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Purpose
• To provide information on the ordering & reimbursement 

process for PSAT related products in the 2017-2018 
school year.

• Many details still being determined

• Check the PSAT 2017-2018 Reimbursement page 
regularly for updates.

• Any questions asked during this webinar will be compiled 
into an FAQ and posted to the PSAT Reimbursement 
page.

• https://www.isbe.net/Pages/PSATreimbursement.aspx

https://www.isbe.net/Pages/PSATreimbursement.aspx
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Please Contact College Board
• Much of the following content comes from 

College Board, and refers to their ordering and 
invoicing systems.

• Provided for educative purposes, and staff 
available for questions.

• For questions about eligibility, updates on 
reimbursement procedure, contact ISBE.

• For orders, pricing, invoice questions, 
accommodations, and all other assistance, please 
contact College Board at (847) 653-4500 or at 
romwro@collegeboard.org

mailto:romwro@collegeboard.org
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Eligible for Reimbursement
• Existing (and expanded) fall administrations of: 

– PSAT 8/9 (9th graders) and PSAT/NMSQT (10th graders)

• Existing or new spring administrations of:

– PSAT 8/9 (9th graders) and PSAT10 (10th graders)

• Caveats & limitations

– 1 administration per student

– Reimbursement cannot exceed enrollment in SIS

– If multiple administrations, district determines which to 
submit for reimbursement

– District is responsible for over-ordering & optional services
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VERY IMPORTANT

• Make sure your school is on the approved for 
reimbursement list

• Keep your enrollments in SIS up to date
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Ordering Key Dates
• December 15, 2017 |Deadline to complete PSAT 10 SSD requests for February and 

March testing.

• December 22, 2017 |Deadline for schools to order tests using the 
preadministration option for February and March testing. Answer sheets and 
supervisor manuals received by January 19, 2018.

• January 26, 2018 |Deadline for U.S. schools and districts to order test materials for 
February and March.

• February 7, 2018 |Test materials arrive for schools testing in February and March.

• February 16, 2018 | Deadline for schools to order tests using the 
preadministration option for April testing. Answer sheets and supervisor manuals 
received by March 16.

• February 19, 2018 | Deadline to complete PSAT 10 SSD requests for April testing.

• February 26, 2018 |Spring testing opens.

• March 2, 2018 |Deadline for schools and districts to order test materials for April.

• March 26, 2018 |Test materials arrive for schools testing in April.

• April 27, 2018| Spring testing ends.
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Accommodations
• PSAT 10 requires the Services for Students with Disabilities (SSD) 

Coordinator make accommodation requests through College Board.
• Students do not need College Board approval to use nonstandard 

test materials for the PSAT 8/9. 
• After consulting with the Services for Students with Disabilities 

(SSD) Coordinator, test coordinators order nonstandard test formats 
for students who need them.

• The following formats can be ordered online:
– Braille
– Large-type
– MP3 files
– Reader's script

• PSAT 8/9 accommodations do not carry over to the SAT, 
PSAT/NMSQT, PSAT 10, and AP Exams (and others) since they are 
not submitted to College Board for approval.
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PLACING AN ORDER
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Test Ordering System
• Order all PSAT-related assessments in the online Test Ordering 

System. 
• Within the Test Ordering System, coordinators are able to: 

– Order test materials for PSAT/NMSQT®, PSAT™ 10, and PSAT™ 8/9
– Managing all exam orders
– Track shipments of test materials and score reports
– Order nonstandard test formats (for students approved for 

accommodations)
– Request 11th grade Fee Waivers for PSAT/NMSQT
– Order supervisor’s manuals

• You must have a College Board Educator Professional Account.
• A school must have an authorized Level 2 AI Code. 

– Note: Almost every IL school already has an AI code due to their 
registration as a test site last year.
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Educator Professional Log-In 
• If you have placed exams orders last year in the Test 

Ordering System you do not need to create a new 
account.

• If you are creating your account for the first time, you 
will need to know your schools 6-digit Level 2 AI Code.

