student Name: Rk singer Student ID: 8575300
Cate of Birth MajoriPragram Hame Site Nama
01-01-2000 Design *Pearson Pearson [T - Shawn
Date Of Testing Adeninistered By Voucher Number
08-26-2016 hnes, Jonathon HA-

Exnum 22262705 | Branching Profis Mams Full Gesup Tost

Close Window Print QR Code

If in Test Setting you made the Accessibility Wizard available, the Accessibility Wizard
icon will be displayed at the bottom of each screen. By clicking the icon, the screen
shown below will display. The Site Manager or Proctor can change the font style, font size,
font color, background color, etc. For more information about the Accessibility Wizard,

refer to the ACCUPLACER Program Manual found under the Resources tab.
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Accessibility Preferences

High Contrast Color Default j
Scheme Settings

Background Color Default j
Text Color | Default =
TextSize | Default |

Text Font Sans Serif j

Line Spacing Single Spaced j
Cursor | Default [ ]

Reset to Default

Close

Save and Finish Later

A test session can be interrupted by clicking the Save and Finish Later link found in the
top right-hand corner of the test screen. An interrupted test session becomes an Open

Test Session.

Instructions
Choose the best answer. Use the paper you were given for scratchwork

If2x-3(x+4)=-5thenx =
cy
c-7
17

a7

The correct answer Is -7.

Elementary Algebra ﬂ

Sample Student | view Save and

ID: 444555 | Tutorial | Finish Later

Back Next Sample Question
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A confirmation screen will appear.

Are you sure you want to save this test session and finish it later? This will suspend
this test Proctor intervention will be required to resume the session.

Cancel

Next, you will be prompted for user credentials. If you are the person who started the test
session, enter your password and click Unlock.

If you aren't the person who started the test session, click on the Click here link and
enter your username and password and click Unlock.

& | ocked
[ SR el B

Logged in as someone else? Click here
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When a diagnostic (multistrand) test is interrupted in the middle of the test, scores for
the completed strands can be reported. Strands that weren't completed will show as
Not Complete.

Diagnostic Test Results

Diagnostic Elementary Algebra

Domain Score CSEM Needs Improvement Limited Proficiency Proficient
—————
Real Numbers 1 0.85314 Needs Improvement

Your performance on Real Numbers suggests that you need o improve significantly in this area. These questions test your ability to order infegers
and rational numbers: add, sublract, multiply, and divide signed numbers; and work with absolute value

Linear Equations, Inequalities, 1 0.90961 Needs Improvement

and Systems

Your p on Linear and Systems suggests that you need to improve significantly in this area These questions test
your ability to inear exp ions, soive linear gy and q . solve syslems of linear equations, and graph linear equations and
Inequalities.

Quadratic Expressions and Not Prafickent

Equations Complete

Algebraic Expressions and Not Proficient

Equations Complete

Word Problems and Not Proficient

Applications Complete

WritePlacer and WritePlacer ESL should be administered and completed in one test
session. To maintain test security and ensure the validity of these tests, the Save and
Finish Later functionality was removed for these tests. Students will no longer be able to
start a WritePlacer prompt and come back to it at a later date.

In the event of short-term disruption during the administration of a WritePlacer test
(such as a fire drill), the ACCUPLACER platform will automatically save the work of the
student. Upon returning to the test, the Proctor will have the capability to reopen the
student’s essay. A limited amount of text may be lost. Depending on the amount of time
that has passed because of the disruption, the Proctor should use their discretion as to
whether a student should continue with their original prompt or if a new prompt should
be administered.

A warning message is displayed in the Instructions to Students screen prior to beginning
a WritePlacer test session

+ Purpess.and Focus - The extent to w
« Organization and Structure
Devel T

%, topmand and Support
« Santence Variety and Style

biot of vocatwilary, voice, and struthars

e than the one presented, or

PLEASE NOTE: The o8y must b ane sitting. You will not be allowed to stop and finish your sssay later.
PFlease see your Proctor if you have questions regarding timing.
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Manage Test Sessions
The Manage Test Sessions Date Range has been updated to allow the Site Manger or
Proctor to filter by predefined date ranges or to select a custom date range. The date
range choices are:

= Today Only—default

= Yesterday and Today

= Last 7 Days

= Last 30 Days

= Custom Date Range—Click the Calendar icon and select the dates you want entered

into the From and To fields. You can enter the dates manually using the format

MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

| Rbgriass

*Prweteny e rrw e | e B b b
TR S S P )

= i V) it ] R Py B2 L B 5 it

AL ) R By M

B e e

The Site Manager or Proctor can create and save queries within the Manage Test
Sessions screen. Select your query criteria, give the query a name in the field next to the
Create New Query/Update Saved Query radio buttons, and then select save. The query
can then be selected from the Load a Query drop-down menu under the Saved Query
section. Previously saved queries can be updated or deleted as well.

Queries created by the Institutional Administrator will be available to the Site Manager,
Proctor-Reporter, and Proctor. Results of the query may vary depending upon the data
available to the user executing the query.
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AN Foal Srsest By Mass

When a test session is interrupted, an Open Test Session is created. A Proctor or Site
Manager can resume an Open Test Session by clicking Manage Test Sessions under the
Administer Test menu.

The Proctor or Site Manager can use the filters below to find a single student or multiple
students. To resume a test session, check the student whose test session is to be
resumed and click the Resume icon in the Action column.
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When an Open Test Session is resumed, the test begins at the same screen the student
was working on when the test session was interrupted. The screen shown below will appear.

Click Begin Test to resume the test session.

Click "Begin Tes™ to resume the lest session

When an Institution Administrator or Site Manager clicks on the Administer Test menu
and selects Manage Test Sessions, the screen shown below displays.

The Institution Administrator or Site Manager can invalidate any session from this page,
no matter what the status is. The Score Status column will be shown in the results to
display whether the session has been invalidated or not.

Institution Administrators and Site Managers can use one of the filters presented to find a
single student or multiple students; however, they can't resume a test session.
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To invalidate a test session, place a check next to the student whose session is to be
invalidated and click the Invalidate button. A pop-up screen like the one below will
display with the student name and ID for the test session that will be invalidated. From
the Reason drop-down menu, select the reason for invalidating the test session. When
necessary, use the Comments box to provide additional information.

nvalidate Test Session

Etudent Name: Ehawn Face

Studenl I} FSE2sEs

Chose

The Institution Administrator or Site Manager can search using the field entitled “"Score
Status.” This will have the options “Both Valid and Invalid,” “Invalid,” and "Valid.” This will
allow the user to search for or filter out invalidated sessions.

When viewing the Individual Score Report of an invalidated session, there will be a
message shown at the top of the page that indicates the session is invalid. This message
will also include the reason selected and any comments. For all tests that appear in the
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Test Results section of the Individual Score Report, “Invalidated” will show rather than the
score. The Course Placements section of the Individual Score Report will be blank, as any
placements will be removed when the session is invalidated.

Invalidated test sessions will be hidden from all reports in the application other than
the Individual Score Reports. Tests from invalidated sessions won't be shown in
previous test results on the Individual Score Report. An invalidated session will have
no course placements associated with it. If the user tries to rebuild course placement
for an invalidated session, no course placements will be added. Invalidated sessions
will continue to show under Test Center Management. Users won't be able to email the
Individual Score Report of an invalid test session (both in ISR results and in Test Center
Management). The QR code won't be shown for invalidated sessions.

Composite Score will not consider invalid test sessions. If a force closed session is
invalidated, it can't be reopened. Invalidated sessions will still follow the same rules for
retest attempts. To save a listing of test sessions, click on the Export Options button
and select the format of the file (Delimited text, CSV, Excel, or XML) you wish to view. The
resultant file will appear in your download tray.
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Reports

Individual Score Reports

To print a copy of an Individual Score Report that was generated at the end of a testing
session, select Individual Score Report from the Reports menu and the screen shown
below displays:

© Expand All

© Find Student by Search Filter

© * Select Fields for Report

© Score Report Settings

To find the student's record, use one of the three search options. When searching for an
ISR, the date searched has been updated to search on the test session started date and
not the test session ended date.

@ Find Student by Search Filter

Fifier by Branching Frofile Fiter Dy S5 Name

NS et = = = ]
Al Math E

Arshmetic Diagnostic

Bractice Elem Alg
* Fall Testing All -

Dite Range Cualy(12 menes max) From o

Last 30 Days - [ [

AND/OR Find Student By Nama

Sudent 1D Student First Name Student Last Name

Filter by Branching Profile—All active Branching Profiles are available. The default value
is "ALL."

Filter by Site Name—The Institution Administrator can select from the drop-down menu
the site(s) to be included. The default value is "ALL.” For Site Managers, the drop-down
menu is populated with only one entry, their site name.

Date Range Query (12 months max)—Use the drop-down menu to select one of the
following:

= Today Only

= Yesterday and Today

= Last7 Days

= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

AND/OR Find Student by Name—You can search for a student’s Individual Score Report
by entering the student’s ID, last name, and/or first name.
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Next, from the *Select Fields for Report section, select the fields you want to appear on
the Individual Score Report Search Results display and move them from the Available
Fields box to the Selected Fields box using the right and left arrows in the middle of the
screen. Please note the selection(s) made here only affects the search results display
within the platform and doesn't impact what will display on the individual student version
view of the ISR.

