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Contact Information
Paper Test Materials 
Please verify that the contents of the shipment match those listed on the enclosed 
packing list. Count the individual testing materials to ensure receipt of all materials listed, 
and confirm that the materials have not been tampered with in any way. If there are any 
discrepancies in quantities or other concerns, immediately call ACT Aspire Customer 
Service at 888.802.7502, 6:00 a.m.–7:30 p.m., central time, Monday through Friday, or email 
ACTAspire_Implementation@ACTAspire.org. 

Test Administration 
As test coordinator for your school, you are responsible for reading and understanding 
this manual, which contains the instructions for receiving, handling, and returning the test 
materials, as well as the AR Room Supervisor Manual, which contains the procedures and 
verbal instructions for administering the tests. If you or your faculty or staff have any questions 
about the tests, or the ACT Aspire portal, call ACT Aspire Customer Service at 888.802.7502, 
6:00 a.m.–7:30 p.m., central time, Monday through Friday, or email  
ACTAspire_Implementation@ACTAspire.org. Any policy-related questions should be directed 
to the Arkansas Department of Education Office of Student Assessment at 501.682.4558.

Visit the ACT Aspire Landing Page at actaspire.pearson.com for links to the following sites:

•	 ACT Aspire Portal administrator/teacher sign in

•	 ACT Aspire Student Sandbox

•	 AR Avocet (a collection of manuals, guides, and help sheets)

•	 ACT Aspire Training Management Site (TMS)

•	 Many more helpful resources
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Overview
This manual contains the instructions for coordinating test administration of the ACT Aspire® 

Grades 3–Early High School (Grades 9–10) English, Mathematics, Reading, Science, and Writing 

subject tests. It refers to a test coordinator and a room supervisor. 

You, as the test coordinator, are the main ACT Aspire contact at your school and the person 

who makes arrangements for the secure administration of the tests. You will also securely store, 

distribute, and collect the test materials at your school if your school is conducting paper-based or 

accommodated testing. The room supervisor(s) will be responsible for the secure administration of 

the tests to students according to the procedures as described in the AR Room Supervisor Manual 

and as described in training by the Arkansas Department of Education (ADE) Office of Student 

Assessment.

This AR Test Coordinator Manual is divided into three sections:

•	 General Information (applies to all testing by subject)

•	 Paper Testing Instructions

•	 Online Testing Instructions 

The AR Room Supervisor Manual is available to download under the “Room Supervisor” section of 

the AR Avocet website. Be sure to download the AR manual specific to your school’s testing format 

(either paper or online testing). You will need to become familiar with the instructions provided in 

both this AR Test Coordinator Manual and the AR Room Supervisor Manual that corresponds to 

the format or formats your school is scheduled to administer.

The AR Room Supervisor Manual should be made available to your testing staff in advance of test 

day so they may become familiar with the testing procedures.

Training and test administration resources are available online on websites 

associated with ACT Aspire: actaspire.tms.pearson.com houses training videos and 

http://avocet.pearson.com/ArkansasACTAspire/Home#news includes links to all other training 

materials.
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General Information

Policies and Procedures
This manual provides direction in administering ACT Aspire tests, including specific instructions 

for conducting the timed tests. It is important to follow these instructions to successfully measure 

students’ academic skills. All testing personnel, including room supervisors and other testing staff, 

are required to read the materials provided by ACT Aspire, attend local training and sign the 2017 

ACTAAP Test Administration Security Agreement. All room supervisors must hold a current license 

from the ADE or AQT (Arkansas Qualified Teacher) status.

Standardized Procedures
Throughout this manual, there are detailed directions for securing test materials and administering 

tests in a secure standardized manner. 

The parent, guardian, or sibling of students taking ACT Aspire should not serve in the role of room 

supervisor in the same test room as the student relative. It is permissible for a relative to serve as a 

room supervisor in the same school/district as a related student, provided that student is not testing 

in the room being supervised by the related testing staff person. 

To ensure a secure and valid testing experience, you must understand that, among other things, the 

following actions by you or any other individual violate Arkansas test administration policies and 

procedures:

•	 reading or viewing the passages or test items before, during, or after testing, including viewing 

responses on a student’s computer screen

•	 revealing or discussing the passages or test items

•	 copying or otherwise reproducing (such as taking a picture of) all or any part of the test or any 

secure test materials

•	 reading, viewing, or copying student responses

•	 downloading any part of an online test into any assistive device (unless required for an approved 

accommodation)

•	 saving, copying, or reproducing any part of the online test

•	 explaining or reading passages or test items to students (except for students who have been 

assigned the read-aloud accommodation as specifically indicated in their IEPs, Section 504 

plans, or LPAC)
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•	 coaching students during testing or altering or interfering with students’ responses in any way

•	 giving students verbal cues or non-verbal cues

•	 failing to follow test administration directions specified in the appropriate manual and ADE 

training

•	 knowingly engaging in activities that will adversely affect the validity, reliability, and/or fairness 

of the test(s)

•	 scoring—formally or informally—test items or student responses

•	 engaging in activities that will result in lack of supervision of students while in a testing session

•	 allowing students to use cell phones or other prohibited electronic devices (e.g., smart phones, 

iPods, tablet PCs) during test administration or while secure test materials are still distributed in 

the classroom/testing area

•	 using a cell phone or other prohibited electronic device other than as required in local test 

administration policy for communication

•	 leaving secure test materials unattended or failing to keep test materials secure at all times

•	 leaving students unattended for any period of time while tests are being administered

•	 giving students more time than is allotted for the session (except for students who have been 

assigned the additional time accommodation as specifically indicated in their IEP, 504, or LPACs)

•	 encouraging students to finish early or ending a session before standard time has elapsed

