Remote Testing of
Students
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Testing Students at Remote Locations

A new feature has been added to the ACCUPLACER Testing Platform

that is designed to facilitate the testing of students at off-campus
locations.

By using this feature, you can
» locate a Remote Test Site,
» register a student to test at that location,

» generate a Test Voucher for the student to use at the Remote
Test Site.
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* Receives a request from a student to test at an off-campus location.
» Works with student to find a suitable Remote Test Site.
* Registers student to test at the Remote Test Site.

* Receives an email after the test administration that the student has completed
his/her testing at the Remote Test Site.

* Receives an email that a student has registered for remote testing at their site.
¢ Schedules a testing appointment with the student.

« Verifies the identify of the student when he/she comes to test.

* Proctor clicks on Use Voucher on ACCUPLACER Login page.

¢ Proctor/Student enters student’s Voucher Number, student’s Last Name, and Date
of Birth on the Administer Test - Voucher Screen, and clicks Submit

e Proctor enters his/her User Name and Password.

e Student requests to test at an off-campus location.
e Student is registered to test at a Remote Test Site.
e Student receives confirmation email with information about the Remote Test Site

Role of the Student and his/her Test Voucher Number.
e Students call for an appointment to test.

¢ Student goes to Remote Test Site to test.
¢ Student contacts his/her home institution for further instructions.




Remote Test Sites - Benefits

Benefits:
» Proctoring institution is not charged test units.

> Additional credential checks are minimal because the remote
testing site is an approved ACCUPLACER site.

» The remote site can provide all pertinent information which is sent
to the student in an email - reducing phone calls and emails in
addition to time and effort.

» The student who is testing will be given the exams required by the
Institution they plan to attend and will receive appropriate
placement messaging.

» Student's records are stored in the referring institution's database
so they don't need to be sent in to the referring institution.
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Remote Testing of Students
Quotes from ACCUPLACER Users

“‘We administered our first remote test yesterday.
It was ‘super easy’!l”

“l highly recommend to all test centers to become a remote testing site
and take advantage of this wonderful resource.”

“I'm a huge fan - we use it for our students whenever possible and are
happy to administer ACCUPLACER exams for other sites anytime
because it is so easy.”
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How to Join the Remote Testing Network

Steps to Register Your Site
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To Register Your Site as a Remote Test Site

It's super easy to set up - just follow these steps

1. Navigate to www.accuplacer.org

Log in as a Site Manager
Select the Users tab
Select Edit Testing Sites

Scroll down on the page until you see the prompt for Remote
Testing Site - select the YES radio button and complete the
balance of the information.

a ~ WD

6. Save the record

Voila! You're done
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http://www.accuplacer.org/

To Register Your Site as a Remote Test Site

On the Edit Testing Sites e RO sy 1 Tt | epors | esorees | orerTesis ]
screen, select the YES radio ™ tome» uses» st restng stes

button for Remote Testing Edit Testing Sites

S t e - * Indicates required fields

Hierarchy Site ID
College Board = *Sample College = Main Campus 0D0005-001
Group Type Created (YYYY-MM-DD) Last Modified (YYYY-MM-DD )
Site 2009-02-01 2009-02-01

* gite Name Description
|Main Campus |

* Address 1 Address 2

|45 Columbus Ave |

* Country * State If Other Specify
|United States =l [Newyork 1
* City Region = Zip/Postal Code
[New York [Middle States Region 0 [z
* Institution Type * Category of Institution * Location of Institution
|2 Year >l [Pubiic x| |Urban =
* Student Body Size * Do you intend to use ACCUPLACER for Ability to Benefit Testing?
| 500 or Less O oves @ np

\" Remote Testing Site?
& ves C o @
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To Register Your Site as a Remote Test Site

l':‘l"esr‘l‘qloe

Enter the required information ot restng e ot

on the screen that follows. e o
. . * Country * State If Other Specify
If appointments are required, [Unted St J [Newvor -
* City Region * Zip/Postal Code

make sure to add instructions v i @ [

Primary Contact Information

to your Custom Email Syl Lot rame S

|Suza1ne |Murp|13.r |smurphy@colbgebua.rd.mg

reetl n g " * Custom Email Greeting
Welcome to Sample College. Please call 212 T731-5355 [po maks an appointment to ﬂ
test. -

This information will appear in e

the confirmation email sent to 3
the student and copied to the —m—

primary contact person at the o,

Remote Test Site. xR e 3

* Custom Email Closing

Be sure to bring vou confirmation email with your ACCUPLACER Test Voucher -
numker and perscnal identificaticn. -

* Payment Required:
& ves C Mo

" Cost
5[200

* Payment Method Accepted
¥ cash ¥ Check @ aMEX ™ Discover & Master Card ¥ Visa

& Back

Cancel
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To Register Your Site as a Remote Test Site

Sample email sent to student
and copied to the primary
contact person at the Remote
Test Site.
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DearStudent Sample:

Welcome to Sample College. Please call 212 731-5555 to make an
appointment to test.
VoucherNum ber: MCEYB4CS

** Y pumust have yvour voucher number when vou arrve at the

rem ote testing site.