@ * Select Fields for Report
Avalable Fivids Beloctod Fieids
: o
E e
nching Profile i n
City
Email
Exnium
Home Phone -
@ Score Report Settings
ISR Printout Options — General
® ves Mo ver @ No
ponses » Yes ® Yes N
® Name Tt Custom Message. o You No
® @ No
& morg Than 2 items| Stugent ID FrsiName LastName « Exnum « Branching Profile
ISR Printout Options — Test Scores
Piacement Tes Resums o ISA ® Yes No Diagnoste Test Results on ISR ® Yes No
WrtePlaces Dimensicn Stalemants ® Yos No Disptay Composie Scones on ISR Yes @ No
Dusplay Preveous Test Scones Sechon on e Yes ® No
SR
ISR Printout Options — Placement Messages
Pracement Measages Print on ISR . Yes No Dusplay Wesghted Score in Placement Yes ® No
Informabon
Diagnostic Messages
Display Custom Diagnostc Riesults Message Yes @ Mo Disotay Diagnoste Probtiency Statements on ® Yes Ko
on he ISR me ISR
CSEM
al Standa L] . Mo L L L
ISR Themsa Seltings
ISR The!
Cia neme
Chaci if your Fast Reparing sefngs mciude 3n aulomate email or JUtomatc Sownioad of the ESA and you want 1o enatie the aulemate generaton of Mis data Me when rnning Mese rpans.
Save Query
& Croate Now Cuery
Upcats Saved Cuery
B save

On the Score Report Settings, select the information that you want to appear on the
Individual Score Report. These settings can be different from those selected in Test
Settings. You can customize the look of your ISR by selecting a theme that controls the
display and order of data on the report. Classic represents what currently exists in the
platform. K-12 and Higher Ed options are new options, tailored to their respective data
needs. You can also create your own theme and apply it to the ISR. See section entitled
ISR Themes for details on how to create your own.

Click Submit and a list of all students who match your search criteria will display.

ACCUPLACER User's Guide © 2018 The College Board.

136



@ Individual Score Report

For opmal prinkng results. plesse SNSUre your browser is configured to prnt background colors and images.

Q individual Score Report Search Results

Inatitute Mame Creation Time Teat Date From Test Date To
Cf Early Access ntitution 3018500410 1331 §9T 0150113

20150010

Export Opsiona = | Ruouit Fscement | Prist

SortBy | Lust Name 3| B

Student D Last Name v TestDute First Name Action

133137 Wisson 20150131 143532 Laura a2

127 Wisan 2015-01-27 072522 Laurs a =

If you click on the Export Options button, you can export the list of students that
appears below in one of the format options available from the drop-down menu:
Delimited Text, CSV, Excel, or XML.

If you have made changes in your Placement Rules since the student tested, you can
rebuild the student’s placement(s). Check the box for the student whose placements you
want to rebuild and click on the Rebuild Placement button. The course placements on
the Individual Score Report will be updated to reflect the Placement Rules changes.

To print an Individual Score Report, check the box for the report that you want to print
and click Print. You can check multiple boxes to print several reports at the same time.
The maximum number of reports that can be printed at one time is 100.

Click the View icon and the Score Report will appear on the next screen.

Click the Email icon to email the student’s Individual Score Report to another institution
or person who may need the student's Individual Score Report. A pop-up like the one
below will display:

Email

Enter the email address you would like to send the selected student's individual score report to

* Email Address -

By checking the box, you are confirming you have written permission from the student to release their
individual score report and/or are in compliance with your institution’s student privacy policies.

Enter the email address and confirm that the student has given permission to share
their Individual Score Report. Click Submit. If the box indicating the student has given
permission to send the Individual Score Report isn't checked, the Individual Score
Report won't be sent. An email with a button/link will be sent to the requestor. Once the
requestor clicks on the button/link, they will see a screen like the one below.
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ACCUPLACER Individual Student Report Notification Trash % =
Accuplacer 218 PM (0 minutes ago) | 4 v

to me |+

To the individual at shawn. pierce@pearson. com,

John Brown (john. brown{@testemail. com) has requested that you obtain online access to their Individual Student Report
(ISR). To gain access to the report, click on the link below and enter the applicable account details. Upon successful
verification, their Individual Score Report will be displayed.

View ISR

If you have any questions, please contact us at info@accuplacerorg or 866-607-5223. Our hours of operation are Monday
through Friday, 7 AM to 9 PM Eastern Time and on Saturday from 8 AM to 5 PM Eastern Time.

ACCUPLACER Technical Support.

“View ISR Login Page™

Instructions
* Indicates required fields

* Student Id * Last Name

Lid Last Name

Date of Birth

MM/DDIYYYY

Bl

View ISR

The requestor must know the Student’s ID, Date of Birth, and Last Name to access the
Individual Score Report. If the correct information is entered, the Individual Score Report
will display. Email links will expire after 90 days.
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Rebuild Multiple Learning Paths

In some cases, you may administer a Diagnostic exam before completing the
ACCUPLACER/MyFoundationLab (ACCU/MFL) activation process. If this occurs, you
will still be able to assign course content (create a Learning Path) after successfully
completing the activation for your Test Site without having to retest the student.

A critical component of the ACCUPLACER/MyFoundationLab (ACCU/MFL) online
intervention program is the creation of a personalized Learning Path. The Learning Path
matches skill levels from the diagnostic exam, and then assigns online course content

for skill development and improvement. A Learning Path is automatically created for each
student and reported on their Individual Score Report (ISR) when ACCU/MFL is properly
activated prior to the administration of a diagnostic exam. If your institution is an ACCU/
MFL user, you can create more than one student's personalized learning path at a time
with the “Rebuild Learning Path” functionality. An Institutional Score Reporter can rebuild
multiple Learning Paths for all testing sites within their account.

To rebuild multiple ACCU/MFL Learning Paths at the same time, log in as an Institutional
Score Reporter ONLY. Under the reports tab, search for the student'’s Individual Score
Reports. An IMPORTANT step when looking for a student’s ISR, is to click on “Find Student
by Search Filter” and click the checkbox to "Display only test session with active learning
path"—only when that is selected does the “Rebuild Learning Path” button become

active in the search results. Next, click on the box in the upper left-hand corner to select
all students at one time; lastly, click on the button at the top right-hand side, “Rebuild
Learning Path.”

L] Reports New Query
Individual Score Report
Expand All
Report Scheduler O Exp
Roster Reports
© Find Student by Search Filter
Demographic Reports
wrilePlacer Res Filter by Branching Profile Filter by Site Name
Repori
<ALL> CBUAT Site
Diai ic Test Reports 001 Diagnostic Reading
: | 001. Sue Schmitz/Problem Profile
D 002. Sue Schmitz WWP
= 003. Sue Schmitz
Custom Reports
Som Hepo 004. Sue Schmitz NextGen Reading and QR, A, 8
List and Enter User 005. Sue Schmitz
Defined Fields Data G R
Local Test Report Date Range Query{12 months max) From To
Learning Path Report Last 30 Days v 07/26/2016 & 08/24/2016 =
Report Queue
& Resources AND/OR Find Student By Name
™ Order Forms
Student ID Student First Name Student LastName
@ Help & Information
Student ID First Name Last Name
Display Only Test Sessions with Active Learning Path
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ISR Themes

ISR Themes allow users to customize the data and the display order of that data on

the ISR. To create a new ISR Theme, click on ISR Design under the Test Setup menu.
ISR Designs can be created by a Group User, an Institution Administrator, or a Site
Manager. Designs created at higher permission levels are available for users lower in the
permission hierarchy.

£ ISR Design

* ISR Designs inherited from the Institution level. You cannot edit or delete these ISR Themes.
** 1SR Designs inherited from the Group level. You cannot edit or delete these ISR Themes.
*** [SR Designs inherited from the ACCUPLACER System. You cannot edit or delete these ISR Themes

B8 ISR Design
Sort By | iR Design Name M i)l 10 ~
ISR Design Name Status Action
*** Higher Education Theme .:m,. Q@
* 18R D - Sept2016 .:@_‘. Q| @
" K-12 Theme I,m:l a &
When you click Add, you will be prompted to provide a name and to select a theme for
your design. There are two preexisting themes that you can start with, K-12 or Higher Ed,
or you can start with a blank theme and create your own custom design.
£ ISR Design Back = Preview | [EEEVG

Widgets from the Left Navigation can be dragged and Dropped on the Right ISR Theme Section and can be dragged up and down as required.
The Test Setting have to be set appropriately for widgets to appear in the ISR

* ISR Design Name

Enter a Name for the Design..

Choose a default theme K-12 Higher Education ® Blank

© ISR Printout Options - General Individual Score Report (ISR)
© ISR Printout Optlons - Test Student ID; 300262451
Scores
Major’Program Name Site Name
Not Listed Douglas College - NWC
Date Of Testing Administered By Voucher Number
2016-06-17 Barnett, Dakon A
Drag Here.
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The preexisting themes are populated with what is generally regarded as data those
institution types would typically want to see on an ISR, but they are editable. To edit a
theme, expand the category of data by clicking the + sign and simply drag the "widget” (aka
chunk of data to be displayed) to the design on the right-hand side of the screen. If you
would like to change the display order, simply drag the "widget” up or down and place it
where desired. To remove a widget from the display, drag it back to the category on the left.

€3 ISR Design Back  Preview m

WIdELS TrOm i Left Navigation ¢an be drageed and Dropped on e Rigt ISR Thems Section Snd tan be dragoed up and oown a5 required
Th Test Selling have (o be sel appropriately for widgeds 1o appear in the ISR

Cheoks 8 setaut heme

iy Individual Score Report (ISR)

Tiné Fiacar

Saantsrd Back greuns Suesnon Wgipors

Student Name: Derek VWilams Student ID: 300262451
Lol Bachiground Cuesion Revgs)
Cuntom Message
Cate of Birth Majar/Program Name Site Name
© ISR Printout Dptians - Test Scoras 1992-06-25 Mot Listed Douglas College « NWC
Date Of Testing Administered By Voucher Number
2016-06-17 Barnetl Dalton -NA-

Ding Hete.