•	 displaying or failing to cover visual aids in the room that may advantage or disadvantage students

•	 administering the assessment to children, wards, or siblings, or allowing family members access 

to secure test materials that only persons explicitly designated to administer tests to students may 

possess

•	 removing secure test materials from the school’s campus (other than approved transfer to another 

site)

•	 discussing the content of the test with anyone—especially students or school personnel—through 

verbal exchange, email, social media, or any other form of communication

•	 administering the test outside the specified test date or window or outside the school-day

•	 failing to collect, inventory, and, if directed, securely destroy all scratch paper and student testing 

tickets

•	 failing to report any testing irregularity or breach of security

Test Security
To ensure the integrity of your students’ ACT Aspire results, testing personnel must protect the 

security of test materials as described in this manual. ACT Aspire materials are copyrighted by 

ACT or its licensors and cannot be duplicated, copied, resold, or redistributed for commercial or 

other use, and must also be returned to ACT Aspire after testing. ACT Aspire assessments must 

be administered by school or district personnel holding a current license from the Arkansas 

Department of Education (ADE) as a teacher or administrator or hold AQT status.
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Investigations
In cases of suspected or documented irregularities, all testing personnel are obligated to cooperate 

fully in subsequent investigations and respond to the ADE and/or ACT Aspire’s requests for 

information in a timely manner. 

Equal Treatment
All staff are required to administer and supervise ACT Aspire in a nondiscriminatory manner and 

in accordance with all applicable laws, including the Americans with Disabilities Act, which covers 

available testing accommodations.

Fair Testing Practices
ACT and its affiliates endorse the Code of Fair Testing Practices in Education and the Code of 

Professional Responsibilities in Educational Measurement, which guide the conduct of those 

involved in educational testing. ACT and its affiliates are committed to ensuring that each of its 

testing programs upholds the guidelines in each Code.

ACT Aspire Data Use
Student scores and other information provided on their answer documents or through the online 

testing system are governed by the ACT Aspire data use policy.

Accessibility and Accommodations for ACT Aspire
ACT Aspire strives to provide equal access to all students, recognizing that some students need 

technological and other forms of support to be able to test fairly and to the best of their abilities. The 

need for accessibility is universal. Different levels of available support are described below:

“Default Embedded System Tools” are those accessibility features that are made available as needed 

to all students for the online or paper version of ACT Aspire.

“Open Access” tools are also available to all students, but they must be identified in advance in the 

ACT Aspire Personal Needs Profile (PNP) and selected from the pull-down menu inside the test to be 

activated (online format), or they must be planned in advance and provided locally. 

“Accommodations” are considered high-level supports that are needed by relatively few students and 

require special expertise, experience, and security protocols to select and use effectively. The system 

requires accommodation-level tools to be requested in advance by educational personnel on behalf 

of the student through the online ACT Aspire PNP process. This will allow any needed resources to 

be made active for the student. All accommodations must be included in an IEP, 504, or LPAC plan 

and used regularly in the classroom.

Administration of ACT Aspire with accommodation-level supports is a locally determined decision. 

In ACT Aspire, any student—with or without an identified disability—may use an accommodation 

that appropriately matches the student’s needs. The selection and use of accommodation-level 

tools require special expertise and resources. To be effective for an individual student, they must 

be carefully chosen. All accommodations must be documented in an IEP, 504, or LPAC plan, used 

regularly in the classroom, and in place prior to completing the PNP request process.
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For both paper and online testing, test coordinators or room supervisors must select 

accommodations through the online PNP process in the ACT Aspire Portal. 

See the AR ACT Aspire Accessibility User’s Guide:  Summative Test Form, available on the  

AR Avocet website, for further information on the types of accessibility tools and accommodations 

available and how to administer and record them. 

Test Format
The English test for ACT Aspire is composed of selected-response (multiple-choice) questions. The 

writing test includes one constructed-response item only. The other three subject tests include a 

combination of selected-response and constructed-response items; all constructed responses must 

be provided in English. Online tests also have technology-enhanced items.

Sample Test Questions
Exemplar ACT Aspire test questions are accessible through the ACT Aspire Landing Page. Visit 

actaspire.pearson.com for information on how to gain access to the Exemplar Test Question 

Booklets. Each Booklet (one for each subject and grade) describes reporting categories, standards, 

depth-of-knowledge levels, and correct responses.

Sample test questions are also available in the Student Sandbox at tn.actaspire.org. The Student 

Sandbox provides users an opportunity to simulate the online test and view sample test questions. 

How to Schedule Testing
After student information has been uploaded into the ACT Aspire Portal, students must be assigned 

a paper or online test session by grade and subject. You may choose the date(s) on which you want 

to test as long as the date(s) is(are) within the AR summative testing window April 10–May 12, 2017. 

Subject tests can be administered in any order and in multiple sessions (up to 3 tests per day).

Schedule enough time for each subject test to be completed in a single sitting. Students should not 

start a test unless there is adequate time for them to finish on the same day. 

Scheduling Test Sessions
The timing of each subject test varies by subject and grade. The timing for the paper and online tests 

are the same.

In scheduling multiple tests, also keep in mind the administrative time room supervisors need to 

transition to the next test according to the collection/distribution of test materials and the reading of 

Verbal Instructions.  

