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Agenda

O What is it?

O Who uses it?

O Emails sent by Guide CX

O How do | access it?

O What does test day staff need to do with it?
« Working with tasks
» Mark task status

O Reassigning tasks

O Change user notifications

0 Common Issues and Questions
» Forgot Password
* View As
« Resend an invitation email
* Troubleshooting tips
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What 1s 1t?

It is a project planning tool that sends emails to
primary test coordinators in advance of the due
date for key tasks.

It also contains self-reporting tools within the
emails that enable coordinators to inform College
Board how they are progressing on tasks.

If a state administers more than one assessment,
and a school has more than one primary test
coordinator (such as a different coordinator for
SAT versus PSAT 10), then the school may have
more than one checklist, as tasks can only be
assigned to one person at a time.
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Hi Jenn

RIDE and College Board are hosting an in-person werkshop and webinar for SSD
coordinators. This session provides information to help schools apply for and
prepare to administer the SAT and PSAT 10 to students with accommodations
and supports. Topics include test dates, staff responsibilties, SSD deadiines. how
to enter accommadation requests in SSD Online, EL Supports, and viewing
accommodations in Test Day Toolkit for the RIDE SAT and PSAT 10
administrations.

In-Person Session: Tuesday, December 10, 2024
Webinar- Monday, December 16, 2024

All webinars will be recorded and archived at the Rhode Island Assessment page
for on-demand access.

The training calendar with the registration links and location information can be
found here: hitps://ride ri govimedia/36296/download

Once you have registered yourself and/or other staff for training, please mark this
task as complete.

If you have any questions, we're here to helpl
The Rhode Island College Board Field Team

Email RISCHOOLDAY@collegeboard org
Phone: 866-609-2205
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Who uses 1t?

« All school primary test coordinators are assigned the
tasks.

« School primary test coordinators may delegate tasks
to other school staff, but only primary test
coordinators are assigned.

O

College Board has invited you to RIDE Spring 2025
School Day - BeldaWolf HS - 123456

Greetings!
‘Welcome to the 2025 RIDE SAT / PSAT 10 Interactive Checklist for Coordinators!
In the lead-up to test day, you'll receive messages like this one. This interactive checkdist is designed to

help you stay on track and support you as you administer the RIDE-sponsored SAT and PSAT 10 tesfing
this spring. Over the coming months you will receive emails alerting you to key tasks.

Each task comes with a completion deadline to help you manage your schedule.

VWhen you mark a task as ‘complete’ it lets us know you're on track.

When you mark a task as ‘in progress’ it lets us know you're working on it. We will send you a
friendly reminder should a task sfill be in progress the day before it's due.

If you're having trouble completing a task, just select ‘I'm stuck to let us know you need
assistance and add a brief description of the difficulty you're having. The College Board State
Customer Support Team will reach out.

Each task email will include directions for that task and any relevant links or documents you will need
“ou can also find important documents at the RIDE assessment page: hitps:/iride ri_govfinstruction-
assessment/assessment/psat-and-sat

You will receive your first task notification email soon. To see the overall plan, click on the blue “View
Project Overview” button at the bottom of this email.
Bookmark the link to your project overview for easy access.

Thank you for all you dol
The Rhode Island College Board Field Team

RISCHOOLDAY @collegeboard.org
866-609-2205

View Project

GUIDE™
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LLaunch Email

 Test Coordinators will receive an email from their state’s inbox
launching the Interactive Checklist in the coming weeks.

« By default, primary Test Coordinators are assigned all tasks in the
project. The Test Coordinator may then reassign tasks to relevant
test day staff, if desired.

 |If you did not receive the welcome email, please check your
spam/junk folder.

« |f you didn't receive the email, and you are listed in SSOR as the
primary test coordinator for spring 2026 testing, please contact
your state’s College Board Customer Support.

College Board has invited you to RIDE Spring 2025
School Day - BeldaWolf HS - 123456

Greetings!
Welcome to the 2025 RIDE SAT / PSAT 10 Interactive Checklist for Coordinators!

In the lead-up to test day, you'll receive messages like this one. This interactive checkdist is designed to
help you stay on track and support you as you administer the RIDE-sponsored SAT and PSAT 10 testing
this spring. Owver the coming months you will receive emails alerting you to key tasks.

» Each task comes with a completion deadline to help you manage your schedule.

» When you mark a task as ‘complete’ it lets us know you're on track.

» When you mark a task as ‘in progress’ it lets us know you're working on it. We will send you a
friendly reminder should a task fill be in progress the day before it's due.