Click on the Preview button to see a simulated version of what your theme will look like.
Once satisfied with your design, click Save.

& Print

€7 CollegeBoard

AOCUPLADER Individual Score Report (ISR)

Student Name: Derek Williams Student ID: 300262451

Date of Birth Major/Program Name Site Name
1992-06-25 Not Listed Douglas College - NWC

Date Of Testing Administered By Voucher Number

2016-06-17 Barnett, Dalton -NA-
Time Record Hide Details B
Test Session Started Test Session Ended Total Time
05-05-2016 05:24 AM EDT 05-05-2016 05:27 AM EDT 00Hr:03Min:50Sec

Placement Test Results Hide Details B

Elementary Algebra

21
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To utilize these new themes, you must select the desired ISR Theme from within your Test
Settings. Upon launch of this new capability, all ISRs will remain in the current “Classic”
theme. Use of the new ISR themes are optional but provide significantly more control to
users. Once the ISR Theme has been selected and the Test Settings have been saved, any
branching profile that uses that Test Setting will print the ISR in the theme that was selected.

£ Test Setting o - |

© Score Report Settings
© Tool Settings

© Student Profile Settings
© Learning Path Settings
© ISR Design Setting

ISR Theme

Classic Theme v

For the desired data to display on the ISR, the Score Report Settings must be in sync
with the data selected within the theme. If the data are on the theme, but not turned on
within the Score Report setting, the data won't display. The table below maps the theme
"widget" to the Score Report Setting.

ISR Theme Setting Score Report Setting
ISR Printout Options—General ISR Printout Options—General
Time Record Print on ISR Tlme 'I'Q'ecord Prlnton iSR ................
Standard Background Question Responses Standard Background Question Responses
Local Background Question Responses 'L'.d(':akl'l'B'ackgronnd “Q‘n‘estion Responses
Custom Message Custom Messada “““““““““““““““““““
ISR Printout Options—Test Scores o ISR Printdtn ‘(‘)‘n‘tions—Test Scores
Placement Test Results Placement Tes‘t‘ Results onISR
Diagnostic Test Results ']'D'iaéndstic Tesé Results onISR
Composite Scores Dlsplay Compn‘s‘i‘t‘e‘ ‘Suc‘ore oniSR
Previous Test Scores Section D1splay Previo‘n:‘s‘ "T“a:‘s‘t‘Scores Sectiononthe ISR

Course Placement Placement Messages Print on ISR

Learning Path N/A—displayed if the Learning path is active for the site/institution
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After the ISR is available, you can still change the display of the printed report from within
the Reports menu, Individual Score Report option. From here, you can update Score
Report Settings, choose a different ISR Theme, and then Submit. The resultant ISRs that
meet your search criteria can then be printed in the format you just specified.

Report Queue

The Report Queue lists all reports that have been created using the Report Queue
feature. All reports remain available for 30 days. To view the Report Queue, click on the
Reports menu and select Report Queue.

il Report Queue Refresh
@ Report Queue Search Results
Stall B R 10
Report Description Duate | Time Report Type Status. 4 Export Options Action
Seors_Rostar dan 20, 2015 21422 PM Scors Roster Comploted Export Options = Qa =
Placemant_Roster dan 22 2015624 51 PM Placemant Roster Completed Export Options = a &
Piacemant_Roster Jan22 2015 55234 PM Placement Roster Completed Export Options. » a &

Click on the Export Options drop-down menu to select the format for your report and
the report will be downloaded to your local machine where you can view it.

Click on the Query icon and a pop-up will display that shows the Search Criteria used to
generate the report.

Search Criteria - Score Roster

Report Description Score_Roster

Selected Fields

Basic Information First Name

Filter by Criteria

Filter by Branching Profile All

Filter by Test Score All

Filter by Institution Name CB Early Access Institution
Filter by Site Name CB EA Site 1

Filter by Test Date Last 30 Days

Output Formats

Header Formats Included header in output file
Date Format yyyy-Mi-dd
Text Delimited Windows

Close

Click on the Delete icon to delete the report.
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Report Scheduler
By using the Report Scheduler, you will be able to run a report at a time that you specify.
The report will run in the background utilizing the offline reporting functionality.

Reports will be completed by 9 a.m. CST the day scheduled and will be posted in the
Report Queue. Each user can have up to seven reports scheduled at a time. Reports can
only be scheduled one month in advance.

When the report is completed, an email will be sent to the user who scheduled the report,
notifying them that the report is available. If the report completes with an error, the user
will receive an email to notify them that the report was completed but with an error code.

To schedule a report, click on the Report Scheduler under the Reports menu. A list of
scheduled reports will display.

il Report Scheduler

schedules Name. Heport Hame Grurry Hame Execution Dase action

Store Roster Recon Score Roster Gask Tews 15-Feo-2015 @ 8

11011 Recoeds st -

Click Add and the screen below will display:

Add a New Scheduler

* Scheduler Name

* Report Type

Placement Roster [=]

* Query Name

Keith's Placement Roster Report v

* Execution Date

Cancel

Enter your name in the Scheduler Name field.

From the Report Type drop-down menu, select Placement Roster or Score Roster.
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From the Query Name drop-down menu, select the Query that you want used to
generate the report. You must have created a query before attempting to schedule
areport.

Enter the Execution Date you want the report to run. You can enter the date manually using
the MM/DD/YYYY format, or you can click on the Calendar icons and select your dates.

Click Save and your scheduled report will show on the Report Scheduler page. Once a
report has been completed, it will be removed from the list.

Click on the Edit icon to make changes to your request. Click on the Delete icon to
remove your request.

Roster Reports
Placement Roster Report

A Placement Roster report provides a list of students who placed into courses associated
with a specified Course Group. To create a report, click on the Roster Reports submenu
and select Placement Roster Report and the screen shown below will display.

New Query

* Report Description

Placement_Roster

© Find Student by Search Filter

© * Select Fields for Report

© Download File Format Settings

Find Student by Search Filter—This section of the screen allows you to refine your
search and pinpoint what you are looking for.

@ Find Student by Search Filter

Filter by Course Group Filter by Site Name

<ALL= - CB EA Site 1
CSP |_

English

Reading

* Reading Course (Chantel test) o
* RG English »

Filter by Test Date From To

Last 30 Days |Z| 12/24/2014 ] 01/22/2015

&

Select from the drop-down menus:

Filter by Course Group—From the drop-down menu, select the Course Group(s) to be
included in the report. The default value is "ALL."

Filter by Site Name—The Institution Administrator can select from the drop-down menu
those sites to be included in the report. The default value is "ALL."
For Site Managers, the drop-down menu is populated with only one entry, their site name.

Filter by Test Date—Use the drop-down menu to select one of the following:
= Today Only
= Yesterday and Today
= Last7 Days
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= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

Select Fields for Report—Determine the content of your report by selecting fields from
the Available Fields list and moving them to the Selected Fields box using the right and
left arrows in the middle of the screen. At least one item is required to run a report.

© * Select Fields for Report

Available Fields Selected Fields
Address = n Student ID
Birth Date I Last Name
City H First Name
Email n Test Date
Exnum

Home Phone

Inst 1D =

(e el i ] ]

Download File Format Settings—Select your settings for the downloaded file and click
Submit.

@ Download File Format Settings

Include header in output file? ® Yes No
Date Format: DDMMYYYY E
Text Delimited: @ Pipe Comma Semi-Colon Fix Length Fields
File Formats: ® Windows Unix/Linux Macintosh

To find your report, click on Report Queue under the Reports menu.

lul Report Queue
B Report Queue Search Results

Date / Time - 1B i 10 ~
Report Description Date / Time v Report Type Status Export Options Action
Placement_Roster Jan 22, 2015 6:12:34 PM Placement Roster Completed Export Options ¥ Q W

Click on the Export Options drop-down menu to select your desired format and your
report will display. See sample report below:

lul Report Queue
B Report Queue Search Results

Date / Time - Bl L 10 ~

Report Description Date / Time v Report Type Status Export Options Action
Placement_Roster Jan 22, 2015 6:12:34 PM Placement Roster Completed Export Options Q) |w
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Click on Export Options and select your format from the drop-down menu and your

report will display. See sample report below:

Student ID Last Name First Name Test Date English Math Reading

42587591 Sanderson Renee 01/17/2015 ENGL 0113 MATH 0134 READ 0123
12445337 Walk;er Garyﬂ 01/15/2015 ENGL. 1313 MATi-I 1123 READ 0123
98924423 Dunr; Spenucer 01/22/2015 ENGL 1313 MATi-I 0113 READ 0134
09876543 Lee H Clara'l‘ 01/15/2015 ENGL 0123 IV[ATi-I 0113 READ 0123
63087250 Geor;:;e Keitl'; 01/12/2015 ENGL 1313 MATi—I 0124 READ 0123

Course Roster Report

Course Roster provides a list of students who placed into a specified course. To create a
report, click on the Roster Reports menu and select Course Roster Report. Click the +
sign to expand the options and select the relevant information to run the report.

New Query

© Find Student by Search Filter

© * Select Fields for Report

© Download File Format Settings

Find Student by Search Filter

@ Find Student by Search Filter

Filter by Course Name

<ALL>

Developmental Math
Developmental Reading |

Filter by Site Name

| Developmental English | fl
Developmental English 11 |j|
.DeveloEmental Readini 1}

q D =\

Filter by Test Date

Last 30 Days

From

[l

CB EA Site 1

To

01/22/2015

&

Filter by Course Name—From the drop-down menu, select the courses to be included in
the report. The default value is "ALL." Use the Control key to select multiple courses. All
courses that have been added to the site/institution will be included in the drop-down menu.

