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SAT School Day

Primary

Accommodated

Makeup

March 2

March 2- 15

March 23

April 13

April 13 — 26

April 26
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The Bulk
Registration File

Bulk registration allows districts, community schools, and nonpublic

schools to pre-identify students electronically and securely for the SAT
School Day administration.

The bulk registration file helps report accurate student accounting back
to the Ohio Department of Education and creates the following:
* The order for any testing materials that will be sent to the school
° Pre-ID labels that will be affixed to the student’s answer sheet

Accountability
Reporting

Bulk
Registration
File

Material order Pre-1D labels
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The Bulk
Registration File

Districts/community schools/non-public schools administering the
paper/pencil SAT will submit 1 file:

« 1stFile: REQUIRED
» Purpose: Create an initial paper/pencil material order and pre-ID
labels.

If you are a multi-high

S(,:hO()l dlS’[I’I(.:’[, the file « Students can still test if they were not submitted in a registration

will be submitted at a file, they will just bubble in all required information on their answer

district-level, not for each sheet.

school  Additional registration files will not be submitted for the makeup
' dates.

* In order to obtain test books for any of the makeup dates, a
makeup survey will be sent to coordinators.

Department
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The Bulk Registration File
Deadlines

It is IMPERATIVE that the files are received before the deadline.

Please be aware if you go to the
College Board’'s website about
bulk registration, dates you find
may not be applicable to the
Ohio-provided SAT School Day.
Refer to these dates listed here

March 2 April 13

Administration Administration

Tool opens January 3, 2022 January 3, 2022

that ific to Ohio SAT
atare Ss%%cc;c;ngy © File Due January 10,2022  February 3, 2022

© CollegeBoard COhlo | <o 6



Makeup Survey
Deadlines 2022

DO NOT hold test Deadline to respond

materials from one test to makeup survey March 4
date to use on another.

Students can ONLY use

test books applicable to
that test date otherwise
scores will be invalidated.

Deadline to respond
to makeup survey April 15

e Department
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Do not place orders in
College Board’s
National or District-
Paid-for sites. Place
orders in Ohio’s
State-Funded SAT
School Day site
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Preparing the File

To access the templates and file
specifications:

Goto
https://bulkreg.collegeboard.org

Click Getting Started

No login is required to access the
templates and file specifications

v ©) CollegeBoard

Bulk Registration Tool

Search Q

Bulk Registration and Pre-ID Label Tool

Username *

Username

Password *

Password

Sign In

No Account? Sign Up

Forgot username or Forgot password?

The Bulk Registration and Pre-ID Label tool allows schools, districts, and states to
submit registration information electronically and securely.

For SAT School Day, PSAT/NMSQT, PSAT 10, and PSAT 8/9, this process produces
pre-identification labels to be applied to student answer sheets, eliminating the need
for students to fill in this information on test day.

For SAT School Day, this process completes test registration on behalf of students,
eliminating the need for students to register directly.

Click here to view a tutorial about getting started and uploading your file.

If You Have Questions:

« You can call Customer Service at 1-800-784-1462
« Customer Service hours of operations:
Monday—-Friday: 8:30 a.m.—6 p.m. ET
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https://bulkreg.collegeboard.org/

Preparing the File

File templates in Excel or Comma
Separated Value are available.

Use the Bulk Registration File
Specifications to know about each
field in the template.

Getting Started

Here is what you need in order to create a new request in the Bulk
Registration and Pre-ID Label tool:

File template
« Files must be in MS Excel (Excel 97 or later) or Comma Separated
Value (.csv).

Student data
« Extract the student data that you need from your student
information system.
« Data requirements, including data length restrictions and valid
characters, for each field can be found in the Bulk Registration File
Specifications.

« If you do not know your school's Al Code you can use the following
tools:
» PSAT 8/9, PSAT 10, PSAT/NMSQT Al Code Lookup
* SAT Al Code Lookup

@ CollegeBoard
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Preparing the File

The file specifications will indicate if a
field is required, maximum length, and
valid values for each field.

The required data elements for each Ohio
student includes:

6-digit Al code

SAT Test Administration Indicator
(Enter “Y")

Name

Gender

Date of birth

Grade

Home address

STATE Student ID: SSID
Everything else is optional

FIELD-LEVEL SPECIFICATIONS

FIELD NAME

MAXIMUM
LENGTH

REQUIRED FIELD?

