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Overview
• Every year, College Board and Colorado Department of Education (CDE) work together to create a list of eligible 

and participating schools for spring 2026 SAT and PSAT testing, encompassing public schools that serve 
students enrolled in grades 9-11. 

• Once the list is created, College Board is tasked with collecting the school test coordinator information, in 
addition to several other data points regarding spring testing through a survey. 

• In the past, we sent the survey to principals to fill out with this information. Then, College Board would compile it 
all into a file and upload into internal systems. This was time-consuming, error-prone, and a very manual 
process. It also didn’t allow for easy updates to school information, as the Update Your Coordinator form was 
also a manual process.

• This year, College Board has created a system that is housed with SAT Suite Ordering and Registration (SSOR) 
to collect and maintain that school establishment information for our state contract programs (13 currently 
across the U.S.).

• This allows for the secure transmission of data from the schools to College Board, as well the ability for schools 
to update their own information as it may change throughout the year. 
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Accessing SSOR to complete school set up

To complete school establishment which will ultimately grant access to required College Board systems and 
training necessary for the state-provided spring testing program, all participating schools must provide critical 
details about the school’s spring testing plan, as well as the names and contact information for key school 
staff members. This 'Organization Establishment' process will be done in College Board's SAT Suite Ordering 
and Registration (SSOR).  We also now can collect and house District information, including names and 
contact information for key district staff.

To access SSOR, School and District Test Coordinators must have:
• A College Board Educator Account (using your official school/district provided email address), and 
• Access to SSOR granted by your SSOR Access Manager
• District and School Access codes were shared to the DACs via the SAT/PSAT Syncplicity folder The 

person filling out the survey questions in SSOR must have the Test Ordering Role to do so.
• Districts can choose to fill out the school survey questions on the school’s behalf; to do so, DACs must 

use the school access code and grant themselves the Test Ordering role at the school level.



SSOR Access Management
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District & School users are granted SSOR access by their 
SSOR Access Manager

Cover Page
• SSOR Access Managers use a separate tool, the Managing Access Tool, to manage user access to 

SSOR.

• If your school or district needs to set up an SSOR Access Manager for the first time, you'll do so using 
an SSOR Access Manager access code provided by College Board. SSOR Access Manager access 
codes were provided to DACs in Syncplicity. 

• Follow the steps in this link to use your access code and establish your first Access Manager.   
• Tip: Once the first access manager is set up, they can use the Managing Access Tool to assign 

SSOR roles to other users, including the SSOR Access Manager role. The SSOR Access Manager 
access code isn’t needed once at least one person at your school/district is setup as an SSOR 
Access Manager.

https://dat.collegeboard.org/dat/login
https://satsuite.collegeboard.org/help-center/how-do-i-get-managing-access-tool-if-im-first-access-manager-my-institution-schools
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SSOR Access Manager Tips:
• SSOR Access Manager access codes have been provided to the DACs.

• There will be one District level access code and an access code for each School.

• Note: Please ensure that SSOR Access Managers provide the correct level of access 
to each user.  The District SSOR Access Manager should only provide district-level 
access to district users. The School SSOR Access Manager should only provide the 
SAT Suite Ordering Role access to individuals at the school who need to complete the 
Org Establishment process. 
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SSOR Access Manager Actions 1
Set up your SSOR Access Manager(s)

• To complete this step, the DACs needs to take one or both of the following actions:
• Option one: the DACs can grant themselves the SSOR Access Manager role at each of their 

schools using each schools’ SSOR Access Manager access code.  This option will enable the 
District coordinator to assign and manage SSOR access permissions for each of the 
coordinators at their schools

• Option two: the DAC can send each school coordinator the SSOR Access Manager access code 
for their school so the school coordinator can establish their own school level SSOR Access 
Manager. 

• Reminder:  The DAC should also be sure to grant themselves the SSOR Access Manager role at their 
district using their district’s SSOR Access Manager access code.
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SSOR Access Manager Actions 2 
SSOR Access Managers assign the SAT Suite Ordering role in SSOR.