Filter by Site Name—From the drop-down menus, the Institution Administrator can

select those sites to be included in the report. The default value is "ALL."” For Site
Managers, the drop-down menu is populated with only one entry, their site name.

Filter by Test Date—Use the drop-down menu to select one of the following:

= Today Only
= Yesterday and Today
= Last 7 Days
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= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

Select Fields for Report

@ * Select Fields for Report

Field Categories

| Basic Information [~
g Basic Information :
Test Scores

Available Fields

Selected Fields

Home Phone - n Student ID -
Inst ID First Name F
iddle Initial Last Name L
Site ID E n Test Date 3
Site Name H *=* Arithmetic

State/ Province | *** Elementary Algebra il
Zip Code e *** Reading Comprehension -

2200
Field Categories

With Basic Information selected in the drop-down menu, select the basic information
you want included in the report and move them to the Selected Fields box on the right-
hand side of the screen.

With Test Scores selected from the drop-down menu, select the test scores you want
included in the report and move them to the Selected Fields box on the right-hand side of
the screen.

Download File Format Settings—Select your settings for the downloaded file and
click Submit.

@ Download File Format Settings

Include header in output file? ® Yes No
pate Fomat: | [V EEARAR M -
Text Delimited: @ Pipe Comma Semi-Colon Fix Length Fields
File Formats: @ Windows Unix/Linux Macintosh

Click on Report Queue under the Reports menu to find your report. Click on the Export
Options drop-down menu to select your export format and the report will be downloaded
to your local machine. Shown below is a sample report:

Reading
Course Name Student ID First Name Last Name Comprehension Sentence Skills
ENGL 1313 12587 Wilson Jackson 82 90
ENGL 1313 15879 Sally Sutton 78 96
ENGL 1313 12579 George Thompson 88 81
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Score Roster Report

Score Roster provides a report that shows students' test scores, demographic
information, answers to Background Questions, and local test category level scores as
specified by the user. To create a Score Roster report, click on the Roster Reports sub-
menu and select Score Roster Report and the screen below will display:

© Find Student by Search Filter
@ * Select Fields for Report

© Download File Format Settings

Find Student by Search Filter

@ Find Student by Search Filter

Filter by Branching Profile Filter by Test Scare

T ATB -

*+ BP at CBA level o

== CB_MINI_BP_Test BP Highest

*** College Level Math — L atest

*** CSP (Vista/2007) [

= CSP (Windows 8/2013)

“** CSP (Windows7/2010)

* CSP (XP/2003) i

Filter by Institution Mame Filter by Site Mame

CB UAT Institution ® CBUAT Sitet
Filter by @ Test Start Date TestCompletion Date

Filter by Test Date From To
Last 30 Days |E| 11/02/2015 = 12/01/2015

Filter by Branching Profile—All active Branching Profiles are available. The default value
is "ALL."

Filter by Test Score—In the event that a student has more than one score on a test,
the report may be limited by All Scores, First Score, Highest Score, or Latest Score. The
default value is "ALL."

Filter by Site Name—The Institution Administrator can select from the drop-down menu
the sites to be included in the report. The default value is “ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.
Filter by—For the Test Date filter, you can select either
Test Start Date
Test Completion Date
Filter by Test Date—Use the drop-down menu to select one of the following:
+ Today Only
+ Yesterday and Today
+ Last7 Days
+ Last 30 Days—default
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+ Custom Date Range—Click the Calendar icon and select the dates you want
entered into your From and To fields. You can enter the dates manually using the
format MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date
formatting will trigger an error message.

Select Fields for Report—There are four types of data categories where you can

select individual pieces of data to include in your report: Basic Information, Standard
Background Questions, Local Background Questions, and Test Scores. For each
category, select the filed you want included in your report and move them to the Selected
Fields box.

© Find Student by Search Filter
@ * Select Flelds for Report

WD T

" -
Asdiatee Fupn Semcied fied
[+

Snow Locs

0 Downboad File Format Settings

Basic Information—This category includes items such as Address, Last Name, and
Test Duration.

Standard Background Questions—This category includes the list of standard
background questions that are available.

Local Background Questions—This category includes the list of local background
questions that are available.

Test Scores—This category includes the name of the test that you want the score from
(e.g., Elementary Algebra).

Show Local Test Category Score—Check this box if you want to include the local test
category scores in the score roster report.

Download File Format Settings—Select your formats.

@ Download File Format Settings

Include header in output file? ® Yes No
paieFomat | [V EEARAA M -
Text Delimited: @ Pipe Comma Semi-Colon Fix Length Fields
File Formats: @ Windows Unix/Linux Macintosh
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Click Submit. Click on Report Queue under the Reports menu to find your report. Shown
below is a sample report. Click on the Export Options button; select your export format
and the report will display. Shown below is a sample report.

Reading Sentence Elementary
Student ID First Name Last Name Comprehension Skills Arithmetic Algebra
12587 Wilson Jackson 82 90 78 56
15879 Sally Sutton 78 96 55 72
12579 George Thompson 88 81 89 11
Demographic Reports
Background Overview Report
The Background Overview Report provides a summary report of answers to standard
and local Background Questions. It shows the number and the percentage of responses
to each of the Background Questions. To create a report, click on the Demographic
Reports sub-menu and select Background Overview Report under Reports, and the
screen below will display:
New Query
© Find Student by Search Filter
© * Select Fields for Report
Find Student by Search Filter
=] e by Gea
AL ST S
L - -
0

Filter by Major/Program—All active majors/programs are available. The default value
is "AlL."

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is “ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.

Select Fields for Report—There are two types of data categories where you can select
individual pieces of data to include in your report: Standard Background Questions and

Local Background Questions. For each category, select the field(s) you want included in
your report and move them to the Selected Fields box.
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© * Select Fields for Report

Field Categories

Standard Background Questions E|

Available Fields

*** English First Language -
*** Father's Education

*** First Language Spoken
== Gender

== Mother's Education

== Self Description

*** Studied Algebra in High School -

]

Selected Fields

*** Do you intend to apply for Federal Financial aid?
*** High School Graduate or GED Centificate
Study Skills

Sl e

From the Available Fields drop-down menu, select:

Standard Background Questions—This category includes the list of standard

background questions that are available.

Local Background Questions—This category includes the list of local background

questions that are available.

Click Submit and the report will display. Shown below is a sample report:

ll Background Overview Report

Q Background Overview Report Search Results

Creation Time
2015-01-24 16:05 EST

Institute Name
CB Early Access Institution

B8 Background Overview Report Search Results

Do you intend to apply for Federal Financial aid?
No

Yes

English First Language

English only

| choose not to answer

Another language

English and another language about the same
Father's Education

Some high school

Business or trade school

Some college

| choose not to answer

Back Modify Search Criteria

Test Date Limit From Test Date Limit To

2014-12-26 2015-01-24
Count Percent
5 2941%
12 70.59%
Count Percent
g 52.94%
3 17.65%
4 23.53%
1 5.88%
Count Percent
1 5.88%
1 5.88%
1 5.88%
3 17.65%

The Local Background Report can be exported by clicking on the Export Options

dropdown next to the Print button.

6 g b 18 apaky 1o Forieral Fasiasi aut
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Background Detail Report

Background Detail Reports show student responses to each of the local and standard
Background Questions selected in your filter criteria. To create a Background Detail
Report, click on the Demographic Reports sub-menu and select Background Detail
Report, and the screen shown below will display:

New Query

© Find Student by Search Filter

© * Select Fields for Report

Find Student by Search Filter

Q Find Student r.-_f Search Filter
[ A COram *Fines Oy St ¥a
cALLs CBUAT Sie
w2 Arcorials Deies
£ %% 2]
1 v 1 =

© * Select Fields for Report

Filter by Major/Program—All active majors/programs are available. The default value is
"ALL."

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is "ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.

Select Fields for Report—There are two types of data categories where you can select
individual pieces of data to include in your report: Standard Background Questions and
Local Background Questions. For each category, select the fields you want included in
your report and move them to the Selected Fields box.

© * Select Fields for Report

Field Categories

Standard Background Questions E

Available Fields Selected Fields

*** English First Language
*=* Father's Education

*** First Language Spoken
*** Gender

*** Mother's Education

*** Self Description

*** Studied Algebra in High School b

| >

*** Do you intend to apply for Federal Financial aid?
*** High School Graduate or GED Certificate
Study Skills

|

“Enoa
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From the Available Fields drop-down menu, select
Standard Background Questions—This category includes the list of standard

background questions that are available.

Local Background Questions—This category includes the list of local background

questions that are available.

Click Submit and the report will display. Shown below is a sample report:

[l Background Detail Report

Q, Background Detail Report Search Results

Institute Name
CB Early Access Institution

3 Background Detail Report Search Results

Creation Time

2015-02-10 13:40 EST

Do you intend to apply for Federal

Back Modify Search Criteria

Test Date Limit From Test Date Limit To
2015-01-12 2015-02-10

Export Options

SortBy | First Name | I |42 | 10~

Studied Algebra in High ‘What is your

First Name Last Name Financial aid? High Scheool Graduate or GED Certificate School Major?
Carol Hart No 1 am still in high school No
Claire Nafstad No I have received a GED No

Student Address Report

The Student Address Report provides a summary report of addresses provided by
students. This report can be exported and used to create mailings. If you intend to
use this report, turn on the Address, City, State, and ZIP Code required (*) fields on the
Student Information Test Setting and the screen below will display:

New Query

© Find Student by Search Filter
© * Select Fields for Report

© Download File Format Settings

Find Student by Search Filter

@ Find Student by Search Filter

Filter by Test Name

*** ABE Mathematics Diagnostics

*** ABE Reading Diagnostics

*** ABE Writing Diagnostics

*** Adult Basic Education Math Placement

*** Adult Basic Education Reading Placement
*** Adult Basic Education Writing Placement
*** Ankit

Filter by Test Date

Last 30 Days

AND/OR Find Student By Name

Student ID

From

12/25/2014

Student First Name

Filter by Site Name
CB EA Site 1
Demo Site

Keith's Testing Site
Sample College

To

[ 01/23/2015 &

Student Last Name
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Filter by Test Name—All active tests and WritePlacer Settings are available. The default
value is "ALL."