English Text Audio for Sighted and English Audio for Blind forms require 300% of the standard test 

time. When selected in the PNP, these will automatically launch at 300% of the standard test time 

for the online test. Table 1 shows the actual times the test will launch for standard forms and audio 

forms. 
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Table 1. ACT Aspire Test Time by Grade and Subject (in minutes)

Grade English Math Reading Science Writing
Standard Test Forms

3 40 65 65 60 45
4 40 65 65 60 45
5 40 65 65 60 45
6 40 75 65 60 40
7 40 75 65 60 40
8 40 75 65 60 40

EHS 45 75 65 60 40
English Text Audio for Sighted, English Audio for Blind

3 NA 195 NA 180 135
4 NA 195 NA 180 135
5 NA 195 NA 180 135
6 NA 225 NA 180 120
7 NA 225 NA 180 120
8 NA 225 NA 180 120

EHS NA 225 NA 180 120
Note: EHS = Early High School (Grades 9–10)

Use of Calculators on ACT Aspire
Use of calculators will depend on the grade level of the student.

•	 Students taking the Grades 3–5 Mathematics subject tests cannot use a calculator. All problems 

can be solved without a calculator. 

•	 Students taking the Grades 6–Early High School (Grades 9–10) Mathematics test are allowed, but 

not required, to use an approved calculator. Students may use a personal calculator or school-

provided calculator they are familiar with, but a calculator tool will also be available within the 

online testing system for the Grades 6–Early High School (Grades 9–10) Mathematics tests.

Students may not have more than one calculator on the desk or in operation at a time. Students are 

not allowed to share calculators during testing. Calculators must be cleared before and after testing.

It is the school’s responsibility to confirm that all calculators used by students are approved and 

cleared before testing. A list of permitted and prohibited calculator models can be found on the  

AR Avocet website (Avocet/Calculators/Calculator Policy). The use of calculators is not permitted on 

any other subject test.

Selecting and Training Testing Staff
It is your responsibility as the test coordinator to select and train all room supervisors and other 

testing staff. The test coordinator provides the continuity and administrative uniformity necessary to 

ensure that students at your school are tested under the same conditions as students at every other 

school, and to ensure the security of the test. 
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Room Supervisors
Be sure that everyone involved in test administration has access to the AR Room Supervisor Manual 

and is familiar with its contents. A trained, licensed room supervisor is needed in each test room to 

read directions and monitor students. A second licensed room supervisor is required at Grade 3 in 

a group over 25, in Grades 4–6 over 28, and Grades 7–10 over 30. A trained proctor may be in the 

classroom to assist the room supervisor.

Before the test day, all testing personnel should read all of the testing instructions carefully, 

particularly the verbal instructions, which will be read aloud to students on the test day. It is 

important that testing personnel are familiar with these instructions. All testing personnel must have 

read and signed the 2017 ACTAAP Test Administration Security Agreement.

Room Supervisor Qualifications
The ACT Aspire test coordinator should confirm that the room supervisor(s) meet all of the following 

criteria. Each room supervisor should be

•	 proficient in English

•	 experienced in testing and classroom management

•	 a staff member of the institution or district where the test administration will take place

•	 currently licensed by the ADE as a teacher or administrator or holds AQT teacher status 

(Arkansas Qualified Teacher)

To protect both students and the room supervisor from questions of possible conflict of interest, the 

following conditions should also be met. The room supervisor should:

•	 not be a parent, guardian, or sibling of a student in their assigned room

•	 not be a private consultant or individual tutor whose fees are paid by a student or student’s family

Room Supervisor Responsibilities
Specific responsibilities are:

•	 Read and thoroughly understand the policies, procedures, and instructions in the AR Room 

Supervisor Manual and other materials provided.

•	 Supervise a test room.

•	 Distribute test materials if administering paper tests.

•	 Start a test session if administering online tests if assigned to do so.

•	 Help students sign in to the online testing system if administering online tests.

•	 Read test instructions.

•	 Properly time tests.

•	 Walk around the test room during testing to be sure students are working on the correct test and 

to observe student behavior.

•	 Monitor the online testing system as needed, if assigned to do so.

•	 Pay careful attention to monitoring students’ behavior during the entire testing session.

•	 Collect and account for all answer documents, test booklets, and scratch paper (or, for online 

testing, authorization tickets) before dismissing students.

•	 Ensure students have stopped testing and have correctly signed out of the online testing system.

•	 Complete documentation of any testing irregularities.
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Responsibilities of Other Testing Staff
Other non-licensed school staff may assist the room supervisor with an administration to a group. 

Each staff member involved in the summative assessment must read and sign the 2017 ACTAAP Test 

Administration Security Agreement. However, only room personnel who are licensed or have AQT 

status may serve as room supervisor and handle secure materials.

Staff Training Sessions
To ensure that the administration of the tests is standard, it is important for all of your testing 

staff to understand the testing procedures outlined in the AR Room Supervisor Manual and other 

training resources. 

The ADE requires that you conduct a training session prior to testing for all testing staff to discuss 

the testing guidelines and organizational details of testing your students, including:

1.	 Security of Test Materials (paper testing only)

A.	 Describe how the materials will be distributed to the test rooms and how room supervisors are 

to count them.

B.	 Emphasize that room supervisors are to count test booklets when they receive them from the 

test coordinator and again after each day’s testing using the Chain of Custody form.

C.	 Emphasize that staff members should never leave a test room unattended.

2.	 Security and Materials for Online Testing

A.	 Ensure that all room supervisors have access to the ACT Aspire Portal. 

B.	 Explain your local plan for the printing and security of authorization tickets.

C.	 Describe how to use the online testing system—see the ACT Aspire Portal User Guide posted 

on the AR Avocet website for step-by-step instructions. 

D.	Emphasize that room supervisors must collect used and unused scratch paper and 

authorization tickets after testing.

E.	 Emphasize that staff members should never leave a test room unattended.

F.	 Emphasize that test sessions must be started in the ACT Aspire Portal before students can sign 

in to the test.

3.	 Activities Before the Test

A.	 Determine which set of verbal instructions room supervisors are to follow. Room supervisors 

should clearly mark those instructions in their manuals.

