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      Unless blocked, Bluebook will auto-update the next time it's opened. Act now to avoid delays on test day. Students must always test on the latest version. Learn more on Bluebook Updates.

    
  

  



  
    
              
          
            
  Test Coordinator




      
            



    
        
  
    
      
        Reminder: You'll use the Test Coordinator Manual for all test preparation and test day activities.

    

  
  





The test coordinator is responsible for the step Validate Uploaded Data and Register Students. Test coordinators will be granted access by their organization's SSOR access manager. Test coordinators will review the data uploaded and have the ability to view, validate, and update records in SSOR. They will also work with their school's SSD coordinator to ensure students that require accommodations have them appended to their record in SSOR. Once data and accommodations validation is complete, the test coordinator will register the student in SSOR. Once registered, students will appear in Test Day Toolkit within 2 business days, and maybe sooner.

    
The test coordinator is expected to be at the school to supervise all activities related to the test administration. If your school is testing fewer than 35 students in the same room, the test coordinator can take on 1 additional role by also serving as the proctor, monitor, or technology monitor. If the coordinator will be proctoring the room, a separate hall monitor needs to be recruited so two staff members are present on test day.

    
    Test Coordinator Tasks

    
    Follow the Digital In-School Testing Checklist steps to learn your specific tasks and timelines. You'll also use your Test Coordinator Resources to prepare for testing. 

    
    Your Test Coordinator Manual contains detailed Test Coordinator Checklist and Test Coordinator Planning chapters with all of the approaching milestones to help you keep on track and be prepared for test day.

    
    
     SAT Suite Registration Role

    
    After a student registration data file is submitted in SSOR, data can only be updated by the "SAT Suite registration role(s)." This should be the test coordinator at the school and the SSD coordinator. The data coordinator should notify the staff assigned the registration role when data is submitted so they can validate and register students.


School staff with this role can view, validate, and update the data submitted to the SSOR registration roster. Schools are responsible for validating and making updates to data submitted by the district or their school. Schools should assign this role to test coordinators and/or SSD coordinators responsible for validating and registering students to test.


If your district has strict rules on management of registration data, district-level staff may be assigned to the SAT Suite registration role for each school to manage changes.

    
Important: This role needs to be someone who knows the students and can validate that their data, including any accommodations, is accurate. More than one person can be assigned to this role.

    
     Test Coordinator Resources

    

    Register and Validate:

    
    
 	 
      

    
        
    

  
 
           Digital Registration Guide for Districts and Schools

This guide outlines the registration tasks involved for districts and schools and identifies which staff needs to complete them.
  
            




    



        
    
    Prepare Students:

    
    	 
      

    
        
    

  
 
           SAT Suite Practice Quick Start Guide

Learn how to practice for the SAT or PSAT-Related Assessments with this step-by-step guide.
  
            




    

	 
      

    
        
    

  
 
           SAT School Day Student Guide

Information for students about SAT School Day, sample test materials, and test-taking advice and tips.
  
            




    

	 
      

    
        
    

  
 
           PSAT 10 Student Guide

Information for students about the PSAT 10, with test-taking advice, practice information, and testing rules.
  
            




    

	 
      

    
        
    

  
 
           PSAT 8/9 Student Guide

Information for students about the PSAT 8/9, with test-taking advice, sample test materials, privacy policies, and testing rules.
  
            




    

	 
      

    
        
    

  
 
    Bluebook Translated Test Directions
  
            




    

	 
      

    
        
    

  
 
   Paper Testing Translated Test Directions
  
            




    



 
   
    Prepare for Test Day:

    
    	 
      

    
        
    

  
 
      Test Coordinator Manual

This manual provides policies and instructions for test coordinators administering the SAT Suite of Assessments.
  
            




    

	 
      

    
        
    

  
 
           SAT Suite Accommodations Guide

Learn about the different accommodations available for the digital SAT Suite and how to administer them to students.
  
            




    




        
    Prepare Staff by Distributing:

    
    	 
      

    
        
    

  
 
   Technical Troubleshooting Guide

Technology monitors should use the troubleshooting tips in this guide on test day to help students and staff.
  
            




    

	 
      

    
        
    

  
 
           PSAT 8/9 Test Day Toolkit Testing Staff Terms and Conditions

These are the terms and conditions you agree to when you use Test Day Toolkit. Review and be prepared to agree to them in the application.
  
            




    

	 
      

    
        
    

  
 
     PSAT 10 Test Day Toolkit Testing Staff Terms and Conditions

These are the terms and conditions you agree to when you use Test Day Toolkit. Review and be prepared to agree to them in the application.
  
            




             

	 
      

    
        
    

  
 
     SAT School Day Test Day Toolkit Testing Staff Terms and Conditions

These are the terms and conditions you agree to when you use Test Day Toolkit. Review and be prepared to agree to them in the application.
  
            




            

	 
      

    
        
    

  
 
    No Prohibited Devices Flyer

A flyer to print and display outside the testing rooms. The digital SAT Suite of Assessments prohibits electronic devices that aren't used for testing.
  
            




    

	 
      

    
        
    

  
 
  Seating Chart

Proctors use this paper chart to record student seat assignments in their testing room.
  
            




    

	 
      

    
        
    

  
 
  "Do Not Close Device" Poster

Print and display this flyer in the testing rooms so students know what it looks like when they successfully submit their answers in the Bluebook testing app.
  
            




    

	 
      

    
        
    

  
 
  Bluebook Check-in Poster

Print and display this flyer in the testing rooms so students know your school's Wi-Fi information before signing into the Bluebook testing app.
  
            




    

	 
      

    
        
    

  
 
  Spring 2024 SAT Suite Retesting and Irregularities Guide

This guide provides instructions to testing staff for reporting irregularities and setting up retests for students in Test Day Toolkit.
  
            




    



    

        




      
        

      
      
      
      
    

  





  
    
      
        
      

    

  

  






  



  