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is "ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.
Filter by Test Date—Use the drop-down menu to select one of the following:

= Today Only

= Yesterday and Today

= Last 7 Days

= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered

into your From and To field. You can enter the dates manually using the format MM/

DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting will
trigger an error message.

AND/OR Find Student by Name—You can search for a student's report by entering the
student’s ID, last name, and/or first name.

© * Select Fields for Report

Field Categories

Student Basic Information [=]

Available Fields

Selected Fields
Home Phone » n First Name
Inst 1D Last Name
Middle Initial — Address
Site ID L
Site Name I
Student ID |_ Zip Code
Test Date ¥

City
State/ Province

annn

When Student Basic Information is selected in the drop-down menu, select the fields
you want included in your report and move them to the Selected Fields box.

Click Submit and the report will display.

full Student Address Report

Q Student Address Report Search Results

Institute Name
CB Early Access Institution

Creation Time
2015-02-10 1345 EST

Test Date Limit From
2015-01-12

B3 Student Address Report Search Results

Sort By Address

Last Name First Name Address

v City Zip Code
Student Sample 444 W Main Dallas 12345
Student Sample 444 W Main Dallas 12345

Back Modify Search Criteria

Test Date Limit To
2015-02-10

Export Options «

B | 10~ |

Statef Province

Texas

Texas
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WritePlacer Response Report

You can use this feature to search and print essays submitted by students in response
to a WritePlacer prompt. Taking a student’s essays or related prompts out of a testing
center is considered a test security risk. Students shouldn't be allowed to take a copy
of their WritePlacer or WritePlacer ESL essay or its associated prompt out of the
testing center. Faculty should be made aware of this policy and should be directed to
keep essays and prompts confidential. To search for a WritePlacer essay, click on the
WritePlacer Response Report submenu from the Reports menu and the screen shown
below will display:

MNew Quer

© Find Student by Search Filter

© * Select Fields for Report

Find Student by Search Filter

@ Find Student by Search Filter

Filter by Test Namo Fitter by St Mame

<ALL>

CB EA Site 1
Demo Sile

cer Helth's Testing St
Flater EBL —  Sample Collége

placerSetting1

Finer by Test Date From To

Last 30 Days =l 12252014 = 012302015 [ ]

ANDIOR Find Student By Name

Stusent 10 Student Firt Nama Stucent L s Name

Filter by Test Name—All active WritePlacer Settings are available. The default value is
"ALL."

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is "ALL."” For Site Managers, the
drop-down menu is populated with only one entry, their site name.

AND/OR Find Student by Name—You can search for a student’'s report by entering the
student’s ID, last name, and/or first name.

Download File Format Settings—Select your formats.

@ Download File Format Settings

IRCiude Neacer in Cutput Nie™ ® Yes No

Tot Delimitod. @ Pipe Comma Semk-Coion Fee Lengtn Fialds

Fae Formats: & Windows Us/Linu Maciriosh

Click Submit. Search results will appear on the WritePlacer Response
Reports page.

FA Test Sesslon Search Results
SotBy | Exnum -1k 1 10 -
Salect Exnum Last Name Student ID Test Date Site Nama Branching Profile Score Status Action
[v] @ 1944846 Student 4444445 20151207 CB UAT Site 1 WP-5M Valid =]
8

116 10! 1 Reconds First Prev - Maxt Lasl
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Click on the Export Options button and select your export format. A report containing all
displayed student records will be created.

Put a check in the box next to the student whose essay you want to print and click Print.
Multiple essays can be checked. The maximum number of reports that can be printed at
one time is 100.

Click View icon to see the student's essay.

In the Status column you will see:
Scored—the essay has been scored successfully
Pending (Hand Score)—the essay has been submitted to a human reader for scoring.

No Score Returned (Forced Closed)—the essay was forced closed and was never
submitted for scoring.

The WritePlacer Response Report will show the Status of an essay.

WritePlacer Response Reports

Response Reparts

Swdent Id Sdant Name Writeplacer Prompa Submined Date Swms
5 N

iec pssany fo Make Mistakes NS0 03:45 AM 18T Pendng (Hand Score)

shaan prce

1y tesd essay

m Chone

The WritePlacer Status will be printed on the Individual Score Reports with the different
pending statuses.

Placement Test Results

Holistic Score Description

Deployment Test
Off Topic
0 (Off Topic)
Dimension Descriptions
Time Started: 10:47 P CDT Purpase and Focus
Time Ended: 10:47 PM COT Off Topic

Tokel. e 12 90,08 Organization and Structure

Off Topic

Development and Support
Off Topic

Sentence Variety and Style
Off Topic

Mechanical Conventions
Off Topic

Critical Thinking

Off Topic

Diagnostic Test Reports
There are two Diagnostic Test Reports: Diagnostic Test Score Roster and Diagnostic Test
Summary Report.

Diagnostic Test Score Roster Report

This report provides a score roster that can show student demographics, diagnostic
category scores, and Standard Error of Measures (SEM) for each score. Click on
Diagnostic Test Score Roster Report under the Diagnostic Test Reports submenu and
the screen shown below will display:

© Find Student by Search Filter

© * Select Fields for Report

© Download File Format Settings
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Find Student by Search Filter

© Find Student by Search Filter

Filter by Test Name Filter by Institution Name Filter by Site Name
<AlLL= - CB Early Access Institution All

*** ABE Mathematics Diagnostics |§| CB EA Site 1

*** ABE Reading Diagnostics - Demo Site

*=* ABE Writing Diagnostics Keith's Testing Site
** DE Mathematics Diagnostics Sample College
*** DE Reading Diagnostics

*=* DE Writing Diagnostics =
Filter by Test Date From To

Last 30 Days |Z| 12/25/2014 = 01/23/2015

]

Filter by Test Name—Select a diagnostic test from the given list. You can select more
than one option by holding the Ctrl key.

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is "ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.
Filter by Test Date—Use the drop-down menu to select one of the following:

= Today Only

= Yesterday and Today

= Last 7 Days

= Last 30 Days—default
Custom Date Range—Click the Calendar icon and select the dates you want entered

into your From and To fields. You can enter the dates manually using the format

MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

Select Fields for Report

© * Select Fields for Report

Field Categories

Basic Information [~
g Basic Information

Diagnostic Test Scores
AyDiagnostic Test CSEM

Selected Fields

Home Phone - n Student ID

InstID First Name

Middle Initial

Site ID ¥ n Test Date

Site Name H *** Diagnostic Arithmetic

State/ Province | & CSEM-*** Diagnostic Arithmetic
Zip Code -

E200

Basic Information—Select the fields you want included in your report and move them to
the Selected Fields box.

Diagnostic Test Scores—Select the fields you want included in your report and move
them to the Selected Fields box.

Diagnostic Test CSEM—Select the fields you want included in your report and move
them to the Selected Fields box.

Click Submit. When the report is ready, the message shown below will display in the
bottom right-hand corner of the screen:
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v Diagnostic Score Roster Report generated x

Click Download button, and a screen like the one below will display.

AR—Estim,
First AR—Decimal Ordering, AR—Integers AR—Word
Name Last Name Test Date Numbers Numb. Sense and Fractions AR—Percent Problems
Sally Wilson 2015-01-17 15 10 5 4 2
David Pitts 2015-01-17 10 11 8 5 7
George Adams 2015-01-17 11 6 9 6 5

Diagnostic Test Summary Report

This report provides a summary of students’ performance on a diagnostic test. It

shows the percentage of students who scored in each of the three categories (Needs
Improvement, Limited Proficiency, and Proficient), as well as the mean score and standard
deviation of the scores for each of the domains within the diagnostic test.

© Query by Search Filter

© Download File Format Settings

Query by Search Filter

@ Query by Search Filter

Filter by Test Name =ALl>
*** ABE Mathematics Diagnostics
*** ABE Reading Diagnostics
*** ABE Writing Diagnostics
*** DE Mathematics Diagnostics
*** DE Reading Diagnostics
*** DE Writing Diagnostics

Filter by Test Date From

© Download File Format Settings

Last 30 Days |Z| 12/25/2014

Filter by Site Name <ALL>
CB EA Site 1
Demo Site
Keith's Testing Site
Sample College

»

To

= 01/23/2015 =

Filter by Test Name—Select a diagnostic test from the given list. You can select more

than one by using the Ctrl key.

Filter by Site Name—From the drop-down menu, the Institution Administrator can select
the sites to be included in the report. The default value is "ALL."” For Site Managers, the
drop-down is populated with only one entry, their site name.

Filter by Test Date—Use the drop-down menu to select one of the following:

= Today Only

= Yesterday and Today

= Last 7 Days

= Last 30 Days—default
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= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

Download File Format Settings—Select your formats.