B.	 Develop and share with staff a contingency plan for handling unexpected situations that may 

arise that could affect testing. See AR Avocet for the ACT Aspire Contingency Plan document.

C.	 Make sure that all students who will receive open-access features or accommodations have a 

PNP in place prior to starting the test session.

4.	 Test Day

A.	 Discuss when and where staff members are to report on the test day.

B.	 Stress that no one may be admitted to the test room once the timed tests have begun. 

Determine how to handle late arrivals.

C.	 Stress that verbal instructions for the tests must be read verbatim.
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D.	Stress that answer documents, test booklets, and login credentials should not be distributed 

prior to admitting students.

E.	 Stress that accurate timing of each test is critical. For paper testing, room supervisors 

must record the start, five-minute warning, and stop times in the manuals. Discuss the 

consequences of a mistimed section.

F.	 Emphasize that staff members must not read (other than the AR Room Supervisor Manual), 

correct papers, or do anything unrelated to administering the test. Their attention should be 

focused on the students.

G.	Emphasize that conversations among staff must be quiet and kept to a minimum. Even 

whispered conversations can be distracting to students while testing.

H.	For room supervisors who are administering the Grades 6–Early High School (Grades 9–10) 

Mathematics test, emphasize that calculators should be checked before testing to ensure they 

meet ACT Aspire standards. Review permitted and prohibited calculators listed on the  

AR Avocet website (Avocet/Calculators/Calculator Policy). Any calculator other than the 

online tool must be cleared before and after testing.

I.	 Note that during the test, staff members should walk quietly around the room, be available 

to respond to students’ questions, assist in the case of illness, and check that students are 

working on the correct test. In rooms where students are taking online tests, staff should 

ensure students have signed in to the correct test and assist them with technical or system 

navigation issues. Room supervisors and staff members may not assist students with the use of 

online tool functionalities.

J.	 Discuss procedures for a student leaving during the test to go to the restroom. For online 

testing, the test may not be paused while the student is testing and leaves to go to the 

restroom.

K.	 Discuss what actions to take if staff members observe prohibited behavior. Review plans for 

dismissing students (e.g., where they are to be sent, how to maintain vigilance in the test room, 

documenting actions taken).

L.	 Discuss what actions to take in the case of a group irregularity (e.g., a power outage) or an 

emergency.

M.	Discuss potential testing irregularities, actions to take and how they should be documented 

and reported.

N.	Review the Testing Irregularity Report.

5.	 After the Test

A.	 Emphasize that room supervisors administering paper tests must verify the count of used and 

unused test booklets, then return test materials, scratch paper, and Irregularity Reports to the 

test coordinator.

B.	 Emphasize that room supervisors administering paper tests should verify that all answer 

documents have the correct test form gridded.

C.	 Emphasize that room supervisors administering online tests must collect all used and unused 

scratch paper and authorization tickets and return them to the test coordinator using the 

Chain of Custody form to document.
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Damaged or Contaminated Test Materials
Test materials damaged or contaminated during testing should be replaced. After testing, the test 

coordinator must:

•	 Grid student information from the ACT Aspire Portal onto an overage blank answer document.

•	 Record security barcode number of the damaged and new booklets, if applicable.

•	 Testing staff should make sure that the form code on the replacement test booklet matches 

the testing code on damaged/contaminated booklet. If possible, transcribe responses from the 

damaged test material onto the blank document. If this is not possible, the student must be given 

an opportunity to retest.

•	 Destroy any contaminated material according to local biohazards protocols.

•	 Compile a list of damaged/contaminated test booklets and answer documents and return with 

your non-scorable materials packing list.

Prohibited Student Behavior
It is the room supervisor’s responsibility to document all instances of prohibited student behavior 

during the testing session. Test administration training must cover local district procedures for 

documenting irregularities.

Please refer to ADE policies and training materials for specific procedures for reporting 

irregularities. You may contact the Office of Student Assessment at 501.682.4558.

Reporting Irregularities in Test Administration
The irregularity reporting tool in the ACT Aspire Portal is intended for use primarily by school 

personnel to record technology irregularities that may affect student scores. Recording an 

irregularity for a student is not the same as voiding the student’s test and dismissing the student for 

prohibited behavior. Instructions for using this tool can be found in the related section of the ACT 

Aspire Portal User Guide.

For online testing, the only category school personnel should report in the ACT Aspire Portal are 

technical issues that impact the administration of a test.

The Technical category of the irregularity reporting tool pertains to the performance of online 

testing and includes system failure, slowness, or freezing; difficulties launching the test or with 

students using the testing platform; and other system issues like problems with using a keyboard, 

mouse, monitor, or other related hardware.

Any other type of testing irregularity should be documented and reported to the school test 

coordinator. Any irregularity involving staff requires contacting the Office of Student Assessment at 

501.682.4558 and may require the completion of the Arkansas “Testing Impropriety Report Form.”

Instructions to Students Prior to Test Day
Inform students that, on the designated date, they will be taking a test to measure what they know 

about a certain subject—even if they are not currently in a corresponding class. Students taking a 

mathematics test in grades 6 and above should be instructed to bring their calculators to class for the 

test if appropriate. Encourage students to do their best on the tests.
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Preparing for ACT Aspire
First, you must ensure all students have been assigned to a paper test session in the ACT Aspire 

Portal by March 10, 2017. You will not receive materials for students not placed in test 

sessions by this date. Second, check-in and securely store your shipment of testing materials once 

received.

Receipt and Security of Test Materials
ACT Aspire will include the following materials in your shipment:

•	 packing list

•	 security checklist

•	 test coordinator kit (includes return materials)

•	 test booklets

•	 answer documents

Please keep in mind the following:

•	 Each test booklet will include one subject test (English, Mathematics, Reading, Science, or 

Writing). Answer documents are specific to the subject of the test booklet.

