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TEST COORDINATOR: You will use two ACT applications before test day—ACT® Now™
and ACT Test Center Manager™ (TCM™). This checklist itemizes what to do within these
applications before test day. Use it to help ensure a successful testing experience.

You can access TCM by logging into ACT Now at https://now.act.org. From the Test
Events tile, select Open events page and then Launch TCM.
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Resources for completing each task can be found on your ACT-hosted
web page. Additional task-related infographics and short videos can be
found in User Resources in TCM. After launching TCM from ACT Now,
click on the + symbol next to the test you are administering to expand
the list of ACT Policies and Resources, and select User Resources.

Once you feel confident you can complete the task on test day, simply
click on the box to the left of the task to check it off. (You can download
this checklist locally to save your progress.) We've identified some
helpful resources in the checklist that follows.

Note: Test event checklists in TCM will measure your progress within
the application. For information about how to access and use these
checklists, check out the Use Test Event Checklists infographic.
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Before Test Day Activities
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@ Test Coordinator Checklist

Launch ACT Test Center Manager™

O Launch Application
1. Access TCM, by logging into ACT Now (https:/now.act.org/login). T
2. Select Open events page on the Test Events tile on the homepage.

3. Select Launch TCM to confirm access and internet connection.

() Manage Staffing @

Add/invite staff in ACT Now after selecting Manage an administration. Manage

Staffing

O Assign Students to Event 3{%}2
Assign students to the event in ACT Now after selecting Manage students. Policies

Module

O Track Materials

Track materials for ACT Now shipments: Eﬁ%
1. Select Open events page on the Test Events tile on the homepage. =

Track
1. Select Shipments tracking. Materials
2. Select the number under Order.
3. Select General Details, Tracking, or Materials for more information
O Create Rooms and Assign Staff
Create rooms in TCM and assign staff to roles and rooms:
1. Select Open events page on the Test Events tile on the homepage. =
2. Select Launch TCM. .g{,iarﬁi

3. Select Assignment.

4. Select Manage rooms & staff.
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Before Test Day Activities

O Assign Students to Rooms
Assign students to rooms in TCM:
1. Select Open events page on the Test Events tile on the homepage.
2. Select Launch TCM.
3. Select Assignment.
4. Select Examinees & rosters.
5. Select students to assign to a room.

6. Select Manage assighment for rooms.

O Print Rosters
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o
Test Facilities
Module

Print both rosters (check-in and accommodations); names-only is optional:

1. Select Open events page.
2. Select Launch TCM.

3. Select Assignment.

4. Select Examinees & rosters.

5. Select Rosters.

O Assign Test Booklets—Paper Testing

Assign test booklet numbers to each room in TCM that will be used for
paper testing:

1. Select Open events page. Note I: Assigning test booklet

2 Select Launch TCM. numbers is not applicable for PreACT
. Assessments.

3. Select Assignment. Note 2: Enter two 9s before WorkKeys

4. Select Test booklets. test booklet numbers.

O Print Student Authorization Tickets—Online Testing

Download and print student authorization tickets for each room in TCM
that will be used for online testing:

1. Select Open events page.

2. Select Launch TCM.

3. Select Assignment.

4. Select Examinees & rosters.

5. Select the Online tab, if not already selected.

6. Select Student auth tickets in the upper right corner.
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State and District
Use Test Event Checklists

TEST COORDINATORS: Use the pre-

page in ACT® Test Center Manager™

and after testing. You can access TCM by logging into ACT Now at https://now.act.org.
From the Test Events tile, select Open events page and then Launch TCM.
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Manage the Checklists
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Complete Pre-Test Tasks

© Before testing, select each task under
the Pre-test tab to open details and
complete the task.

O On standard tasks, select the
Mark as done button to mark
the task done. It will then show
as complete on your Test Event
Checklist.

On checklist tasks, select the
checkbox next to each sub-
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Complate sl matsrish chack.in setivities within 24 heurs of delivery.

tasks as you complete it. When .

all checkboxes are marked, the * s

main task will show as completed al.

on your Test Event Checklist.
Note: Select the Save button to save '
progress as you work through your

checKilist.
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Complete Post-Test Tasks

® When testing concludes, return to your
Test Event Checklists and complete
each task under the Post-test tab in
the same way as you completed those
under the Pre-test tab.
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