@ Download File Format Settings

Include header in output file? @ Yes No
DateFomat. | [NEENAAA A -
Text Delimited: @ Pipe Comma Semi-Colon Fix Length Fields
File Formats: @ Windows Unix/Linkx Macintosh

Click Submit, and the report will display.

lull WritePlacer Response Reports :EN Modify Search Criteria

Q WritePlacer Response Reports Search Results

School Name Creation Time Test Date Limit From Test Date Limit To
CB Early Access Institution 2015-02-10 13:47 EST 2015-01-12 2015-02-10

BR WritePlacer Response Reports Search Results E
Sort By | First Name —‘ I 10 - |
First Name *  Middle Name Last Name Test Date Student ID Action
Carol Hart 2015-01-17 123123 o
Laura Wilson 2015-01-26 123127 &,
Sample Student 2015-01-18 444444 &

Test Units Reports

Test Activity Report

Test Activity Reports show the number of units used and the number of units remaining
as well as the number of units used for each test during the time span selected. To create
this report, click on Test Activity Report under the Test Unit Reports of the Reports menu.
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© Query by Search Filter

© Query by Search Filter

* Test Title

< Select All >

ABE Mathematics Diagnostics
ABE Reading Diagnostics
ABE Writing Diagnostics

il »

4

AND/OR Query by Name

Date Range of Query (12 months max) From To

Last 30 Days E|

From the Test Title drop-down menu, select all tests that you want included in your
report. Use the Control key to select multiple titles.

Date Range of Query (12 months max)—Use the drop-down menu to select one of the
following:
= Today Only
= Yesterday and Today
= Last 7 Days
= Last 30 Days—default
= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.
Click Submit and your report will display. If you click on the + sign in the Institution ID
column, the number of units for each of the selected tests will display. In the example
shown below, there were 7 units for the Elementary Algebra Test, 21 for the Arithmetic

Test, O for the College-Level Math Test, 6 for Reading Comprehension, and 1 for
Sentence Skills:

@ Test Actwiy Report B

Q, Test Actwity Repart Search Results

Institution Mame Creation Tame Test Date Limit From Tst Date Limit To
CB Eany Access ingtitien 20150210 14:03 EST Msg1a2 2150008

e covene -
SatBy | SaslD S 0~
Institusen .
] InaBitation Kame S 10 S8 Name Region State Total Units Used unita Remain
© 008574 OB Eanly Access Insstuson OBS74-000 Dema Sitg MIgwesem Regica [ 1 10
© 008574 CB Early Access inmsblution 002574-002 CBEASHE 1 Middie States Regron Keew Yotk -3 5
aige: 7
ari: 21
et 0
"o
ss: 1
© 004E74 C Early Azceas Insttubon DOGET4-003 Samele Cobege Midwesem Regon lewa ] ]
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If you click on Export Option, a file like the one shown below will display. (Site Name,

Region, and State have been hidden.)

Institution Total Units Units

Institution ID  Name Site ID Used Remain alge arit clm rd ss

008974 Sample College 008974-000 1 10 0 0 0 1 0
. 008974 St C(')ﬁ‘é‘ge S 35 e 57 I 7 S 21 I O S 6 - 1
. 008974 S C(')‘ﬁé‘ge S 0 [ 0 S 0 S 0 [ 0 - 0 - 0
. 008974 S C(',i‘l;ge S 0 . 0 [ 0 S 0 - O - O - O

008974 Sample College 008974-004 2 18 0 2 0 0 0
Unit History Reports

Unit History Reports provide information about how test units have been added to an

institution or site and used during the selected date range. They show the number of units
added (purchased, transferred, provided free, and consumed). The remarks column shows

what tests were administered for the number of units consumed. To run these reports,
select Unit History Reports under the Test Unit Reports menu of the Reports menu.

Select a date range for the report.

Filter by Test Date—Use the drop-down menu to select one of the following:
= Today Only
= Yesterday and Today
= Last 7 Days
= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered

into your From and To fields. You can enter the dates manually using the format

MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting

will trigger an error message.
Click Submit and the report will display. Shown below is a sample report:

Transaction| . Transaction |Units Units  (Reference
D Site Name Date e g I e Type 10C Number (User Name |Remarks
2 UNITS CONSUMED FOR
50423823 |CB EA Site 1 2015-01-07 |2 0 42369313 CONSUMED WritePlacer BY CB EA Site 1
2 UNITS CONSUMED FOR
50423831 |CB EA Site 1 2016-01-07 |2 0 42369320 CONSUMED WritePlacer BY CB EA Site 1
2 UNITS CONSUMED FOR
50423833  |CB EA Site 1 2016-01-07 |2 0 42369322 CONSUMED WritePlacer BY CB EA Site 1
2 UNITS CONSUMED FOR
50423835 |CB EA Site 1 2015-01-07 |2 0 42369324 CONSUMED WritePlacer BY CB EA Site 1
2 UNITS CONSUMED FOR
50465439  |CB EA Site 1 2016-01-17 |2 0 42411293 CONSUMED WritePlacer BY CB EA Site 1
2 UNITS CONSUMED FOR
50465440 |CB EA Site 1 2016-01-17 |2 0 42411294 CONSUMED WritePlacer BY CB EA Site 1
2521163799 |CB EA Site 1 2015-01-07 [0 100 42369213 Purchase 987642 CBEA_CBad|
5.0 UNITS TRANSFERED
FROM CB EA Site 1TO
2522857076 |CB EA Site 1 2015-01-14 |5 0 42406397 TRANSFER CBEA 1A _ |Keith's Testing Site
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Custom Reports

Custom Reports enable users to produce reports specific to their institution’'s needs.
Four steps must be followed to create a custom report. From the Reports Menu, select

Custom Reports.

© *Step 1 - Select Fields
© Step 2 - Filter by Criteria
© Step 3 - Grouping and Sorting

© Step 4 - Output Formats

Select Fields

When the COMPANION Form box is checked, the form numbers will be shown in

the output.

© *Step 1 - Select Fields

| Step 1: Select fields to be included in the report.

Field Categories

Basic Information =]

Available Fields

Mobile Phone -
Site ID

Site Name

State/ Province

ZIP Code

Test Completed Date
Test Start Date

4 fe

Selected Fields

Student ID

First Name

Last Name

== Arithmetic

*** Elementary Algebra
*** Intermediate Algebra

2E0n

. . .
Filter by Criteria
© Swep 2 - Filter by Criteria
E Hep 2. Choose values 10 lmit which students will appear in the repont.
Filter by Teest Date From To
Last 30 Days = T2r262014 [ ] 01232015
From Tene To Time
~ -~ ~ -~
12 oo AN 12 oo PR
v w w w
Seony Cptons <All>
First Name From To
None E Nom
ListNome  From To
Nore E HNome
Fiter By Standard Background Cuestions Acywers
Nong E Nane
Filtlr By Loes! Batkground Custtiont Angwere
None =l None
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Filter by Test Date—Use the drop-down menu to select one of the following:
= Today Only
= Yesterday and Today
= Last7 Days
= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered

into your From and To fields. You can enter the dates manually using the format

MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting

will trigger an error message.

= You can also filter by a specific time range within a day.
Score Option—"ALL" is the default.
First
Highest
Latest
First Name
FromAtoZ
ToAtoZ
Last Name
FromAtoZ
ToAtoZ

Filter by Standard Background Questions—All Standard Background Questions are
available from the drop-down menu. If you select a question, all answer choices to that
background question will display in the Answer drop-down menu.

Filter by Local Background Questions—All Local Background Questions are available
from the drop-down menu. If you select a question, all answer choices to that
background question will display in the Answer drop-down menu.
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Grouping and Sorting—Select your grouping and sorting criteria.

@ Step 3 - Grouping and Sorting
Step 3: Choose how you would like the report sorted and grouped.

Primary sort

None |Z| Ascending

Secondary sort

None |ZI Ascending
Tertiary sort
Mone |E| Ascending

Available ltems to Select for Grouping

Group By
@ HNone

Placement Courses
Filter By Local Background Questions
None I~

Fitter By Standard Background Questions

None =]

Descending

Descending

Descending

Output Format—Select your formats.

@ Step 4 - Output Formats

Step 4: Select the desired formats.

Include header in output file? Yes @ No
Date Format: YYYY-MM-DD
Text Delimitad: @ Pipe Comma Semi-Colon Fix Lengtn Fields
File Formats: ® Windows Unix/Linux Macintosh
Export in Auto download Yes @ No
Format?

Click Submit. Click on Report Queue under the Reports menu and find your report. Click
on the Export Options button and select your export format and the report will display.
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Local Test Report

The Report is accessible to the following users: Group/CB/IA/SM. When you click on
Local Test Report under Report tab, the screen shown below will display:

B8 Local Test Report

This report is processed offline and results will be made available via the Report Queue.

Saved Query Delete this Query
Load a Query

~Select One- [=l
New Query

* Report Description

LocalTest

© Filter by Search Criteria
© * Select Fields for Repart

© Dawnload File Format Settings

Save Query

@ Create New Query

Update Saved Query

Filter by Search Criteria
@ Filter by Search Criteria
Filter by Test Date From To
Last 30 Days 10/20/2015 = 11/18/2015 =5
YYesterday and Today
Last 7 Days

Last 30 Days
% Custom Date Range

Date Range Query (12 months max) Use the drop-down menu to select one of the
following:

= Today Only

= Yesterday and Today

= Last 7 Days

= Last 30 Days—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.
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Select Fields for Report

@ * Select Fields for Report

Field Categories

Basic Information [~

Basic Information

Local Background Questions
AvStandard Background Questions
Local Test

Home Phone
Inst ID
Middie Initial
Site ID -

I'I'I
-
=
=
3

m.|

L @
Email

Selected Fields

First Name
Last Name
Student ID

Select from available fields those you want to be displayed on the report and move them

to the list of Selected Fields using the right arrow. Fields include:

= Basic Information
= Standard Background Questions
= Local Background Questions.

= Local Test—This will list all the Local Tests that were created by the user.
The user can select the fields that get generated for the selected tests.

Fields include:

+ Question Name

+ Question Category

+ Question Type

+ Question Text

+ Response Key

+ Response Text

+ Response Outcome
- Correct
- Incorrect

+ Passage

Download File Format Settings
Select the format you want to use for your report.

