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Your Interactive Checklist 1

The Interactive Checklist is a new tool to help members of the School Testing Team keep

track of the important tasks that need to be completed for students to be able to test
successfully in the Spring.

There are a few things to know about your checklist:
* Your checklist is specific to you and your school's administration.
* You can see an overview of all your tasks in your project plan. (More details on slide 5.)
* You can interact with the checklist via task notification emails by clicking the buttons.
(More details on slide 6.)
« Some staff may only want to use the emails and not the project plan view — that’s ok!

* You will receive a project overview email each week so you know what you should be
working on and what'’s overdue. (More details on slide 11.)
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Your Interactive Checklist 2

« You will only see the tasks for the role(s) you fill on your School Testing Team. For
example:
 |f you're the School Test Coordinator, you will only see Test Coordinator tasks.
 |f you're both the School Test Coordinator and the SSD Coordinator, you will see tasks
for both roles.
 If you fill a role at more than one school, you will receive a checklist for each school. For
example:
 |f you are the SSD Coordinator for two schools, you will receive two checklists. One will
have the SSD Coordinator tasks for one school, and the other will have the SSD
Coordinator tasks for the other school.

« All emails for the interactive checklist come from scpm@collegeboard.orq
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Welcome Email

College Board has invited you to Ohio Spring 2024 SAT Testing —
Kupper High School

Welcome!

In the lead-up to test day, you'll receive messages like this one. This interactive checklist is designed to

Test Coordinators, SSD Coordinators, and

. . . help you stay on track and support you as you administer the Colorado-sponsored SAT and PSAT
TeCh n O | Ogy COO rd I n ato rS WI | | rece Ive a tesfi'nyg this ;pring. Over the c:::;ir'ngymc:-n'fh;r you will receive emails alertinpg you to key tasks.
Welcome emai I' g ivi n g th em aCCGSS -to -th e + Each task comes with an estimated completion time to help you manage your scheduls.

» When you mark a task as ‘complete’ It lets us know you are ready for your next task. You can

_to _the | nteractive CheCkl i S_t the fi rs_t Week Zitiizz:no;;.;r::acetn meet deadlines. We will also send you a frizndly reminder should a task

» [f you're having trouble completing a task, just select I'm stuck’ to let us know you need

Of \J a n u a ry, assistance, and our customer support team will reach out.

From this email, you can access your

. . . ll .
project plan by clicking on the “View o . | .
You will receive your first task notification email tomorrow morning, December 61 We will be adding tasks
P roj eCt" b u-t-to n to your administration plan over the coming months. To see your plan, click on the blue “View Project

Qvervisw” button at the bottom of this email. Bookmark the link to your project overview for easy
access.

The Ohio Customer Support Team
866-609-2205
OHSAT@collegeboard.org
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Project Plan ViewA

After clicking “View Project”, you will see
the Project Plan for your role(s).

. , Ohio Spring 2024 SAT — Kupper HS
 QOverdue tasks are outlined in red.

« Complete tasks are outlined in green. ©

« Open tasks are outlined in grey. ————— A e

» |f you can't start a task yet, you'll see Cosriaions Coarnann e e e
a(D)symbol. They appear for your o o
awareness, but there’'s no action to e —— s
take at that moment. == ' o —

* You can update task status using the [
button at the bottom of the task card.

If you want to see more information

about a task, click on the task card.

We will add tasks to your plan over the We recommend you bookmark your project plan for easy access.

coming months. When we do so, your
plan view will update.
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Detailed View of Task Card

If you click on the task card, you will
see detailed information about that
task.

This includes:

 Instructions for completing the
task;

 Links that may be needed;

» Deadline for task completion;

 Status button, to update task
status.

F
o Not Started

Overview Webinar for School Test Coordinators

Hi Adrienne |

« If you attended one of the live webinar sessions, please mark this task as complete

If you have any questions, we're here to help!

Thanks!

The Ohio Customer Support Team
866-609-2205
OHSAT@collegeboard.org

Attachments

Comments

X

Not Started v

December 15

Assigned to ™

Adrienne Customer
Project Guide

College Board's Colorado
Support Team

Milestone

Introduction

Dependency

Send Overview Webinar for
TC coordinator task-12/6
Priority

Medium

Start Date

Tue, Dec 5, 2023

o

g‘

6 CollegeBoard



Task Notification Email

You will receive a custom task notification email
for each task need to complete. The email
includes directions and relevant links.

