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ACCESSING AND NAVIGATING
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ACCESSING AND NAVIGATING

CHANGING ADMINISTRATIONS

ACT ASPIRE RESOURCES
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ACT ASPIRE TESTING PROCESS

ACT ASPIRE TESTING PROCESS
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ACT ASPIRE TESTING PROCESS
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ACT ASPIRE TESTING PROCESS

INVITE USERS
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INVITE USERS INDIVIDUALLY

ACT ASPIRE TESTING PROCESS

 SETUP > USERS
2

INVITE USERS INDIVIDUALLY

ACT ASPIRE TESTING PROCESS

 SETUP > USERS > CREATE / EDIT USERS
2
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ACT ASPIRE TESTING PROCESS

INVITE USERS INDIVIDUALLY
 SETUP > USERS > CREATE / EDIT USERS

2

ACT ASPIRE TESTING PROCESS

INVITE USERS INDIVIDUALLY
 SETUP > USERS > CREATE / EDIT USERS > NEW USER
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ACT ASPIRE TESTING PROCESS

INVITE USERS INDIVIDUALLY
 SETUP > USERS > CREATE / EDIT USERS > NEW USER
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ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT
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ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT
 SETUP > IMPORT / EXPORT DATA
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ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT3
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ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT3

ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT3

ACT ASPIRE TESTING PROCESS

STUDENT REGISTRATION IMPORT
 SETUP > IMPORT / EXPORT DATA > START / ALL TASKS > STUDENT REGISTRATION  IMPORT
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ACT ASPIRE TESTING PROCESS

PERSONAL NEEDS PROFILE
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ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS

PERSONAL NEEDS PROFILE – MANUAL ENTRY4

ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS

PERSONAL NEEDS PROFILE – MANUAL ENTRY4
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ACT ASPIRE TESTING PROCESS

 REGISTRATIONS AND PNP

PERSONAL NEEDS PROFILE – MANUAL ENTRY4

PERSONAL NEEDS PROFILE – MANUAL ENTRY

ACT ASPIRE TESTING PROCESS

 REGISTRATIONS AND PNP
4

 REGISTRATIONS AND PNP

ACT ASPIRE TESTING PROCESS

SELECT DELIVERY DATE – PAPER TESTING ONLY
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ACT ASPIRE TESTING PROCESS

SET UP GROUPS
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ACT ASPIRE TESTING PROCESS

 SETUP > GROUPS / CLASSES

GROUPS – CREATE GROUPS5

ACT ASPIRE TESTING PROCESS

 SETUP > GROUPS / CLASSES

GROUPS – CREATE GROUPS5
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ACT ASPIRE TESTING PROCESS

 SETUP > GROUPS/CLASSES

GROUPS – ADD BY GROUPS/CLASSES5

ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS > START > ADD / REMOVE STUDENT TESTS IN GROUPS/CLASSES

GROUPS – ADD BY GROUPS/CLASSES5

ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS

GROUPS – ADD BY STUDENT5
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ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS

GROUPS – ADD BY STUDENT5

ACT ASPIRE TESTING PROCESS

 SETUP > STUDENTS > START > ALL TASKS

GROUPS – ADD BY STUDENT5

ACT ASPIRE TESTING PROCESS

TECHNOLOGY SETUP & CONFIGURATION
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ACT ASPIRE TESTING PROCESS

SETUP TEST SESSIONS
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ACT ASPIRE TESTING PROCESS

SETUP TEST SESSIONS – INDIVIDUALLY
 TESTING > SESSION
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ACT ASPIRE TESTING PROCESS

SETUP TEST SESSIONS – INDIVIDUALLY
 TESTING > SESSIONS > SESSION DETAILS
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ACT ASPIRE TESTING PROCESS

SETUP TEST SESSIONS – INDIVIDUALLY
 SETUP > STUDENTS > SESSION DETAILS
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ACT ASPIRE TESTING PROCESS

RECEIVE TEST MATERIALS
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ACT ASPIRE TESTING PROCESS

RECEIVE TEST MATERIALS

Within 24 hours 
of delivery:
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ACT ASPIRE TESTING PROCESS

PREPARE TEST MATERIALS8

ACT ASPIRE TESTING PROCESS

PREPARE TEST SESSIONS
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ACT ASPIRE TESTING PROCESS

PREPARE TEST SESSIONS9
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ACT ASPIRE TESTING PROCESS

PREPARE TEST SESSIONS9

ACT ASPIRE TESTING PROCESS

PRINT TICKETS
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ACT ASPIRE TESTING PROCESS

PRINT TICKETS FOR A SINGLE SESSION10
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ACT ASPIRE TESTING PROCESS

PRINT TICKETS FOR MULTIPLE SESSIONS10

ACT ASPIRE TESTING PROCESS

PRINT TICKETS FOR MULTIPLE SESSIONS10

ACT ASPIRE TESTING PROCESS

SAMPLE TEST TICKETS AND HEADER SHEET10
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ACT ASPIRE TESTING PROCESS

START TEST SESSIONS
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ACT ASPIRE TESTING PROCESS

START TEST SESSIONS11

ACT ASPIRE TESTING PROCESS

START TEST SESSIONS11
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ACT ASPIRE TESTING PROCESS

UNLOCK TEST SESSIONS11

ACT ASPIRE TESTING PROCESS

UNLOCK TEST SESSIONS11

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST
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ACT ASPIRE TESTING PROCESS

ROOM SUPERVISOR’S ROLE12

ACT ASPIRE TESTING PROCESS

ROOM SUPERVISOR’S ROLE12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE

ACT Aspire

 STUDENT LOGIN
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT

12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT

12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT

12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT

12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STUDENT TEST MANAGEMENT

12

ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 RESUME AN EXITED TEST
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 SUBMIT A TEST FOR A STUDENT
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STOP A TEST SESSION
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ONLINE
 STOP A TEST SESSION
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ACT ASPIRE TESTING PROCESS

ADMINISTER THE TEST ON PAPER12

ACT ASPIRE TESTING PROCESS

POST TEST CLEAN UP
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ACT ASPIRE TESTING PROCESS

POST TEST CLEAN UP

• Record irregularities – follow instructions in the Room Supervisor manuals and 
the Test Coordinator manual

• Mark tests with Will Not Test reason codes
• for any test assigned, but not started
• if an examinee doesn’t participate in a subject test, record a reason

• Online Testing: Mark tests with Do Not Report reason codes
• students with Do Not Report reasons will not receive scores
• enter a reason for any test that was started, but don’t want reported
• Online Testing: Mark DNR codes in PearsonAccessnext

• Paper Testing: Grid DNR codes on student's answer documents and return 
them with non-scoreable materials.
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ACT ASPIRE TESTING PROCESS

RETURN TEST MATERIALS
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ACT ASPIRE TESTING PROCESS

RETURN TEST MATERIALS

Within 48 hours 
after testing:

Protect 
Materials

Use Boxes 
and Labels 
Provided

Follow 
Instructions 
in Manual
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QUESTIONS?
We’re here to help!

Pearson Customer Support

• Phone: 1.888.705.9421 Option 4 (ACT Aspire), 
7:00 a.m. – 7:00 p.m., central time, Monday 
through Friday
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