© Download File Format Settings
Include header in output file? ® Yes No
Date Format: YYYY-MM-DD
Text Delimited: @® Pipe Comma Semi-Colon Fix Length Fields
File Formats: ® Windows Unix/Linux Macintosh
Download Format: ® Csv Delimited Text XML XLs
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Shown below is a sample report.

Student Question Question Question 3 Response | Response Response Passage
ID et Date i Name Category Type Quenton Tedt Eey Text Outcome Name
Multiple Which amimal Fox and Do
8286400 | 11/1/2015 14916830 Animal Category A | Choice jumped? 0 The fox. Comect e
Multiple What color is the i
8286400 | 11/1/2015 14916912 Caolor Category A | Choice fox? 0 Black Incomect
Multiple How much energy Less than B and Dog
8286400 | 11/1/2015 | 14916913 Energy Category A | Choice did the doghave? 1 the fox. Comect
Multiple Which ammal ForiadDo
6308477 | 11/18/2015 | 14916859 Animal Category A | Choice jurmnped? 0 The fox. Comect B
Multiple What color 1= the Braniios
6308477 | 11/18/2015 | 14916912 Color Category A | Choice fox? 2 Brown Comect
T I\l[u_h.iple How much energy Less than Fox and Dog
6308477 | 11/18/2015 | 14916913 Energy Categorv A | Choice did the dog have? 1 the fox. Comect
List and Enter User Defined Fields Data
If you have included User Defined Fields in your Placement Rules, you will use this
feature to enter the values for each of the User Defined Fields. You can enter the User
Defined Field data only after the student has completed testing. Once you have entered
the data, you will need to use the Rebuild Placement function to update the student’s
Individual Score Report so that Placement Rules with User Defined Fields can be applied.
From the Reports tab, select List and Enter User Defined Fields Data.
[mll List and Enter User Defined Fields Data
Choose Values to limit which student will appear in the report
Date of Testing From To
This Past Month =l =] ]
First Name From Last Name To
None E| None
Last Name From Last Name To
None [z] None [=]

Enter/select search criteria on the List and Enter User Defined Fields Data page and
click Submit.
Date of Testing—Use the drop-down menu to select one of the following:

= Today Only

= Yesterday and Today

= Last7 Days

= This Past Month—default

= Custom Date Range—Click the Calendar icon and select the dates you want entered
into your From and To fields. You can enter the dates manually using the format
MM/DD/YYYY, or you can click on the Calendar icon. Note: Improper date formatting
will trigger an error message.

Search results will appear on the User Defined Fields page. In the Action column, click
Edit for the student whose information you want to edit.
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[ List and Enter User Defined Fields Data Back

Q, User Defined Fields

Creation Time Test Dase Limit From Test Date Limit To
250202 1813 EST 010103 201502402

B User Defined Fields
First Name < | & 10+

Last Name Fusl Name A Student identifer Test Date SAT.¥ sat-m Achon

Hart Cardl uNns 20150117 1551320 Irg

Leo Clara 0887es43 20150118 1607 120 r3

Enter field values on List and Enter User Defined Fields Data page, then click Save.

Edit User Defined Fields

List and Enter User Defined Fields Data

Name 1D Test Date
Hart, Carol 123123 20150117 15:51:32.0
Field
Number Field Label Field Type Field Data
1 SAT -V WHOLE_NUMBER
2 SAT-M WHCLE_NUMBER

The User Defined Fields page will display showing the scores you entered.

Export Opficns = {  Frint

First Name - 12| 1 10~
Last Name First Name 4 Sudent ilentifier TestDate SAT.V SAT.M Action
Hart Carol 123123 2501171551320 00 800 rd
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Saved Query Feature

For frequently generated custom reports, you can build a query and save it for repeated
use at any time. Each time you want to create that report, from the Custom Reports
option under the Reports menu, click on the Load a Query drop-down box and select the
query that you want to use.

Saved Query

Load a Query

-Select One- ]

-Select One-
Individual Score Report

I eTeTs 0TS OsTy

To build a query, select the fields to be included in your report, enter the name of the
query in the Create New Query box, and click Save. Now, your new query will be available
in the Load a Query drop-down box.

Delete this Query allows you to delete previously saved queries. To delete a query, select
the query from the Load a Query drop-down menu and click Delete this Query.

Saved Query

Load a Query

-Select One- [~]

i Delete this Query

If you load a saved query and made changes to the query, you can save the changes by
selecting Update Saved Query and then clicking the Save button.

Save Query

@ Create
New Query

Update Saved Query

Save

If you want to use the Report Scheduler feature, you will have to use Saved Queries.
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Export Options Feature

The Export Option is common across all reports. It allows you to export reports using a
predefined format, which enables you to download and view reports offline and use them
with any automation system. ACCUPLACER supports these formats: Delimited Text, CSV,
Excel, and XML.

You can further define the format of some downloaded files by using the options listed
below.

@ Download File Format Settings

Include header in output file? ® Yes No
Date Format: MM/DDIYYYY E|
Text Delimited: @ Pipe Comma Semi-Colon Fix Length Fields
File Formats: @® Windows Uni/Linux Macintosh

Header Format determines if the downloaded file will show page headers on each page
of the report.

Date Format determines how dates will be displayed in the downloaded file. From the
Date Format drop-down menu, select the format you want to use.

Text Delimiter determines the field delimiter of the downloaded file: Pipe (|), Comma (,),
Semicolon (;), Fixed Length Fields.

File Format determines if a file is downloaded in Windows, Linux, or Macintosh®
compatible file format.
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Resources

Under the Resources tab, there are several helpful documents that provide additional
information about setting up your ACCUPLACER site. You are encouraged to review these
materials thoroughly.

Resource Kame

Knowledge Base

By selecting this link, you can search for and view supporting information on
ACCUPLACER.

If you have specific questions about implementing ACCUPLACER, you can contact the
Customer Service Center via email to info@accuplacer.org, or by phone 866-607-5223.

Hours of operation are Monday through Friday, 7 a.m.-9 p.m., and Saturday,
8 a.m.-5 p.m. Eastern Time.
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Launch ACCUPLACER from Your Portal

By copying the html code from the box at the bottom of the screen, a Proctor can launch
an ACCUPLACER test via a third-party website using the voucher functionality. If desired,
this feature should only be used by your site’'s webmaster.

& Launch Accuplacer from Your Portal

*+ Thank you for your inténest in lsunching ACCUPLACER from iyols portall Upan enfiering the informabion noled
basiowy, your stucdents will be abis to enter the ACCUPLACER application using & valid vouther numbear from your
educalon of nstiution weksste

+ NOTE: H you do not conirol the pages: of your site, please direct your site’s webmasier fo this page.

Womther Mumber *

Cate of B *

nianth

L]

LY

i

e
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Order Forms

™ Order Forms

™ Policies and Ordering Procedures

Policies
« AN AL COMPANICN basis
nels o

JOMPANION tests O 80 Oparying rels

cty at BG-6

7-5227 {o arrange dem exchangs

= AN COMIPA, charga Thare |

10 exchange value lor the shippng change

= The Colage

1 resenves the nghl 1o axpire any ACCUPLACER lest units if Thera = no usage by an insbty of & paricd of Mires WA

Ordering Procedures

= AN orcins red

i T Tollowang
order and either
= B signed purchase ordes

# @ chack mada

y "Thd Collegpe Boand ™ of
TTal 1
ase order 5 only vakd i all of the Fpilovwing are present

& wiahd Cresil carn

Piaase node: an inshtutonal py

. Insemutional letterhead (not required f document indicales hat (i was Qenerated M 80 SleCironic proCuUrEment sysiem
2. Language which T - ik

® B reduis y usad in plece of a purchass order

5 ol & purchise oo
ng and shipg

i Purchase onder number
5 dicating w

iha purchase order was ganeraled
pricEng
required if & designated signalure &rea 1S present on he documenl

§ An authorization Sgnalun

& Deder
& Cwder
+ Lipon receipl, orders can take up o
= Foi secury punposas Thia Colko

o lated with invalid f

ase onders will not be processad
B lor Setals
days o procass (adddion
roy incomplete orders alte

al processing time will be added for onders submitied mcormecily)
days

an (7] bies

Pisase note. Credi card onrders can ONLY be placed by telsphone. Credit card o

s submitied via emai will be destroyed for Security PUTPOSES an

M) darys of purchase. The

will not ba procassed

Under the Order Forms tab, you will find the policies and procedures for ordering
ACCUPLACER tests. From here, you can download the ACCUPLACER Order Form.
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Help & Information

Knowledge Base
If you click on Knowledge Base under the Help & Information menu, the screen shown
below will display. You can search for and view supporting information on ACCUPLACER.

¥ Knowledge base

Category Artiche Court - Mo reconds 1o desplay
solution # Subject Tite

Accuscers Companion

Accuscore Companion Order Tests

Accuscore Companion Reports

Adminisier Test

Administer Test Order Tests

Administer Test ParentStudent'Other Polcy Resources
Administer Test Pokcy

Adminisier Test Polcy ATS

Administer Test Pobcy Referral Testing
Clanfieaten Remete Prectonng Senices

Administer Test Pokcy Resources

0 0o0o0COpQBOCOSO

Adrminister Test Policy Websas
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System Requirements

If you click on Systems Requirements under the Help & Information menu, the screen
below will display detailed information about the system requirements needed for the
ACCUPLACER program to run properly.