Through this email, you will provide a status

update -- done, in progress, or stuck.

« Marking a task as done lets us know you're
finished with that task.

« Marking a task as in progress lets us know
you're working on that task.

« Marking a task as stuck lets us know you need
help.
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Your task assignments for Ohio Spring 2024 SAT —
Kupper High School

Overview Webinar for SSD Coordinators
Due On: Friday, Dec 15, 2023

Task Instructions:

Hi Adriennel

CDE and College Board hosted Overview \Webinars for 55D Coordinators in late
November.

» Ifyou attended one of the live webinar sessions, please mark this task as
complete.

If you have any questions, we're here to help!

The Ohio Customer Support Team
866-609-2205
OHSAT@collegeboard.org

Update task status:

Mark as Done

@ Mark as In Progress e Mark as Stuck

Add Mote via Emai

View Task Attachments




When You Are Stuck

When you mark a task as stuck, you'll see a pop-
up where you'll be asked to tell us more about the
difficulty you're having. Providing this information
will help us provide you with targeted support.

Once you click “Mark Task as Stuck,” a support

ticket will be opened with the Ohio Customer
Service team.

Mark Task as Stuck

TaskMame: Overview Webinars for SSD Coordinators
Assignee: Adrienne Kupper

Desn:rlptlon: Ohio and College Board hosted Overview Webinars for SSD Coordinators in late November.
If you attended one of the live webinar sessions, please mark this task as complete.
If you did not attend one of the live webinar sessions, please watch the recording

available in the Ohio Resource Repository. After you have viewed the recording, please
mark the task as complete.

If you have any questions, we’re here to help!

Provide a quick description to your Onbearding Guide of what is keeping you from
mawing forward..

Message

6 CollegeBoard




Task Due Date Reminder Emails

If you haven't completed a task, you will receive a
task due date reminder email the day before the
task is due. In that reminder email, you can
update the status of the task.

If you haven’t completed a task by the due date,
you will receive another reminder the day after the
task is due. You can also update the status of the
task in the overdue reminder email.

Reminder for task: Overview Webinar for SSD Coordinators

Due: December 15, 2023
Description:

Please complete the “Overview Webinar for SSD Coordinators” task. Please update the task status
to “Done” when you are finished of let us know need help by clicking “Stuck.”

Project: Ohio Spring 2024 SAT — Kupper High School

oo e
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Collect Feedback

When you've completed specific tasks, we may
ask for your feedback. We will use this feedback
to make changes to the task process.

We want to know about your experience!

 Click on the face to quickly let us know how
satisfied you were with completing that task.

 If you'd like to tell us more, use the text box.

« When you're done, click submit so your
feedback gets sent to us.

Submitting EL time and one-half requests was a
major milestone that you completed!

How satisfied are you with your experience so far?

@ &

Vier , . e
Y Unszatisfied WNeutral Satisfied N
Unsatisfied Satisfied
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Project Overview Email

Each Monday you'll receive a project overview email. In

this email you will see:

* Project completion percentage: this lets you know
how far along you are with your completed tasks.
This number will change as we add more tasks to
your plan.

- Upcoming tasks: these are tasks that 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 your project
overview email. (If you're all caught up, you may
receive an email that doesn’t show any upcoming or
overdue tasks.)

\¥

Your overview for Ohio Spring 2024 SAT -

Kupper High School

Project Mamager- Coleqge Boands Chio Support Team
OHEA T ool ke board g

tabac: On Tz

Comnplets: 35%

Forecacted End Date: Apd 26, 2024

Currant Tacks with Upooming Dus Dedsc:

Bubmit Collage Ecard-Approved Ascommmodations
RAsgquashs

Jennifer Jones 2165024

Eubmit EL Tima and Ona-half Support Reguscic
Jennier Jones 312029

Bubmit Btata-sllicwed Aooommodations
Jennier Jones 3112024

Ovardus Tacke:

Revies sxiciing sesommaodation approvals in 380
Omilins for wour sohcal and updats as naosccary
Jennier Jones 17287024

L] Gune -
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