• To complete this step, the SSOR Access Manager(s) need to take one of the following actions:
o Option one: If the DAC granted themselves the SSOR Access Manager role at each of their district 

schools, they can: 
o Assign themselves the SAT Suite Ordering Role in SSOR at each school and complete the 

survey of Org Establishment information on behalf of their school(s) in SSOR, OR 
o They can assign the SAT Suite Ordering Role to the School Test Coordinator to complete the 

Org Establishment information in SSOR.
o Option two: If the DAC emailed schools their SSOR Access Manager access code, the Schools can 

assign themselves the SAT Suite Ordering Role to complete the survey of Org Establishment 
information.



Understanding the SSOR 
Managing Access Tool
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Adding the Managing Access Tool for SSOR-Current Users 

• If you already use SSOR, you may need to just 
edit your access to add a new role. Click Edit 
under Manage Access for Managing Access to 
support SAT Suite Ordering and Registration.
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What Does “Managing Access” Mean?

In the Managing Access 
Tool, Access Managers 
can assign roles, invite 
users, and extend or 
revoke user access. 
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Navigating the Managing Access Tool Functions

Use the top left 
tabs to navigate
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Managing Access Tool: The Assign Roles Tab

In the Assign Roles tab, Access 
Managers see individuals with 
College Board Professional 
accounts who already have at 
least one assigned role with their 
organization. 

You can assign them other roles 
here.

If someone is missing, ensure 
that they have a College Board 
account and then use the Invite 
Users tab to give them access.
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Assigning Roles

1. Select a role to 
assign

2. Tick the check-mark 
next to their name

3. Click the blue 
"Assign Role" 
button.

You'll be prompted to 
enter an expiration date 
to confirm that role 
assignment.

1

2

3
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Assigning the SAT Suite Ordering Role
The SAT Suite Ordering Role is required to access the state Organization Establishment process

When assigning roles for Spring 
2026 state-provided testing, select 
the "SAT Suite Ordering" role from 
dropdown menu. 

This is the only role needed to 
complete the org establishment 
process in SSOR for state-provided 
testing.
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Managing Access Tool: The Invite Users Tab

Use the Invite Users 
tab to provide access 
to individuals not 
listed in the Assign 
Roles tab. 

To invite: Provide 
their contact 
information, indicate 
the role assignment 
and expiration date.  

SAT Suite Ordering
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Assigning a Role when Inviting a User

When inviting users for 
Spring 2026 state-
administered testing, select 
"SAT Suite Ordering" role 
from dropdown menu. 

This is the only role needed 
to complete the org 
establishment process in 
SSOR for state-
administered testing.
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Managing Access Tool: The Pending Invitations Tab

On the Pending 
Invitations tab you 
can see, resend or 
cancel any pending 
invitations.



School User Landing Page 
and Information
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School Coordinator Steps to Complete Organization 
Establishment

Once given the SAT Suite Ordering 
role in SSOR via the Access Manager 

tool, the School Coordinator can 
complete the school level steps.

Click into SSOR from your College 
Board professional account, or log 

into SSOR directly:

https://ordering.collegeboard.org 

https://ordering.collegeboard.org/
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School Coordinator Activity: Select State-Provided Testing

After log-in:
1. Select SAT Suite State-

Provided Testing on the 
landing page

2. Then click 'Enter Testing 
Details'
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School Coordinator Activity: Confirm Test Administration

If your school is administering 
multiple tests as part of your state-
provided testing, you can complete 
the validation process for all tests 
at the same time, or each test 
separately by checking or 
unchecking the selection box next 
to the test name.
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School Coordinator Activity: Confirm School Information

The ‘Save and Exit’ option enables returning to complete the process.

Schools will be led through a 
series of questions to provide and 
confirm school information 
needed to establish them for 
testing. 

After providing responses to a 
question click ‘Next’ to move to 
the next question. 
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School Coordinator Activity: Information to Gather in Advance

Schools need to provide the following in SSOR to be established for testing:

1. Estimated number of students to test, per assessment
2. Planned school closures in February – April 2026 (i.e., spring break dates, etc.)
3. School-level testing contact info:

a. Testing Coordinator (primary and up to 5 back ups)
b. SSD Coordinator (primary and back up)
c. Technology Coordinator (primary and back up)
d. Principal

4. Device types expected to be used for testing (i.e. Chromebooks, Windows computers, Macs, etc.)
5. Number of expected off-site test locations
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Step 1: Participation

• Some states have an opt-in 
process – Colorado does not. 
CDE establishes all public 
schools with eligible students 
to test.

• Submitting a request does not 
indicate that an approval from 
CDE would be forthcoming. 