VALID VALUES

NOTES

Al CODE

PSAT B/ TEST
ADMINISTRATION
INDICATOR

PSAT 10 TEST
ADMINISTRATION
INDICATOR

6

Yes

Yes for PSAT 8/9
No for PSAT 10,
PSAT/NMSQT, SAT

Yes for PSAT 10
No for PSAT 8/9,
PSAT/NMSQT, SAT

Numeric values (0-8)

Y.y=Yes N.n=No

Yy=Yes N.n=No

Attending Institution (Al) Code
Printed on Pre-ID label
Unique identifying number for schools

If fewer than 6 numbers provided,
system will fill with leading zeros.

Al Codes can be looked up here for
PSAT™ 8/9, PSAT™ 10, PSAT/NMSQT™:
https:/lordering.collegeboard.org/
testordering/publicSearch

For SAT:

https.//collegereadiness.collegeboard.
org/k-12-school-code-search

Indicator if the student registration
is for a PSAT 8/9 test.

A PSAT B/9 event must also be
selected during file submission

Note: Each student must have at least
one test administration incdicator
selected. More than one may be
selected, with the exception of PSAT 10
and PSAT/NMSQT.

Indicator if the student registration is
for a PSAT 10 test.

A PSAT 10 event must also be
selected during file submission,

Note: Each student must have at least
one test administration indicator
selected. More than one may be

selected, with the exception of
PSAT 10 and PSAT/NMSQT.

6 CollegeBoard

Ohio

Department
of Education

12



Preparing the File

The bulk registration template allows
for 3 different student ID numbers to
be submitted:

School Student ID (optional)
District Student ID (optional)
State Student ID (required)

State Student ID is REQUIRED and
must be a valid SSID.

SCHOOL 30
STUOENT O
NUWVBER

DISTRCT 30
STUDENT D
NUMSER

STATE
STUDENT IO
NUMSER

Yes for some
SAY 5o Note|

No for PSAT 89,

PSAT 10
PSATNVSOT

Yo for some
SAT {soe Note)

No for PSAT 85,
PSAT 10,
PSATNMSOT

Yos for pome
SAY (noe Nota|

No for PSAT 88
PSAT 10
PSATINMSOT

Alpra values
AL o-2}

Numeric
valuos (0-0§;

No embedded
“HICeS

Alpha vakes
AL a-2d

Numevic
vatues (0-94

No erredded
oo

Alpha valoes
AL, a2k

Numenc
values (0-59

No embedded
Moy

NChuding one Or more
Student 1D wil imgrove the
abety %o match the student
with existing records,
Barefiling you and your
stuchents. Vakues greater
than 15 chamctens may
ot Do inciuded in Colege
Board repons. The bat
o St are printed on
peo-iD Bbel

SAT School Doy contracts
may require Student 1D

InChuding a student 1D will
ampeowve the abiity to match
e stucdont with aasting
recoras. benediting you and
your students. Valuos
groator han 15 charactors
mary not be included n
Colage Bosed eports. The
st four gt e prndod on
pre-iD lnbel

SAT School Doy comaces
may reguire student ID

nchxing o stuciont 10 wil
rerove the bty to match
The SILCeNT With existing
soconcts, Denofting you and
your studerts. Viekes
groater than 15 charactorns
may not be included n
College Bogwd reports The
st four dhgrts ane privded on
pro-1D bl

SAT Schodl Dy continces
may soquire stuclent 1D
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Preparing the File

If your students do not have
valid SSIDs, contact Michael
Reiser at ODE
(Michael.Reiser@education
.ohio.gov) for information
on how to obtain them.

In the State Student ID Number field, the use of a student’s
State Student ID (SSID) is required by the Ohio Department of
Education.

® Avalid SSID for each student contains 2 letters and 7 digits.

6 CollegeBoard
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Preparing the File

Date of Birth
® Must be in MMDDYYYY format (8 numbers are required without extra

characters)
MAXIMUM '
FIELD NAME LENGTH REQUIRED FIELD? VALID VALUES NOTES
DATE OF BIRTH 8 Yes MMDDYYYY format Student Date of Birth

Printed on Pre-1D label

Date must be valid and cannot be the
current or a future date. If 7 numbers
are provided, system will inserta
leading zero and generate a warning.
Warnings do not stop the data from
being processed.