•	 Test materials are provided for those students whose information was submitted in the ACT 

Aspire Portal by March 10, 2017. PNP information must be entered in order to receive necessary 

accommodated form(s).

•	 Each student name that was entered into a test session in the ACT Aspire Portal will be printed on 

the front cover of the answer document for the student.

•	 The answer documents are sorted by subject, grade, and session according to the information 

submitted in the ACT Aspire Portal.

•	 Test booklets are serialized, alternated by test form, and tracked to ensure test security. All 

booklets must be returned after the test administration. Do not unsort booklets from the order in 

which they are received.

•	 Examine your shipment of test materials and verify that the contents match those listed on the 

enclosed packing list. Count, but do not open, the individual test materials and other items to 

ensure that you have received all the materials listed, and confirm that the materials have not 
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been tampered with in any way. If there are any discrepancies in quantities or other concerns, 

immediately call 888.802.7502 or email ACTAspire_Implementation@ACTAspire.org. 

•	 Shipping labels should be kept until ALL boxes have been returned.

Used and unused test booklets and answer documents should be returned in the same box(es) 

the materials were received in. See “Returning Test Materials” in this chapter for instructions on 

returning test materials.

Storing Test Materials
After you have verified receipt of all materials, reseal the boxes and lock them in a secure place 

such as a storage room, closet, cabinet, or school vault that is not accessible to unauthorized 

personnel. Protect the materials in such a way as to avoid accidental damage, possible theft or 

loss, and any conditions that could allow prior knowledge of the tests by students, teachers, or 

others. Immediately after testing, return materials to secure storage until they are shipped back for 

processing.

Exercise vigilance concerning the security and handling of all test materials before, during, and after 

the tests are administered. 

Test Serialization and Preprinted Answer Documents
Each test booklet and answer document is printed with a serial number. Student names, dates of 

birth, and ACT Aspire Portal IDs are also printed on the answer documents. 

It is critical that students test using materials with the correct name and grid the 

correct test form (located on the test booklet) in the correct field on the answer 

document. Before testing, students will be asked to fill in boxes D, G, and H on the front and back 

covers of the answer document. If a student has a preprinted answer document, then the student 

cannot add to or alter any information in boxes A, B, C, E, F, and I; the preprinted information will 

override anything students try to change. If a student has a blank answer document, the school must 

fill out boxes B, C, E, F, and I for the student prior to returning the document for scoring.

Paper Tests Ordered After the Cutoff
Paper tests entered into the ACT Aspire portal after the cutoff date of March 10 will not be 

automatically ordered and shipped. Schools must place the order with ACT Aspire directly. You will 

need to log into the portal at the district or school level. Under the Organization Tab select “Manage 

Orders” follow the steps on the screen to place an additional order. For more detailed information 

reference the quick guide on the right hand side of the portal. These orders may be subject to ADE 

approval. These students will receive blank answer documents and all student information must be 

gridded. Failure to enter student information into the ACT Aspire Portal and failure to 

grid answer documents properly will delay receipt of student test results. 

All students must be added to the ACT Aspire Portal prior to March 10, 2017, to receive materials 

without placing an additional order.
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Gridding an Answer Document
The following instructions explain how to grid a blank answer document (see Figure 1).

Front of Answer Document
1.	 Box A. Leave blank.

2.	 Box B—District/School Name

–– Write the name of the district the student attends. 

–– Write the name of the school the student attends. 

–– If student attends an independent or private school, write the school name in both lines. 

3.	 Box C—Student Name

–– Print the student’s last name, first name, and middle initial in the appropriate boxes.

–– Fill in the corresponding circles for each letter of the student’s name.

4.	 Box D—Test Form

–– Fill in the circle next to the form code on the front cover (right side, about two inches down) 

of the student’s test book or large print or braille paper accommodation form.

5.	 Box E—Date of Birth

–– Fill in the circle for the month of birth.

–– Print day and year of birth and fill in the appropriate circles.

Figure 1. Front and back pages of a blank ACT Aspire answer document
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Students should complete boxes D, G, and H on the front and back covers of this document. 
If Box A is blank, the school needs to complete boxes B, C, E, F, and I for the student.
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Month Day Year

DATE OF BIRTH
School Use Only

(Required if Box A is blank)

January

February

March

April

May

June

July

August

September

October

November

December

19

20

District Name:

School Name:

TEST FORM

School Use Only (Required if Box A is blank)

ACT ASPIRE PORTAL ID
School Use Only

(Required if Box A is blank)

Grade
SUBJECT

ANSWER     DOCUMENT

ACT, Inc.—Confidential Restricted when data present

2A (XXXXXXXX)

3A (XXXXXXXX)

3B (XXXXXXXX)

Braille—contracted (XXXXXXXX)

Braille—uncontracted (XXXXXXXX)

Large print (XXXXXXXX)

UEB—contracted (XXXXXXXX)

UEB—uncontracted (XXXXXXXX)

C

Last Name

STUDENT NAME
School Use Only (Required if Box A is blank)

First Name MI
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PAGE 8

Read the following Statement: I promise to follow the testing rules and do my own work. I also promise not to share test
questions or answers with anyone. I understand that my teacher or any other adult can’t explain test questions or provide
test answers to me.

Please print your name on the line above.

Month Day Year

TODAY’S DATE

INVALIDATE/VOID
School Use Only

Jan.

Feb.

March

April

May

June

July

Aug.

Sept.

Oct.

Nov.

Dec.

Y

N

2 0

STATE OR LOCAL STUDENT ID
School Use Only (Required if Box A is blank)
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6.	 Box F—ACT Aspire Portal ID Number

–– Print the student’s ACT Aspire Portal ID Number in the boxes and fill in the appropriate circles.