• CDE will follow-up with the 
school regarding their request.
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Step 2: School Information

• This screen displays what 
CDE provided College Board. 

• If there is an error, please 
reach out to CDE. 

• NOTE: School Code is what is 
also known as Attending 
Institution, or AI, code. New 
schools may not have a 
School Code yet while 
College Board creates one for 
them.
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Step 3: Students

• This is information is used for 
planning and readiness 
purposes only. It will not affect 
registration in any way.

• If you do not have students to 
test for an assessment, please 
enter ‘0’.
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Step 4: Testing Dates
• Please provide the first and last 

day of your planned primary 
testing window. If it is a one-day 
event, click the same date twice in 
the calendar pop-up. 

• All testing – including absentees 
and re-tests due to irregularities - 
must be started and completed 
between April 13 – 24. 

• This is purely for informational 
purposes and will not affect Test 
Day Toolkit, SDMS, or Bluebook in 
anyway if something changes with 
your test dates.
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Step 5: Closure Dates

• Due to accommodated 
paper testing, as well as 
other important update 
we may need to 
communicate closer to 
the testing window 
opening, we need to know 
if your school has any 
long closures, such as 
Spring Break. 
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Step 6: Contact
• Provide your school’s 

testing contacts. Once 
a staff member has 
been entered once, they 
will be in the dropdown 
for all other roles, 
eliminating the need to 
type their information 
repeatedly.

• Please note that up to 5 
back-up school test 
coordinators are 
permitted.
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Step 7: Devices

• For planning and support 
purposes only. If your school 
ends up using different 
devices, that will not cause a 
problem with the testing, as 
long as the devices conform 
to the device requirements 
found at collegeboard.org. 

https://bluebook.collegeboard.org/technology/devices/requirements
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Step 8: Other Testing Needs

• Note: This would be a 
rare occurrence. It is 
offered for schools who 
have a religious 
restriction regarding 
technology, or site 
security reasons. 

• The request is not 
automatically approved 
but routed to CDE for 
consideration.
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Step 9: Off-site Testing

• In previous years, off-site requests 
were handled by a webform. Now they 
will be submitted through the SSOR 
establishment process. 

• Schools can request off-sites 
throughout the year in SSOR, and we 
recommend submitting the number of 
off-site testing locations you need prior 
to the test date. 

• Please review the linked Off-site 
Testing Tips document for more 
information about off-sites.
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Step 10: Review

Colorado High School
012345

123 Sesame St.

• Review the information on this 
page. 

• You will have the chance to 
edit/review from the home page in 
SSOR upon submission. 

• If test staff changes, please update 
the information in SSOR as soon as 
possible.

• Staff listed here are provisioned 
with access to Test Day Toolkit and 
State Data Management System 
automatically at the end of January 
2026. 



Creating a College Board 
Professional Account
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Create a College Board Professional Account

Cover Page

• Each individual who requires access to SSOR must have a College Board Professional account (also 
known as a College Board Educator account). 

• If you do not remember if you already have a College Board educator account, or if you have forgotten 
your password, you can use the “professional help” and “unlock account” features to check for an 
account associated with your email address or reset your account login.

• If you do not already have a College Board Educator account, please follow this link to create one.
o Tip: Your College Board Professional account must be set-up using your official school/district 

provided email address.  Personal email addresses may not be used for this purpose.  When 
creating your account, be sure to enter your school or district in the "Where do you work" field.

https://prod.idp.collegeboard.org/oauth2/aus3koy55cz6p83gt5d7/v1/authorize?client_id=0oa3koxakyZGbffcq5d7&response_type=code&scope=openid+email+profile&redirect_uri=https://account.collegeboard.org/login/exchangeToken&state=cbAppDurl&login_hint=&nonce=MTc1NzYwOTExMDkyNw==
https://prod.idp.collegeboard.org/oauth2/aus3koy55cz6p83gt5d7/v1/authorize?client_id=0oa3koxakyZGbffcq5d7&response_type=code&scope=openid+email+profile&redirect_uri=https://account.collegeboard.org/login/exchangeToken&state=cbAppDurl&login_hint=&nonce=MTc1NzYwOTExMDkyNw==
https://cbaccount.collegeboard.org/professional/smartRegister?appId=319&DURL=https%3A%2F%2Fsatsuite.collegeboard.org%2Fhelp-center%2Fssor-schools
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