If 7 numbers are provided, system will insert a leading zero and generate a warning in the system.

Department 15
of Education
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State users should not
use Clever as not all
data required is
passed down.

© CollegeBoard Ohio | 2ezerment 16
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Using the Tool

Bulk registration coordinators need Access codes are required to use the bulk registration tool.

a College Board professional ® Codes may not be active until the window opens the week of January 3,
account to access the tool. 2022.

If you don’t have an accouqt, goto ® Codes will be emailed to the bulk registration coordinator (with a cc: to
www.collegeboard.org to sign up for the test coordinator) that was identified in the information submitted to

one. If you already have one, you College Board by the school or district in October.
don’t need a new one.

© CollegeBoard Ohio | Bezerment 18


http://www.collegeboard.org/

Usin 0 the Tool: My College Board Professional Account

Logging In

My Tools And Services

Tool or Service My Role Expires” Qﬂanage Access
AP® Teacher Community P NIA N/A
. . ) College Board Institutional Ordering » N/A N/A

When logging into your professional S _ , ,
Test Administration Training for the SAT Suite of Assessments b N/A N/A

account and you do not have Bulk

Reg|stra‘t|on and Pre-'D ‘tool ||S'ted under *Dates in red are close to expiring. Select Edit to update.

My Tools and Services, you will need to Manage Partner Applications

Manage College Board parter sites and applications that you share your data with.

use the access code.

Add Additional Tools And Services
~ Recommended Tools and Services

We've selected these tools and services based on your job function of Teacher (non-AP). Edit my profile

» ReadiStep™ Summary of Answers and Skills (SOAS) Reports Get Access

SCI’O” tO the bOttom under Add » SpringBoard® Online Get Access
Additional TOOIS and SerViceS and v SpringBoard® Online Training Site Get Access

expand the list under K-12. -----------m-mmmmmmmmmmmmomomoooes

» Higher Education

» General

Department 19
of Education
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Using the Tool:
Get Access

Once K-12 is expanded, many options
are available.

Next to Bulk Registration and Pre-ID
Label Tool, select Get Access. ------------=-=mmmmmmmmaee-

~ K-12

» AP Class and Roster Management Get Access
» AP Digital Portfolio Get Access
» AP Portfolio Scoring Get Access
» AP Potential™ Get Access
» AP Registration and Ordering Management - Pilot Use Only Get Access
r APB Course Audit Get Access
» AP® Insight Request Access
r AP® Online Reports Get Access
» AP® Ordering Get Access
--+ Bulk Registration-and Pre 1D Label
r K-12 Assessment Reporting Request Access
» SAT® Registration Report Get Access
b 55D Online - Disabilities Accommodation Management Get Access
b SpringBoard® Online Community Request Access

¢ Test Ordering Get Access

6 CollegeBoard
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Using the Tool:
Access Code

Get access to Bulk Registration and Pre-ID Label Tool

14 back

Bulk Registration And Pre-ID Label Tool Enrollment Information

Select the professional
organization that matches the
organization name that you were

Here's how you get access to Bulk Registration.

First, select your organization. If you told us where you work, your organization is already selected. If you did not tell us where you work or you wish to access Bulk

given in the email containing your Registration for a different organization, search for and select your organization. Then supply the access code for your organization.
access COde. If you have not received an access code, please call 1-800-784-1462 (toll free in the United States and Canada) for assistance.

It may be your district name Provide your access information Your access

but could also be your school's | usaree opmiznion —potion |exprtionoee

This is to narrow your choices
name.
Finished
Enter the 6-character access code Professional Organization:
you received in the email. start typing
. Access Code:
CIICk Add enter code
Enroll Later Add»
Department 21
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Using the Tool:
Creating a New
Request

Once you have used your code, go

back to the Dashboard of your
professional account. UnderMy ________
Tools and Services, click Bulk
Registration and Pre-ID Label Tool

From the Bulk Registration Tool
Dashboard, click Create New Request

..r.'E-I.l"EI.HH-I.'ﬂ:IJ - q

Current Organization: Maine Department of Education

Bulk Registration Toal

Liser Maine Maine {4200

Sign Out

{5 Home 9 Calendar o Gefling Started a "l_bj;l

The Bullkk Registration and Pre-10 Label ool allows schools, disticls, and stabes to subnil registration informaon
electronically and Secunsly

For SAT Schaol Day, PRAT/MMSEOT, PEAT 10, and FSAT 859, this process produces pre-sdentdicatson lobels to be
apphed 1o studen] answer sheets, ehmanating the need for students to Gl in thes infonmatson on test day

For SAT Schoal Day, this process completes test regisiration on behalf of students, eliminating 1he reed for studens 10
register directly

Learn How o Get Staned

—} Follow 1hege desdianes 10 endure Sohosls receive SAT S0 and PSAT labals an lirmse

6 CollegeBoard
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Using the Tool: Select the
Registration Event

The SAT School Day date for your district,
community school or nonpublic school should
be listed.