–– If you don’t know the student’s Portal ID Number, you must sign in to the ACT Aspire Portal 

at www.actaspire.org.

–– Locate the corresponding paper test session the student’s information has been loaded into.

·· If the student is not in the portal, he or she must be added at this time to generate an ACT 

Aspire Portal ID Number to grid into the answer document.

–– Find the student. 

·· The student’s record will look like Figure 2.

Figure 2. Appearance of a student‘s record in the ACT Aspire Portal. The 
placement of the ACT Aspire Portal ID number is boxed.

Back of Answer Document
7.	 Box G—Statement

–– The student should print his or her name on the line provided in this box.

8.	 Box H—Today’s Date

–– Fill in the circle for the month.

–– Print day and year and fill in the appropriate circles.

9.	 Box I—State ID

–– Print the student’s state ID in the boxes. (This ID must match the student ID that is in the 

Portal.)

–– Fill in corresponding circles.

Desirable Testing Conditions
You may test all students in a given subject at the same time if facilities and schedules permit. All 

students in a room must take the same subject test.

•	 Rooms (including classrooms) used for testing should offer adequate writing surfaces, ample 

seating, good lighting, comfortable temperatures, a quiet atmosphere, and freedom from 

distraction. 

•	 The writing surface should be large enough to accommodate a test booklet and answer document 

side-by-side. Students should not be distracted by inadequate writing surfaces. Therefore, 

lapboards must not be used.

•	 Whenever possible, plan to seat students in a block so that all rows (side to side) and columns 

(front to back) have the same number of students, and seats are aligned both side-to-side and 

front-to-back. This arrangement simplifies the distribution, collection, and verification of test 

materials and minimizes the opportunity for students to observe another student’s responses. 

•	 Students should be seated in a way that minimizes opportunities to observe another student’s 

responses and provides sufficient room for testing personnel to circulate through the room during 

testing.
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•	 Students testing with extended time must be tested in a separate room from students testing with 

standard time. Students with extended time must complete all scheduled tests by the end of the 

school day.

•	 In each room, remove or cover all maps, posters, charts, and bulletin board materials related to the 

subject being tested.

Other Materials Provided by the School
•	 Timers: Each room supervisor should have access to an accurate timepiece in order to time each 

test. Cell phones or other devices that allow for communication or have photographic capabilities 

shall NOT be used as a timer.

•	 No. 2 pencils: Paper tests require a No. 2 soft lead pencil for marking answers. You may instruct 

students ahead of time to bring pencils, but it is generally advisable to provide a supply of pencils 

in each test room. A pencil sharpener should also be available in each room.

•	 Scratch paper: Students are instructed to do scratch work for the tests in their test booklet. 

However, students may be given additional sheets of scratch paper if they request it. For each 

additional blank sheet given to students, have room supervisors tell students to write their first 

and last name, school name, subject they are currently testing, and school grade at the top of the 

sheet. Room supervisors should collect the scratch paper after testing.

•	 Calculators: The school may choose to provide calculators to students in grades 6–10, or the 

students may bring their own calculator to the test. See the section “Use of Calculators on ACT 

Aspire” in this manual on page 6 for additional guidelines regarding the use of calculators.

Distributing Materials to Room Supervisors
As the test coordinator, you are responsible for maintaining the security and safekeeping of the test 

materials and for returning them at the conclusion of testing. All test materials, used and unused, 

must be returned. It is critical that you track counts of test materials distributed to and returned 

from each room using the Chain of Custody form. 

If counts show a discrepancy at any point along the chain of possession, please stop and locate the 

missing test booklet(s) immediately. 

Returning Test Materials
After testing, materials must be stored in a locked, secure place until they are returned to the 

district test coordinator (DTC). All test booklets and other materials provided by ACT Aspire must 

be returned to the DTC within two business days after the testing is completed. All secure paper 

test materials must be received by ACT Aspire no later than May 19, 2017. You will need to prepare, 

package, and return the test materials. This includes returning all nonscorable materials. 

You will also need to ensure that any irregularities that occurred during the testing session have been 

recorded and reported to the ADE Office of Student Assessment. Document the irregularities on the 

approved ADE Test Irregularity/Improprieties Form. Make and keep a copy of all irregularity reports 

before returning them, in case questions arise during processing. Ensure that testing irregularities 

involving staff have been reported to the ADE.
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Packaging Scorable Answer Documents
Follow these steps to prepare used answer documents for return.

1.	 Collect all used (scorable) answer documents for scoring.

–– Voided, unused, or extra blank answer documents should not be included in the shipment. 

They must be returned with the nonscorable test materials.

–– Include documentation with attached answer documents and/or test booklets, when relevant.

2.	 Stack the answer documents carefully in each original shipping box (see Figure 3).

–– If the original boxes have been damaged, ship the documents using ECT 44 (275 lb)-rated 

boxes. Replacement boxes can also be ordered by calling ACT Aspire Customer Service at 

888.802.7502.

–– Do not overfill a box. If the materials do not completely fill the box, add filler material. 

–– Remove any previous markings or labels from each box before applying new labels.

3.	 Seal each box securely with packaging tape.

4.	 Locate the package labeled “Test Coordinator Kit.” 

–– This package contains peach labels, olive labels, and UPS labels to use when returning your 

materials.

Figure 3. Instructions for returning materials to ACT Aspire

2. Fill the Box
If you are unable to fill a box completely, use the following 
materials to protect test documents during shipping:
• Bubble wrap
• Cardboard pieces
• Foam packing
• Paper (recycled paper, 

kraft paper)
Do not use newspaper to 
protect test documents.

