
College Board’s Test 
Ordering Site (TOS)

Obtaining Access
Updating Contact Information
Placing SAT with Essay Orders

Fall, 2020



Obtaining Access to the Test 
Ordering Site (TOS)



3

Obtaining Access 
to TOS
• Test coordinators with access to TOS will 

have ‘Test Ordering’ listed on their 
Dashboard.

• Test coordinators can verify their access to 
TOS by taking the following steps: 

• Log into your College Board Professional 
Account at: www.collegeboard.org. 

• Once you log in to your account, scroll 
down under the ‘My Tools and Services’
Dashboard.

• The blue hyperlink to ‘Test Ordering’ will 
appear. 

• Please note, the ‘My Tools and Services’ 
dashboard will look different based on the 
tools and services one has access to with 
their College Board Professional Account.

http://www.collegeboard.org/
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Obtaining Access 
to TOS
• Test coordinators who need access to TOS 

will need a College Board Professional 
Account.

• Test coordinators can complete the following 
steps to access TOS. 

• Go to www.collegeboard.org to create a 
College Board Professional Account.

• Scroll down to the bottom of the page under 
‘Add Additional Tools and Services.’

• Click ‘K-12’ to expand the selection.
• Click ‘Get Access’ next to Test Ordering.

http://www.collegeboard.org/
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Obtaining Access 
to TOS
• A one-time access code is required.
• The TOS access code was emailed to test 

coordinators on June 24. 
- If you did not receive or do not have access to the 
email, contact  the Illinois helpline: 844-688-9995, 
option 1 or email
illinoisadministratorsupport@collegeboard.org. 

• Once you have the access code, complete the 
following steps: 

• Identify your professional organization and 
include the access code.

• Click ‘Add.’
• Make sure to use the professional organization 
name exactly as listed from the access code 
email.

• Return to your Dashboard and you should now 
see ‘Test Ordering’ as an option.

mailto:illinoisadministratorsupport@collegeboard.org


Changing Contact 
Information in TOS
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Changing Contact 
Information
• The test coordinator can make 

changes in TOS by completing 
the follow steps:

• Login and access TOS.
• Find your school name in the 
upper-right hand corner and 
click on the ‘v’ to expand the 
selection.

• To change the information, 
click ‘View Profile.’
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Changing Contact 
Information
• Click ‘Edit.’

• Only names, emails, and 
phone numbers of contacts 
can be changed.  

• The school’s address cannot 
be changed on this page.

• If the school address needs to 
be updated, contact the Illinois 
helpline: 844-688-9995, option 1 
or email 
illinoisadministratorsupport@colle
geboard.org. 

ABCDEF

123 MAIN STREET
ANYTOWN, MI 12345

SAMPLE
123456

SAMPLE

SAMPLE
SAMPLE

SAMPLE

SAMPLE

SAMPLE

mailto:illinoisadministratorsupport@collegeboard.org


Placing SAT with Essay 
Orders in TOS
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Placing Orders in TOS

• Login and access TOS.
• Select ‘Get Started.’
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Placing Orders in TOS

• Expand the accordion under ‘SAT School 
Day (Paper and Pencil).’
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Placing Orders in 
TOS

• Choose the administration date for 
the SAT School Day for your school. 
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Placing Orders in TOS

• Order Standard Test Books.
• Select Grade 12: SAT with Essay. 

• If your school orders assessments 
or grades not provided by ISBE 
(e.g., SAT (without Essay), PSAT 
8/9), districts or schools are 
responsible for all costs. 
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Placing Orders in TOS

• Order Nonstandard Test Books: Step 1.
• Begin with selecting the name of each 
student who will participate in the SAT 
with Essay administration. 
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Placing Orders in TOS

• Order Nonstandard Test Books: Step 2.
• Order the nonstandard test materials. 
The test will automatically populate 
based on the student names selected 
in Step 1.  
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Placing Orders in TOS
• Request fee reduction benefits.

• After the SAT School Day with Essay administration, the 
test coordinator can identify fee reduction-eligible students 
with one click in an online roster, making it easier to 
connect students with their fee reduction benefits.

• When test coordinators identify fee reduction–eligible 
students in SAT School Day rosters, those students can 
automatically access benefits for the SAT through their 
College Board accounts.

• Students will need to log in to their College Board accounts 
and accept the benefits. 

• Students will then have access to two free SAT Weekend 
registrations, 6 free SAT Subject Test registrations (over 2 
sittings), unlimited free score sends, free applications at 
participating colleges, and free CSS Profile.
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Placing Orders in 
TOS

• Review the order. 
• Accept the ‘Terms and Conditions’ by 
checking the box.

• Submit the order.
• If the order needs to be updated, select 
‘Update’ and quantities can be updated 
until the final ordering deadline for the 
administration date selected.  
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Placing Orders in 
TOS

• Order submitted!
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Need Help?

Contact the Illinois helpline: 844-688-9995, option 1 or email illinoisadministratorsupport@collegeboard.org. 

mailto:illinoisadministratorsupport@collegeboard.org
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