Bulk Reginizstizn Took

£ HoTe

Q

Doftenl U pirndafash. Masr Depadirrsl of | dudaies

Fagn Ol

@ corir Q@urmstaes @

Create New Request Guidelines
1. Beleot Reglstation Eveni{s) Fien munl Be o WS Facel (97 o laler) oo Comera Srparsdied
Select the box next to the date. -~ O
Upload the file that was created, then click S e
Submit. .. -
___________________ {Checscmans s i 8 Ll L o ek oy

IMPORTANT: e
Be sure you are selecting the correct date.

S

@ CollegeBoard

- Department
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Using the Tool: Pending
Validation

The file will go through a validation process. The time it takes depends on the size of the file, but usually occurs
within 1 hour. Follow the progress of the validations on the dashboard.

Upload Pending
Validation

“Pending Validation” means that your request is not yet
complete. You must wait for the data to be validated and
submit your final request for processing before the deadline.

© CollegeBoard Ohio | Birmen 24



Using the Tool: Fix Errors / Warnings
Val | d ate Ch an g €S If warnings are found, the user will be able to review and

can still submit the file if the warnings are deemed to be
acceptable. Example = DOB was entered as 1132006

instead of 01132006.
Upload Pending Fix Errors / Validate
Validation Warnings Changes

If errors are found, the user must correct the errors for the file to be submitted.
Common errors include incorrectly formatted DOBs, including Al codes for schools not part of the

state contract, grade not part of the contract (listing a student as in grade 9, for example).

Errors can be corrected in the tool itself or a new file can be uploaded, likely depending on the error(s).

© CollegeBoard COhlo | <o
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Using the Tool: Submit
Request

After the validation process (any potential warnings are
reviewed or errors are corrected), the user MUST then submit

the file and see “Submit Request” checked”

Upload Pending Fix Errors / Validate Submit
Validation Warnings Changes Request

© CollegeBoard Ohio | 2zimmen 26



Using the Tool: Done

O—0— 000

Upload Pending Fix Errors / Validate Submit Done
Validation Warnings Changes Request

The file has not been
properly submitted
unless the user sees
“Done” as checked.

© CollegeBoard Ohio | 2eimmen 27



The Bulk Registration File
Deadlines

Tool opens

File Due

March 2

Administration

January 3, 2022
January 10, 2022

April 13
Administration

January 3, 2022
February 3, 2022

@ CollegeBoard

Ohio |
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Fixing Errors: Validation
Failed

If the validation fails, you will have the
opportunity to make changes.

This can be done by uploading a new
file or fixing errors and warnings
within the tool itself.

Click View Request Details for
information on how many errors and
warnings you have in the file.

A Home @ Help

Create New Reguest

E Calendar o Getting Started

The Bulk Registration and Pre-ID Label tool allows schools, districts, and states to submit registration information
electronically and securely.

For PSAT 8/9, PSAT 10 and PSAT/NMSAQAT, this process produces pre-identification labels to be applied to student
answer sheets, eliminating the need for students to fill in this information on test day.

For SAT School Day, this process completes test registration on behalf of students, eliminating the need for students to
register directly. Students will receive Admission Tickets (which are required on test day) and copies will be provided to
schools as well.

Learn How to Get Started

@) Follow these deadlines to ensure schools receive PSAT labels/SAT tickets on time.

Registration Request(s)

SAT March 2017 Registration
Status: Validation Failed

View Request Details

Request Deadline: 01/27/2017 Upload Full Replacement File

Last modification: 01/11/2017 16:33 EST by Uat Four

© © O

Upload Pending Validation Fix ErrorsfWamings Validate Changes

Download Request Log File

Fix Errors and Warnings

Submit Request Done Upload Add-On File

Cancel Request

@ CollegeBoard

Department
of Education

Ohio

30



Fixing Errors: Errors and
Warnings
Errors

Errors MUST be fixed before the
file can be submitted.