Youhave beenregistered to test usingthe following inform ation:
StudentID:; 444354444
Examinee Details:

Student Sample

12531 Whiaine

Dallas Texas 73001

Mobile Phone: 214-666-7777
HomePhone:214-777-88388

Em ail: sstudent@=mail com

Your vouchernumberisvalid until: Auz 17,2014

ACCUPLACER Eemote Test Site Information
Mam Cam pus
11255 Central
Dallas, TX 75024

Em ail: sm anager@ samplecolleze. edu

Please park in the west parkinglot.

Pavm ent Method Cash, Chedi, AMEX, MasterCard Viza
Cost: 52000
TestCenterHours: ML T, W, Th- 9:00 am to 7:00 pm




To Register Your Site as a Remote Test Site

Once you have registered
your site as a Remote Test
Site, it will appear in the list of
Remote Testing Sites.

C Herkimer County Community College Herkimer Herkimer View
*Sample College Main Campus Mew York g
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Home > Administer Test = Register Student For Remote Test Session = Find Remote Testing Center

Find Remote Testing Center

* Country State City
|Uniled States ﬂ New York ﬂ

[ Virtual Site Search Only

Available Testing Sites

110 4 out of 4 items < Previous | Page: 1| Next =

C Mohawk Valley Community College MVCC Utica/Rome Testing Site Utica View

C Onondaga Community College Onondaga Community College Syracuse View

<

1 to 4 out of 4 items = Previous | Page: 1 | Next =




Registering a Student for a Remote Test
Session
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To Register a Student for Remote Test Session

Log in to your site as a ECRETRETTT e ST AT
Site Manager or Proctor, —

click on Administer Test Administer Test
tab, and select Reqister

Student for Remote Test Y ——e—

S eSS i 0 n . Select a branching profile to administer a new test session

» Manage Open Test Sessions
Close or resume a test session that has been interrupted

Test Unit Balance for Site: 16.5 units remaining @ Dashboard

» Manage Closed Test Sessions

Open a test session that has been closed so it can be resumed using Manage Open Test Sessions
»  Student ID Search

Generate a list of Student ID's
» View Active Test Sessions

View the status of active test sessions
»  Voucher Generation

Generate Voucher for Student

» Search and Reprint Voucher
Generate Voucher for Student

» Administer Test Through Voucher
Approve voucher tests to begin
» Register Student For Remote Test Session

Register Student to take exam at another institution

» Search and Reprint Remote Test Voucher
Generate Voucher for Remote Student
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To Register a Student for Remote Test Session

Select a Country, State, ERErRETE e TR
an d/o r‘ C ity fro m th e avai I ab I e Home > Administer Test > Register Student For Remote Test Session = Find Remote Tesfing Center

Find Remote Testing Center

drop-down menus, and a list

of institutions that are in the i - s
[United States = [New York = I

selected area will appear. " et sc ony

Available Testing Sites
1 to 4 out of 4 items < Previous | Page: 1| Next =
C Mohawk Valley Community College MVCC Utica/lRome Testing Site Utica View
C Onondaga Community College Onondaga Community College Syracuse View
C Herkimer County Community College Herkimer Herlimer View
C *Sample College Main Campus New York View
1to 4 out of 4 items = Previous | Page: 1| Next >
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To Register a Student for Remote Test Session

Click the View link to see [rome | ters | Tostsouy  [ECMMN copors | Resources | overtess |
Home = Administer Test = Register Student For Remote Test Session = Find Remote Testing Center

additional information about Find Remote Testing Gonter
the Remote Test Site.

* Country State City

| United States = | New York | I

[” virtual Site Search Only

Available Testing Sites
1 to 4 out of 4 items < Previous | Page: 1| Next =
C Mohawk Valley Community College MVCC Utica/lRome Testing Site Utica View
C Onondaga Community College Onondaga Community College Syracuse View
C Herkimer County Community College Herkimer Herlimer View
C *Sample College Main Campus New York View

110 4 out of 4 items = Previou

Pafe: 1] e =
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To Register a Student for Remote Test Session

Remote Test Site Information

Detailed view of the additional -
. . ACCUPLACER Test Site information.
Information about the Remote Remote Site Name

Main Campus
Te St S Ite Address 1 Address 2
45 Columbus Ave
Country State Other
United States New York
City Reqion Zip/Postal Code
MNew York International 10023

Primary Contact Information

First Name Last Name Email

Janice Phillips jphillips@samplecollege.edu
Cost Payment Method

520.00 Cash, Check, AMEX, Master Card, Visa

Custom Email Greeting
‘Welcome to Sample College. We look forward to meeting you.