= |fyou're having frouble completing a task, just select I'm stuck’ to let us know you need
assistance and add a brief description of the difficulty you're having. The College Board State
Customer Support Team will reach out.

Each task email will include directions for that task and any relevant links or documents you will need.
You can also find important documents at the RIDE assessment page: hitps:/ride.n.goviinstruction-
assessment/assessment/psat-and-sat

You will receive your first task notification email soon. To see the overall plan, click on the blue “View
Project Overview™ button at the bottom of this email.
Bookmark the link to your project overview for easy access.

Thank you for all you do!

The Rhode Island College Board Field Team
RISCHOOLDAY @collegeboard. org
866-609-2205

View Project

[E GUIDE~
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Project Overview Email

Each Monday morning all assigned team members receive a
project overview email.

In this email you will see:

* Project completion: Informs you how far along you are with
your tasks. This percentage could change if more tasks are
added to the plan.

« Upcoming tasks: These are active tasks you should be
working on, along with their due dates.

« Overdue tasks: These are tasks you havent completed but
which were already due, along with their due dates.

If you completed a task, it won't appear on the project overview
email. If you are all caught up and on track, you may receive an
email that doesn’t show any upcoming or overdue tasks.

Your overview for Colorado Spring 2024 SAT
and PSAT Testing — Kupper High School

Project Manager: College Board’s Colorado Support Team
ColoradoSchoolDaySupport@collegeboard.org

Status: On Time
Complete: 35%
Forecasted End Date: April 26, 2024

Current Tasks with Upcoming Due Dates:

Submit College Board-Approved Accommodations
Requests
Jennifer Jones 2/16/2024

Submit EL Time and One-half Support Requests
Jennifer Jones 3/1/2024

Submit State-Allowed Accommodations
Jennifer Jones 3/1/2024

Overdue Tasks:

Review existing accommodation approvals in SSD
Online for your school and update as necessary
Jennifer Jones 1/26/2024

View Project Overview

You received this email because someone you know Invited you to collaborate on a project.
Update your email preferences or unsubscribe. View our Terms of Service.

GUIDE™
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How do I access 1t?

GUIDE®™

Account Login

Use your email address to access your project(s)

» GuideCX created a custom domain for College
Board — https://collegeboard.guidecx.com

Email

« School Test Coordinators can click ‘View Project’ in
the email to login to GuideCX directly.

Enter your emai

Next

Continue with S50 Resend Invite

6 CollegeBoard
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What does Test Day Staff
Need to Do?

« We designed this interaction as a low-effort tool to proactively
engage with the primary coordinator at a school.

« The biggest thing we ask the coordinator to do is to mark the
tasks complete when they receive the emails asking their status,
or if they need help, to mark that task as stuck.




Task Email View

The person assigned the task will receive a custom task
notification email with directions and attachments/links for
relevant documentation to complete the task. By default, all
primary test coordinators will be assigned to all tasks.

Through this email, the person assigned the task will
provide a status update: Done, In Progress, or Stuck.
Clicking the stuck button will send an email to the state’s
College Board Support inbox, opening a support ticket with
College Board Customer Service.

If the person assigned the task hasn't provided a status
update for a task, they will receive a task reminder shortly
before the task is due.

No login is required to mark tasks complete, in progress, or
stuck in a task email.

© CollegeBoard () | RIDE 5

Hi Jenn,

RIDE and College Board are hosting an in-person workshop and webinar for SSD
coordinators. This session provides information to help schools apply for and
prepare to administer the SAT and PSAT 10 to students with accommodations
and supports. Topics include test dates, staff responsibilities, SSD deadlines, how
to enter accommeodation requests in SSD Online, EL Supports, and viewing
accommodations in Test Day Toolkit for the RIDE SAT and PSAT 10
administrations.

In-Person Session: Tuesday, December 10, 2024
Webinar: Monday, December 16, 2024

All webinars will be recorded and archived at the Rhode Island Assessment page
for on-demand access.

The training calendar with the registration links and location information can be
found here: https:/iride ri. gov/imedia/36296/download

Once you have registered yourself and/or other staff for training, please mark this
task as complete.

If you have any questions, we're here to help!
The Rhode Island College Board Field Team

Email: RISCHOOLDAY @collegeboard.org
Phone: 866-609-2205

Update task status:

Mark as Done » Mark as Stuck

» Mark as In Progress

Add Mote via Email

View Task Attachments

6 CollegeBoard




Working with Tasks

‘ Mark as Done ‘

Task Completed!

©

Plan for Test Day Staff and
Testing Rooms

Great work on completing this task. We'll let your project
manager know.