3. Tape the Box
To ensure that a box is securely closed, apply three strips 
of tape to both the top and the bottom of the box in an 
“H” pattern as shown.
Use pressure sensitive plastic 
or nylon reinforced tape that is 
at least 2” wide. 
Do not use the following 
materials to seal boxes:
• Cellophane tape
• Duct tape 
• Masking tape
• String or rope

4. Use the Correct Labels
Use the return address labels provided by ACT Aspire 
in your test coordinator kit. 
After removing or crossing out 
any old address labels from the 
box, place the correct shipping 
labels on the top of the box.
Do not cover tape with the 
shipping labels.

If you have questions or problems while shipping your materials, contact ACT Aspire at 888.802.7502.

1. Find a Corrugated Box
Use a corrugated box, preferably the box that your 
materials came in.  
If you no longer have this box, use a new or gently used 
ECT 44 (275 lb)-rated box. 
Do not use the following for 
shipping your test 
materials back:
• Xerox paper boxes
• Shoe boxes
• Gift boxes
• Refrigerator boxes
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5.	 Place one peach return shipping label (see Figure 4a) from the test coordinator kit on top of each 

box. 

6.	 Count the number of boxes. On the return label that reads “Box __ of __,” fill in the sequence of 

boxes being returned.

–– Do not include your count of boxes with nonscorable (test books, etc.) materials with your 

scorable materials box count. These are separate shipments.

7.	 Affix the UPS second-day air labels (see Figure 4b) from the test coordinator kit to the top of 

each box of scorable material. Verify each label has a return address of 9200 Earhart Lane SW,  

Cedar Rapids, IA.

Figure 4. Return shipping labels for used (scorable) answer documents: (a) peach 
label; (b) UPS second-day air label.

(a) DIST/SCH NUMBER ______________

CONTACT NAME
1234 GREEN STREET
ANYPLACE, XY 12345
SCHOOL NAME ______________________ SCHOOL NUMBER _______________

SCH BOX ______ OF ______

ACT Aspire 2017
PEARSON
9200 EARHART LANE SW
CEDAR RAPIDS, IA 52404
Scorable Materials

936-XXX-001 0000227744 ANS

 ||

DISTRICT/SCHOOL NAME _________ � (b) 

Packing Boxes for Return Shipping of Nonscorable Test Materials
1.	 Confirm that all materials are being packaged for return by checking the items and quantities 

being packed against the items and quantities shown on your Packing List.

2.	 After confirming that you have gathered all used test booklets and all unused test materials 

(including voided answer documents), pack materials in the original shipping boxes as follows, 

from bottom to top, starting with your highest-numbered box and working back:

A.	 Voided answer documents

B.	 Used test booklets

C.	 Unused test booklets

D.	Unused answer documents

E.	 Unused UPS ARS labels

3.	 Do not return scratch paper. This is securely destroyed locally. Documents that need to be scored 

should NOT be included with non-scorables. Doing so may result in delayed report delivery. The 

process for packing boxes is also outlined in Figure 3.

–– If the original boxes have been damaged, ship the documents using ECT 44 (275 lb)-rated 

boxes. Replacement boxes can also be ordered by calling ACT Aspire Customer Service at 

888.802.7502.
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–– Do not overfill a box. If the materials do not completely fill the box, add filler material. Do not 

use newspaper as filler. 

–– Remove any previous markings or labels from each box before applying new labels.

–– Reverse the end flaps on all boxes so that your address is not showing.

4.	 Seal each box securely with packaging tape.

5.	 Locate the package labeled “Test Coordinator Kit.” 

–– This package contains peach labels, olive labels, and UPS labels to use when returning your 

materials.

6.	 Place one olive return shipping label (see Figure 5a) from the test coordinator kit on top of each 

box.

7.	 Count the number of boxes. On the return label that reads “Box __ of __,” fill in the sequence of 

boxes being returned.

–– If you are using an overage (generic) olive Non-Scorable Materials return label, write in your 

district/school name and number where indicated.

–– Do not include your count of boxes with scorable (answer documents) materials with your 

nonscorable box count. These are separate shipments.

8.	 Affix the ground service UPS labels (see Figure 5b) from the test coordinator kit to the top 

of each box of nonscorable material. Each label should have a return address of 7405 Irish Drive 

SW, Cedar Rapids, IA.

Ship all boxes back at the same time. Materials should be received at ACT Aspire on or before  

May 19, 2017. Return shipping costs will be paid by ACT Aspire. If you have questions or problems 

while shipping your materials, contact ACT Aspire Customer Service at 888.802.7502.

Figure 5. Return shipping labels for used (nonscorable) materials: (a) olive ACT 
Aspire label; (b) UPS ground service label.

(a) DISTRICT/SCHOOL NAME _________ DIST/SCH NUMBER ______________

CONTACT NAME
1234 GREEN STREET
ANYPLACE, XY 12345
SCHOOL NAME ______________________ SCHOOL NUMBER _______________

SCH BOX ______ OF ______

ACT Aspire 2017
PEARSON
7405 IRISH DRIVE SW
CEDAR RAPIDS, IA 52404
Non-Scorable Materials

936-XXX-002 0000227758 SEC

 ||

� (b) 
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Scheduling a Pickup with UPS
•	 Call UPS at 800.823.7459 to schedule all pickups.

•	 Tell the UPS representative you are calling in a pickup request for Pearson, and will be using 

their Return Service.

•	 Provide UPS with the following information:

–– tracking # from the return label

–– the physical location where packages are to be picked up from

–– estimated number of packages that will be available for pickup

•	 A default package weight will be listed on the UPS labels. UPS will accept the shipment regardless 

of the actual weight of the package.

•	 Pickups should be scheduled 24–48 hours in advance. There can be time constraints for specific 

pickups based on their location, and the UPS representative will let you know if the pickup can’t 

be made as requested.