Additional Test Center Information
Please park in the west parking lot.

Test Center Hours
Time Zone
(GMT+13:00) Nuku'alofa

Test Center Details
M, T, W, Th - 9:00 am to 700 pm

Custom Email Closing

Be sure to bring you confirmation email with your ACCUPLACER Test Voucher number and personal
identification.
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To Register a Student for Remote Test Session

Home » Admingter Tost = Begster Shedent For Remote Tesl Sesson » Find Remobe Testing Center
Find Remaote Testing Center

Select the site where the
student wants to test.

1104 ot of 4 Rams Fra Haome = Adrmarisier Test » Beqgister Shudent For Remale Tesl Session = Find Bemote Testing Cenbsl >
Femote Test Stedent Information

————————— Remote Test Student Information
[ =net |[ cancel |

* Indicales requined fiekds

Enter the student’s mee— crrren
information. e B N
e 44455424 [Sample

Click Next. o
[Jan 3 | S (REE

e
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To Register a Student for Remote Test Session

On the next screen, select
the Branching Profile that

%:wﬁ%mwm=w: Remote Test Student |nfoe]
you want used when the Select a Remote Branching Profile
student tests. B (o [ e )

Ly *Branching Frofile inhantad from the Instiution level
**Branching Profie inheried from the Group Level.
“=@ranching Prafile inberied fram the ACCUPLACER Syslem,

Sebect a Remote Branching Profile

Click Add. T —

EEEE Basic [ = mgg || cCancal |
Cragraslic EA
Duagmostic RC
Elementary Algebra
English MW

ESL Listening

Fall Testing

Math

Spring Testng
WiF Absolubte Responsibioky
WP Technology
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Confirmation email will display
with student’s Test Voucher
Number.

Click Submit to complete
registration.

The student and the Remote
Test Center contact person will
receive a confirmation email
similar to the one to the right.

@ CollegeBoard

To Register a Student for Remote Test Session

Dear Student Sample:

Welcome to Sample College. Please call 212 731-5555 to make an
appointment to test.

Voucher Numn ber: MCSYEB4CS

** Y oumust have yvour voucher number when you armve at the

rem ofe testing site.

Youhave beenregstered to test usinzthe following inform ation:
StudentID:; 444354444
Examinee Details:

Student Sample

1251 Whiaine

Dallas Texas 73001

Mobile Phone: 214-666-7777

HomePhone: 214-777-8888

Em ail: sstudent@amail com

Your vouchernumberisvalid until: Auz 17,2014

ACCUPLACER Eemote Test Site Information
Mam Cam pus
11233 Central
Dallas, TX 75024
Em ail: sm anager@samplecollege edu

Please park in the west parkinglot.

Pavm ent Method Cash, Chedi, AMEX, MasterCard Viza
Cost: 52000
TestCenterHours: M. T, W, Th- 2:00 am to 7:00pm




Administering Tests Using a Remote Test
Session Voucher
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To Administer Tests at a Remote Test Site

When a student comes to a
Remote Test Site to test,
the Proctor must confirm
the student’s ID before
testing.

Welcome to
ACCUPLACER

ACCUPLACER = 2 sufe o dests that Qaicidy, scouratedy | and £fiCkently assess
reodry withrg meth. s corrpuder walls

If 005 15 your st Ame WSHING. YOU Gl more 200Ut the ACCUPLACER
SOOI 3l Wi COBOQEDORS O 0Ty
Start a test using a student voucher

I oUW PrOCIOng @ AN Wi B RINrg) @ WA Wi & VOUCTN, [iaes CO0R U
AN DEI0W 0 DEQn

To begin the test session
the Procter must click the
“Use Voucher” button on

the ACCUPLACER Login
screen.

Verify that this computer meets system
requirements

Ok 10 S0 f IS COMPUEY MOXH I MISETIIN
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To Administer Tests at a Remote Test Site

When prompted, the proctor/student enters the Voucher Number
from the student’s email, the student’'s Last Name, and Date of
Birth.

||||||||| mither * Last Name

MCEYERACS Sampie

* Date of Birth
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To Administer Tests at a Remote Test Site

On the Proctor/Site Manage Authentication Screen, the Proctor must
enter his/her User Name and Password, and the system will
automatically link to the referring institution’s site.

Proctor/Site Manager 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 Site Manager or Proctor must enter their 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.

* User Name

* Password
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To Administer Tests at a Remote Test Site

» When students complete testing at the remote site, their test data is
sent to the referring institution’s database.

» Test units are deducted from the referring institution’s account.

» Branching Profiles and Placement Rules set up at the referring
institution’s site are used during testing.

» Individual Score Report generated at the end of testing uses the
configurations determined by the referring institution.
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