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Agenda
 What is it?
 Who uses it?
 Emails sent by Guide CX
 How do I access it?
 What does test day staff need to do with it?

• Working with tasks 
• Mark task status

 Reassigning tasks 
 Change user notifications
 Common Issues and Questions

• Forgot Password
• View As
• Resend an invitation email
• Troubleshooting tips
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What is it?

• 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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Who uses it?
• 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.
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Launch 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. 

• If 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. 

Login to GuideCX: https://collegeboard.guidecx.com 

https://collegeboard.guidecx.com/
https://collegeboard.guidecx.com/
https://collegeboard.guidecx.com/
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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 haven’t 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
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How do I access it?

• GuideCX created a custom domain for College 
Board – https://collegeboard.guidecx.com

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

https://collegeboard.guidecx.com/


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. 
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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.
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Working with Tasks

Once a task is marked as 
Done, this pop-over will 

appear. Reminder emails for 
this task will cease.

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.

Once a task is marked as Stuck, this is the 
screen that appears. Please add your name, AI 

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.
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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 

https://collegeboard.guidecx.com/


Reassigning Tasks
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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.
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Reassigning Tasks, cont.

Tasks can be reassigned 
before they have started, while 

they are in progress, or after 
completion.



Setting Notification 
Preferences
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Setting Notification Preferences

Users can adjust their notification 
settings. 

• Upon logging into GuideCX, 
click the 3 dots menu in the 
upper right corner of the left 
hand navigation panel and then 
click Settings.

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



Common Issues and 
Questions

And Troubleshooting Tips
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Forgot Password?
Visit collegeboard.guidecx.com and click Forgot Password?
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Troubleshooting tips

1. I didn’t get the welcome email – how do I 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. I 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. 



Clear cache and cookies
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How to clear your cache and 
cookies for GUIDEcx specifically:
Select the kabob menu on 
the left of your GUIDEcx 
URL (see screenshot at right)
Select "Cookies and site data"

Clear cache and 
cookies
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Select "Manage on-device site 
data" (see screenshot)

Clear cache and 
cookies, cont.
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You will see a pop up 
appear (see screenshot)
Click all trash cans that appear!
Click Done and Reload your 
page.

Clear cache and 
cookies, cont.
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