RIDE Spring 2025 School Day - BeldaWalf HS - 123456

‘ » Mark as In Progress

o Mark as Stuck

Once a task is marked as
Done, this pop-over will
appear. Reminder emails for
this task will cease.

In Progress

C)

Plan for Test Day Staff and
Testing Rooms

We'll let your project manager know that you've started

working on this task.

RIDE Spring 2025 School Day - BeldaWolf HS - 123456

Once a task is marked as In
Progress, this pop-over will
appear, and reminder emails
will continue to be sent until

the task is marked complete.

Provide a quick description to your Project Manager of what is keeping
you from moving forward

Description...

Once a task is marked as Stuck, this is the
screen that appears. Please add your name, Al
Code, and brief description of your issue to
this pop-up and then an email is sent to
College Board Customer Service. You will
continue to receive reminder emails until this
task is marked complete.

6 CollegeBoard
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Project Plan

 If you click View Project at the bottom of the welcome and task reminder emails, you will see
the Project Plan, which is a list of your tasks in chronological order. This is where you can
interact with the tasks, such as reassigning them to another member of your test day staff,
within the Project Plan.
https://collegeboard.guidecx.com

RIDE Spring 2025 School Day - BeldaWolf HS - 123456

Today HMoles Attachments
Update task status: —
Hi Jenn
Mark as Done Mark as In Progress Mark as Stuck ) You have D tasks due this week
Add Mote via Ema
View Task Attachments Register for Test Coordinator Register for and Attend the SSD Critical: All Staff Must Update
Overview Training Coordinator Overview College Board Educator Accounts
¥iant to receive this notification via an SMS message? Click here to 344 youwr phone number and opt
inte 3MS nodifications via your GUIDEcx profile pags icotsgenonrs () RIDEEES
Hi Jenn, HiJenn, Hi Jenn,
_ ] RIDE and College Board are hosting two in-person and two RIDE and College Board are hosting an in-person workshop All test day staff must have an updated College Board
View Pl'lilﬂ(:t virtual fraining sessions for School Test Coordinators. This and webinar for 55D coordinators. This session provides Educator account fo access important test day tools necessary
J session provides defails about SAT and PSAT 10 test day information to help schools apply for and prepare to administer to administer spring RIDE SAT and PSAT 10, such as Test Day
preparafion, test administration, policies and procedures, the SAT and PSAT 10 to students with accommodations and Toolkit, State Data Management System, and online fraining
deadli and an for Q84 All fest supports. Topics include test dates, staff responsibilities, SSD Users with an existing College Board Educator account should
December 04 December 06 December 20 Working on it v
GUIDE™
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Reassigning Tasks

The Test Coordinator may assign tasks to any other
member of the project team at their school by selecting
the task details.

In the Project Plan, click on the task you want to
reassign.

Click on the right "Assign New User" button to re-assign
the task to a new member of the team. This person can
be a new member of the project team; by entering their
email, they will receive an email welcoming them to the
project and the task assignment email.

Note: The coordinator must be logged in to GuideCX to

reassign tasks; this cannot be done from the task email.

Once the task is reassigned, the test coordinator will
not be able to see that task in their view.

® Not Started

Complete Post Test Day Activities

Dear Kate,
Thank you for your preparation to ensure your students experience a smooth test
administration.

Please ensure you have completed the tasks below after testing:

selecting the Submit Answers button on their homepage no later than the following day after
testing.

« Collect materials from proctors such as scratch paper and seating charts (if used).
Securely store materials for 30 days after testing, then destroy (shred or otherwise render
unreadable).

« Review Irregularity Reports submitted by test day staff and submit to College Board in
Test Day Toolkit. Print copies of the Irregularity Reports and store for your records.

« Reschedule testing for students who were absent or who require a retest due to an
irregularity.

Once post-test day activities are done, please mark this task as complete.
If you have any questions, we're here to help.

The New Mexico College Board Customer Support Team
nmsat@collegeboard.org | 866-499-6154

« Ensure all students’ answers have been submitted. Students who experienced an iss Kate Morlock
on test day should be assisted by logging into Bluebook on the same testing device and

X
Due
Today
Nov 7, 2024

Assigned to ™

+ Assign New User

Field Team

Milestone

Testing Window

Priority

Medium

Start Date
Thu, Nov 7, 2024

Sensitive Data Policy

6 CollegeBoard

13



Reassigning Tasks, cont.

e Not Started e

Complete Post Test Day Activities Mot Started v

Tasks can be reassigned
before they have started, while

Dear Kate

s Due
Thar.lk.you Tor your preparation to ensure your students experience a smooth test Today Due th ey a re I n p rO g reS S, O r a fter
administration. Nov 7, 2024 Today

Assigned to ™

completion.