• Schools can locate AI Codes at: 
https://collegereadiness.collegeboard.org/k-12-school-
code-search. 

• If you can not locate your school’s AI Code and need of 
additional help, please contact the Midwest Regional 
Office (847) 653 - 4500 for support and assistance.

https://collegereadiness.collegeboard.org/k-12-school-code-search
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From a school’s perspective

• Upon login, schools will see generic content.                                                             
Once an order is placed, order details will appear in the lower half of the 
page.

School dashboard
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From a school’s perspective

• Schools will select an administration date

Placing an order 
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From a school’s perspective
Placing an order: standard tests, student guides, supervisor’s manuals

Exam orders can be 
placed in this step .

• Student Guides will 
be matched one to 
one per exam order.

• Supervisor’s Manual 
will be determined by 
number of exams 
requested. You may 
change and order 
more if needed.
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From a school’s perspective
Placing an order: alternative formats

• Order materials for 
students with 
accommodations 
including large print 
test books, MP3 
audio, Braille, 
Assistive Technology 
Compatible, etc.
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From a school’s perspective

• Prior to completing an order, schools 
can see the order details, including 
whether they selected the 
pre-administration option. 

Placing an order: review and submit
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From a school’s perspective

• After submitting the order a confirmation message will appear on-screen 
and an email confirmation will be sent.

Order Confirmation
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From a school’s perspective

• To review/edit an order, 

schools must click ‘View 

Order Details’ on the 

dashboard.

• The Order Details page 

contains links on the left that 

bring users to different order 

details. 

• Users click ‘Update’ and

‘Cancel Exam’ to make those 

edits.

Review or Edit an Order
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INVOICE GENERATION
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TOS Dashboard

 Generate Invoice is 
available on test day 
for schools w/o FWs, 
and on 12/4 for 
schools with FWs.

 We are moving away 
from “remittance” and 
instead are using 
“generate invoice” or 
“calculate invoice”.
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Fee Waiver Alert

 ~35% of schools do 
not redeem their fee 
waivers. Schools that 
click Generate 
Invoice before 12/4 
will see this alert. It 
allows them to 
proceed and delete 
their FWs (or fee 
reductions for SAT), 
or serves as a 
reminder that they 
will need to return at 
a later time. 



Whole Child   ● Whole School   ● Whole Community 21

Contact Info & Answer Sheet Counts (PSAT)

 Schools enter contact 
info at the top of the 
page.

 Prior to 12/4, schools 
enter self-reported 
answer sheet counts 
by grade.
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Borrowed / Loaned

 For PSAT-related 
assessments,  there 
are no changes to the 
borrowed and loaned 
process.

 Borrowing / loaning is 
not allowed for SAT 
SD, so these pages 
will not appear for 
these customers.
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Printed Invoice (PSAT)
 Nonstandard tests 

are now included in 
the ‘tests ordered’ 
row for each grade. 

 Schools that ordered 
Optional Services will 
see fees included.

 Schools can pay by 
check. 
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Grade Adjustments

 The grade adjustments 
process overall is the 
same as last year.

 Grade adjustments may 
be made between 12/4 
and 1/12 for fall and for 
about 30 days after 
4/27. This is the same 
time users can indicate 
their fee waiver 
students. 

 After the deadline 
closes the link is 
disabled and schools 
see that the deadline 
has passed.
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Grade Adjustments

 Schools may 
redistribute quantities 
to different grades, 
but the total number 
of answer sheets 
may not change.

 A successful 
notification is 
displayed. 
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Grade Adjustments

 For adjustments for 
20+ students, schools 
must provide the 
name of each 
student.

 A notification informs 
them that their 
request has been 
submitted for 
approval (by 
Customer Service).
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Check Often

• ISBE is building a grant application process

• Check the 2017-2018 PSAT Reimbursement 
page often for updated information

https://www.isbe.net/Pages/PSATreimbursement.aspx

https://www.isbe.net/Pages/PSATreimbursement.aspx
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