SAT March 2017 Registration
Status: Validation Failed

View Request Details

Warnings
Warnings are not required to be
fixed but should be reviewed. If e

L. ast modification: E y Uat Four )
ChangeS Can be made’ I.t |S Download Request Log File
recommended that they be done. o o e = o G T
One Way .to make COrreCtlonS iS Upload Pending Validation Fix Errors\Warnings ~ Validate Changes ~ Submit Request_ - --~ "1 D —0;1; Upload Add-On File
through the tool itself.

Request Deadline: 01/27/2017
q Upload Full Replacement File

—————————— Cancel Request

Warnings. -

Department 31
of Education
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F| Xi N g Er rors: Er rors an d ® Once you've fixed the errors and warnings, the file must be re-

validated after changes are made.

War Nin g S ® You can check the status of the re-validation from the Dashboard
as you did with the initial file.

Your request has been submitted for validation.

Vahdation will occur within 1 hour and an email notiication will be sent to
you

Department 32
of Education
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Upload Full
Replacement File

SAT March 2017 Registration
Status: Validation Failed

Upload Full Replacemment File

1. Selecl Reginfration Cvenia}

ef EAT barch DI T Fegiwireton - Destea 042505007

o Lipiiad Lhales

Dption 1: Upioss = Asgques

Browsn.. | Fea s e e

If you have numerous errors that are difficult to fix in the tool, it may be easier

to fix in the spreadsheet and try over again.

Choose Upload Full Replacement File then resubmit. The process will begin

again.

El Cak

Guidalines

ook e Espe iy B B g o
Sl | CRAe D IETEsE Gawl e
sy e = InspelaTe -

L T R ]
Tl ST e LN

flTel e Al Th ST [ [
r

‘ View Request Details ‘

Upload Full Replacement File

Download Request Log File
Fix Errors and Warnings
Upload Add-On File

Cancel Request

IV il Fr i e TR & Pk

o D T e i
v Tl

o e mires Bo i e 45
T & Y T Gk e
bHrrep rasgescie ied

I wo e usirsg Ll
# Vo dimbre] rransl e
sy Fer) w5
Chrgmmr g oeosll rrass
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Submit your

I’eq u eSt b efO e ® The process is only complete when Submit Request has been clicked.
th e d ead I | ne ® Some people forget this last step...make sure to click Submit Request!

Registration Requesi|s)

SAT March 2017 Registration m

Sbmdnig Yalelanhom Saecc sl

i " F
#eE b1 Db e GRS TE — ot il
Lo rrepeiieler glepany @ AAATEEE 4943 DT oy Lisd Foaa

Fim Erroas aand Warneasgs
Leravnicad Hoogua sl L o=g Fda

il 4

Upload Pending Fix Errors [ Validate Submit
Validation Warnings Changes Request

Ohio
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Using the Tool: Done

O—0— 000

Upload Pending Fix Errors / Validate Submit Done
Validation Warnings Changes Request

The file has not been
properly submitted
unless the user sees
“Done” as checked.

© CollegeBoard Ohio | 2eimmen 35



Getting Help

Bulk Registration Tool:
https://bulkreg.collegeboard.org

Click Help on the Dashboard
Video tutorials and frequently
asked questions available

T CollegeBoard

Bulk Registration Toal

& Home

Getting Help

Tuterial Gethng Started and uploading your lale
Tutorial Fixing Errors and Warnings

Watch recorded webinar: Bulk Registration Tool Creerview

Before using the Bulk Registration tool

How do | make champes to my account?

Current Organization: Maine Department of Education
Liser BADdne MAnine e
Sign Ol
I etting Started B Calendar
!} Expand Al Collapse b
W

6 CollegeBoard
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https://bulkreg.collegeboard.org/

Website State Field Team State Contact Thank You!
SAT Coordinator If you have questions ILyou have quest;\c;pshforl We appreciate you
Implementation Handbook:  specific to the State SAT the ODE, (;or.]tact Ichae taking the time to
www.collegeboard.org/ohio School Day , elser , learn about
email us at: Michael.Reiser@education

) administering the
OHSAT@collegeboard.org .ohio.gov SAT School Day!

© CollegeBoard Ohio | 2eimmen 37
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