MNov 7. 2024

Assigned to ™~

Please ensure you have completed the tasks below after testing:
Kate Morlock

« Ensure all students’ answers have been submitted. Students who experienced an issue
on test day should be assisted by logging into Bluebook on the same testing device and
selecting the Submit Answers button on their homepage no later than the following day after

+ Assign New User

Kate Morlock

testing. Field Team
» Collect materials from proctors such as scratch paper and seating charts (if used). Milestone + Assign New User o X
Securely store materials for 30 days after testing, then destroy (shred or otherwise render Testing Window ~+
unreadable). Field Team
« Review Irregularity Reports submitted by test day staff and submit to College Board in Priority . Add a new user and reassign tack
Test Day Toolkit. Print copies of the Irregularity Reports and store for your records. Medium Milestone
« Reschedule testing for students who were absent or who require a retest due to an Testing Window
imregularity. Start bate First Name Last Name
Thu, Nov 7, 2024
Once post-test day activities are done, please mark this task as complete. - |
mai

Sensitive Data Policy
If you have any questions, we're here to help.

The New Mexico College Board Customer Support Team
nmsat@collegeboard.org | 866-499-6154

GCollegeBoard 14



Setting Notification
Preferences




Setting Notification Preferences

User Details b

© | College Board  : Users can adjust their notification
ate Morlock General Notifications Emai X\\;SD Mobhile Settl ng S )

KM _ i ‘ Milestone completed

kate morlackd @amail ¢
Kate.moriock1@gmail.c

@ Setings | « Upon logging into GuideCX,

e click the 3 dots menu in the
e upper right corner of the left
hand navigation panel and then
: click Settings.

Task Due Email Reminders

' [ Logout

* In the Notifications area, you
can adjust the settings to meet
your preferences.

Unsubscribe from all emails system wide

6 CollegeBoard



Common Issues and
Questions

And Troubleshooting Tips



Forgot Password?

Visit collegeboard.guidecx.com and click Forgot Password?

GUIDE“

Forgot your password?

Mo worries, enter your email address and we'll send you
reset instructions.

Email *

Jennbelda@gmail.com

l Reset Password I

Back to Login

Reset Password

f that email address is in our database, we
will send you an email to reset your
password

Hello Jenn!

Someone has requested a link to change your password. You can do this through

the link below.

(=)

6 CollegeBoard
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Troubleshooting tips

1. ldidn’t get the welcome email — how do | get it resent?
«  Check your spam/junk folder — sometimes firewalls block these
kinds of emails.
«  Contact CB Customer Support to have the email resent.

2. | am not getting any emails from Guide!
«  Confirm these emails are not going to your spam/junk folder.
«  Contact CB Customer Support to have a test email sent.

Projects

Plan MyTasks [Messages Notes Team Attacl

CO Spr 25 SAT
Suite | ASPEN
HIGH SCHOOL |
60060

College
ssCCAggLAE BO CS JP WF JR

& CO Spr 25 SAT Suite | ASPEN HIGH SCHOOL | 60060

@chuckjohnson tagging you

hments  Activity Log  Actionltems  Custom Fields

@ Ssend Internal

6 CollegeBoard
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Clear cache and cookies




Clear cache and GUIDEcx X  +

cookies
How to clear your cache and > e: pp.guidecx.com/authflogin?redirect-to=%2

cookies for GUIDEcXx specifically:

Select the kabob menu on
the left of your GUIDECcXx .
URL (see screenshot at right) app.guidecx.com X 2

Select "Cookies and site data"

E] Connection is secure > N

@ Cookies and site data > b

61 Site settings [4 S5
. |

GCollegeBoard 21



Clear cache and
cookies, cont.

Select "Manage on-device site
data" (see screenshot)

25 app.guidecx.com/auth/login?redirect-to=%2F

& Cookies and site data X I

app.guidecx.com

Cookies and other site data are used to
remember you, for example to sign you in or
to personalize ads. To manage cookies for all
sites, see Settings.

& Manage on-device site data 4
No sites allowed

6 CollegeBoard
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Clear cache and
cookies, cont.

You will see a pop up
appear (see screenshot)

Click all trash cans that appear!

Click Done and Reload your
page.

On-device site data

To improve your visit, sites often save your activity — often to your

device. Manage site data

Data from the site you're visiting

A site might save your preferred language or items you want to

buy. This info is available to the site and its subdomains.

app.guidecx.com

@ guidecx.com

Done

6 CollegeBoard
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