Admin Login

50 visd our

Request an Account - For Instituthons ONLY Verify System Requirements
Does you SIS0 Nesd AN SCCOUNT 10 2CEess ihe ACCLFLACER sysiem? Check I b 1 s Computer mets the MU SPocACILONS regued 1o
_— adminisier ACCUPLACER fests
e Regratranen verey Sysem

Feawres You Have

Screen Resolution 1200 x 750

Browsar Sgo 1200 x 626

Connection Type T1 o grealer connection

Connection Speed (liobytatsec) Infinity Kbps (High)

IP Address 10160 66 1

Work Station Time Zone ‘Your workstation indicates that you are in Eastemn time (US & Canada) zone
Procy. No promy
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Live Chat

If you click on Live Chat under the Help & Information menu, the screen below will
display. Provide the required (*) information and click on Start Chat, and you will be

connected to a "live person” who will assist you.

What is your first and last name
please?*

Chat with us

Enter text here

@ Complete the required field
Email Address *

Enter text here

Phone Number*

Enter text here

What is your district / institution? *

Enter text here

What ic vanir erhool?

Help

If you click on Help under the Help & Information menu, the ACCUPLACER Users
Guide displays where you can find detailed instructions on the many features of the

ACCUPLACER System.
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Appendix

Lock Down Your ACCUPLACER Testing Experience

with the Safe Exam Browser

To improve test security, ACCUPLACER is now fully compatible with Safe Exam Browser
(SEB) open source software. As noted at http://safeexambrowser.org, the Safe Exam
Browser software “changes any computer into a secure workstation. It regulates access
to resources like system functions, other websites, and applications and prevents
unauthorized resources being used during an exam.”

The software must be installed on each testing workstation you would like to secure. It
isn't recommended for use with the administrative screens of ACCUPLACER. For more
information on the Safe Exam Browser, please visit http://safeexambrowser.org

For those users interested in using the Safe Exam Browser with ACCUPLACER, please
follow these steps for installation and configuration. Some key points to know:

+ You must have administrative rights to the local machine to install the software.
+ This is a one-time installation that is applied to ACCUPLACER only.

«+ Installing will restrict a student from going elsewhere on a machine while taking an

ACCUPLACER test.

Installing the Safe Exam Browser
= Navigate to http://safeexambrowser.org.

= Click on Download in the left-hand menu. Then, click on Download—Latest
Releases. Refer to the Appendix for supported operating systems.

@ saleexambrowser org/downlos .

oetting Started SethBookamarks

” Safe Exam Browser News About = Consortium - Downigad - Windows = macOS - Support FAQ

Download Latest Releases

News " .

Current Versions for Windows and macOS
About
Consortum Software extensions for supported Leaming Management Systems: Moodie. ILIAS.

Download - Oid Releases

Documentation Windows (®) safe Exam Browser 2.1.3 for Windows

= If you are administering tests on Windows, click on Safe Exam Browser 2.1.3 for
Windows to download the software.

= If you are administering tests on a Macintosh, click on Safe Exam Browser 2.1.2 for
macOS to download the software.

macOS

@ Safe Exam Browser 2.1.2 for macOS

Current version of Safe Exam Browser for macOS 10.12, 10.11, 10.10, 10.9, 10.8 and 10.7*
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= The download should begin almost instantaneously. An installable called
SafeExamBrowserlinstaller for Windows or SafeExamBrowser-2.1.dmg for the
Macintosh will be downloaded.

= Double click on the installable file and follow the prompts to install the software. The
installation process should take about 5-10 minutes and will require a reboot.
= The Safe Exam Browser is ready to be configured.
Configuring the Safe Exam Browser for Use with ACCUPLACER
From the Programs menu, launch the SEB Config Tool (by clicking on the Safe Exam

Browser folder and then selecting SEB Config Tool) and configure the following settings
before launching ACCUPLACER tests in the Safe Exam Browser.

General Settings

lile RevertSettings  Use Settings

_F_i — o) c«mm{@ Uwﬂedaoe|0 m{‘fm&m

Stat URL hetps://www. accuplacez.oxg

Ac p d Exit Sequence
Confirm admini d CHRIGEIE
F2 | |F2 | F2
F3 | F3
F4 ||F4 ||F4
[¥] Alow userto qut SEB F5 | |FS i F5
= F6 | |F8&
[T Ignore ext keys F7 ||F7 ||F?
F8 ||F8 ||F8
Fs ||F8 ||F8
F10 | [F10 | |F10
F11 | [EER |F11
F12 | [F12 | [F12 |

Quit/restart password ssssssssss
Confimn quit/restart password =~ sessssssss

1. Enter the Start URL as https://www.accuplacer.org.

El

3}

/,7}' Start URL besps://vww.acecuplaces.oxg/

2. Enter and confirm an Administrator password. Note: This is a unique password

for your Safe Exam Browser and shouldn't be your ACCUPLACER Administrator
password.

Administrator password sesscsessssssces

Conrfirm administrator passworﬂ sessssessssansne
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3. ACCUPLACER recommends that the "Allow user to quit SEB" option be checked. This
will allow the students to close the browser with a required ‘Quit password’ by the
Administrator (see Step 4). This feature is optimal for use with ACCUPLACER.

While we recommend "Allow user to quit SEB" feature over the “Exit Sequence” keys
feature, if you do use the "Exit Sequence” keys do NOT check the “Ignore exit keys”
checkbox.

ile  Revert Settings  Use Settings

5wt | gy e P vt | () s 4 cowtpis

Start URL hettps=://www. accuplacer.oxg

Administrator password ~ essssessss

Confirm administrator password = esssssssss

[¥] Allow user to quit SEB

/. (] Ignore exit keys
1

Quit/restat password =~ ®eesssssss
Confimn quit/restart password = ®eesssssss

4. To prevent students from intentionally or inadvertently exiting the Safe Exam Browser
before their test session is complete, enter a password in the Quit/restart password
and Confirm quit/restart password fields. This will ensure that a proctor or other test
center management staff must enter the password to exit Safe Exam Browser. Please
be sure to remember this password.

Qull:/l'eslal‘t passwol‘d eSS BBBBBRBERS

Conrfirm quit/restart password LTI T )

ACCUPLACER User's Guide © 2018 The College Board. 180



User Interface Settings

[ o] ) comre] B o i | () v coms | 7 4 s | € s
Browser view mode Automatic on-screen keyboard behavir

Us= full screen mode: Nevwer show
Touch optimized Enable towch ed @ Detect physical keyboand

Main browser window size and posiion
|LMI |
Widh  100% - Honzortal postioning (B S|
[Rghe |
Heght  100% -

Mac speciic
Enable browser window toolbar (Mac) | Show menu bar (Mac)
Hide toolbar as defaul (Mac!

SEB task bar/dock
[¥#] Show SEB task bar Task bar/dock height 40 -
Show Wi-Fi control (Win)
¥| Show reload button
7] Show time
7| Show keyboard layout

Enable z00m (Win/Mac) Zoom mode Win (Qir-Mousewheel)
[¥] Enable page zoom @ Lise page zoom
[¥] Enabla tedt z00m Use textt z0om

5. The "Show reload button” option in the SEB task bar/dock section should be
unchecked. ACCUPLACER test sessions don't allow students to refresh the page.

SEB task bar/dock
[¥] Show SEB task bar Task bar/dock height 40 b

"] Show Wi-Fi control (Win)
"] Show reload button

/l ¥| Show time

|¥| Show keyboard layout

6. Be sure the "Allow spell checking” and the “Allow dictionary lookup (Mac)" are
unchecked. This is particularly important when administering ACCUPLACER
WritePlacer tests.

[] Allow spell checking [] Allow dictionary lookup (Mac)

Exam Settings
7. The "Link to quit SEB after exam"” setting should be left blank. The Individual Score
Report (ISR) generated by ACCUPLACER at the end of a test session contains a static
link that will allow the student to quit and exit the browser.

Link to quit SEB after exam

Place this quit link to the "feedback" page displayed after an exam was successfully finished.
Clicking that link will quit SEB without having to enter the quit password.
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Final Steps

Be sure to select File > Save Settings before exiting. This completes the configuration of
Safe Exam Browser. For further question on the settings not outlined here, visit the Safe
Exam Browser User Guide at http://safeexambrowser.org/support_en.html.

Once configured on the local machine, to launch an ACCUPLACER test session, simply
click on the Safe Exam Browser icon and it will take you to the ACCUPLACER home page
where a site manager or proctor can log in and start the process.

Further documentation regarding the Safe Exam Browser can be found at
http://safeexambrowser.org

% Safe Exam Browser

News

English | Deutsch

About SEB

Consortium

Download
Documentation Windows
Documentation macOS

Support

Safe Exam Browser is currently supported for the following operating systems
(as of April 2017):

For Windows:

= Microsoft Windows 7
= Windows 8/8.1
= Window 10

For MacOS:

= macOS 10.12 Sierra

= OS X 10.11 El Capitan
= OS X 10.10 Yosemite
= 0OS X 10.9 Mavericks

= OS X 10.8 Mountain Lion (TLS/SSL/CA certificate embedding into SEB configuration
files and certificate pinning not supported)

= OS X 10.7 Lion (only supported as client, preferences window not available. TLS/
SSL/CA certificate embedding into SEB configuration files and certificate pinning not
supported)

= Mac OS X 10.6 Snow Leopard (only supported up to SEB 1.5.2)

Note, Safe Exam Browser doesn't currently work on iOS (iPad, etc.).
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Test Administration Policy for Chromebook

Chromebooks provide a secure platform for administering student assessments, and
when setup properly, these devices meet ACCUPLACER's testing and security policies.
With Chromebooks, you can disable students’ access to browse the web during an
exam in addition to disabling external storage, screenshots, and the ability to print. You
are required to follow the steps identified in ACCUPLACER Test Administration Policy
for Google Chromebook Users to ensure that your institution's Chromebooks are
appropriately configured before administering ACCUPLACER tests.

Administering ACCUPLACER on a Chromebook without taking the appropriate steps
will result in suspension of your ACCUPLACER account.
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