•	 Once the pickup is confirmed, the school/district will receive a confirmation number from UPS 

that can be referenced if needed.
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Online Testing 
Instructions

Preparing for ACT Aspire
To prepare your school for online testing for ACT Aspire, you will need to:

•	 Ensure your equipment and network meet the minimum technical requirements. Your school 

should participate in training to pass a “system readiness” check for all computers that will be 

used for ACT Aspire testing. Visit systemcheck.actaspire.org to evaluate your system readiness. 

(This link is not accessible through Chrome.)

•	 Ensure that your room and seating arrangements follow the guidelines in the “Online Testing 

Guidelines” section of this manual.

•	 Ensure all student information has been entered into an online test session in the ACT Aspire 

Portal.

•	 Train staff on the use of the ACT Aspire Portal and TestNav 8 (the online testing system). Note: 

FireFox is the only browser that is compatible with TestNav 8. Arkansas schools should utilize the 

TestNav app, which can be downloaded at http://download.testnav.com/

To prepare your students for online testing, refer them to the Student Sandbox. While the Student 

Sandbox presents test questions as they are presented in the format of the live test, example 

questions are not intended to be a practice test for content. Their purpose is to familiarize students 

with the functions and presentation of test items in TestNav 8 to prevent delays or mistakes due to 

an unfamiliar interface.

Technical Requirements
Equipment used for online testing must meet the minimum system hardware and software 

requirements. Updates of the latest hardware and software requirements can be found under 

“Hardware & Software Requirements (TestNav)” on the AR Avocet website. Please note that Android 

is not supported.
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The ACT Aspire Portal and TestNav 8
Your school testing staff will need to use the online testing system to enable student testing. Step-by-

step instructions on using the system can be found in the ACT Aspire Portal User Guide, available on 

the AR Avocet website. 

For ACT Aspire you will use the following online components of the online testing system.

•	 ACT Aspire Portal (www.actaspire.org): This is where you will perform your administrative and 

proctoring tasks.

•	 TestNav 8 app: This is where students will sign in to take tests.

You may want to add ACT Aspire Portal to your browser favorites for easy access by staff.

After the organization file is received from the ADE, invitation emails will be sent to the contacts 

listed in the organization file. (Up to three emails—one for each state, district, and school—will be 

sent for each organization.) The position on the record indicates the initial permission level that user 

will receive. The email invitation will allow each user to set their own login credentials. This school 

staff member, referred to in the testing system as an “Administrator” or “Test Coordinator,” will 

need to create “Room Supervisors” (i.e., invite other school staff members to create accounts within 

the system) so that more than one school staff member can authorize groups of students to test. For 

further information about the testing roles defined in the ACT Aspire Portal, refer to the “Portal User 

Roles” section of the AR Avocet website.

The following ACT Aspire Portal tasks—listed here in approximate chronological order—are 

examples of what will be described in detail in the ACT Aspire Portal User Guide. (The guide can be 

found on AR Avocet.) 

•	 The ADE submits your organizational file.

•	 Invite additional users and upload student 

data.

•	 Set up Personal Needs Profiles.

•	 Create test sessions.

•	 Add students to test sessions.

•	 Start a test session and print authorization 

tickets.

•	 Have students sign in to TestNav 8 and test.

•	 Monitor a test session.

•	 Resume a test session.

•	 Enter comments or irregularities.

•	 Close a test session. 

 

Materials Provided by Your School
Your school will need to provide the following items to students taking the online subject tests. 

•	 Pencils and pens: Students are allowed to use pencils or pens to mark on their scratch paper. 

You may instruct students ahead of time to bring pencils or pens, but it is generally advisable to 

provide a supply in each test room. A pencil sharpener should also be available in each room.

•	 Scratch paper: Scratch paper should be made available to students. Authorization tickets may be 

used as scratch paper. Students must write their first and last name, school name, subject they 

are currently testing, and school grade at the top of the blank scratch paper before testing begins. 

Authorization Tickets used as scratch paper do not require a student to hand label. Scratch paper 

must be collected after testing, accounted for using the Chain of Custody and securely destroyed.
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Desirable Testing Conditions 
You may test all students in a given grade and subject at the same time if facilities and schedules 

permit. All students in a room must take the same subject tests. Students testing with extended time 

must be tested in a separate room from students testing with standard time.

Rooms used for testing should offer ample seating, good lighting, comfortable temperatures, a quiet 

atmosphere, and freedom from distraction. Adhering to the following guidelines will help minimize 

the possibility that students will look at each other’s work.

In each room, remove or cover all maps, posters, charts, and bulletin board materials related to the 

subject being tested.

Online Testing Guidelines
Because of the nature of online testing and typical computer lab arrangements, the following 

guidelines should be followed in order to prevent the prohibited student behavior. 

•	 If computers can be moved, arrange them in such a way that students will not be able to see 

another student’s work (computer screen or scratch paper).

•	 If computers cannot be moved, take steps to seat students in such a way that they cannot 

see another student’s work. U-shaped seating arrangements are acceptable if they meet this 

guideline.

•	 If available, place privacy guards on the sides of computer monitors to provide additional privacy.

•	 TestNav 8 must be the only application running on the computer during testing. If a student has 

exited the test by exhibiting prohibited behavior, do not restart or resume the test for the student. 

Contact the ADE in such cases prior to voiding or resuming the test.

•	 Testing staff should circulate around the room regularly. This will discourage students from any 

prohibited behaviors.

•	 TestNav 8 does not allow students to keep responding to questions after time has expired. Staff 

should be aware of when the set time for a subject test will end so they can announce this to 

students.

•	 Follow the steps in the Technology Coordinator Checklist found on the AR Avocet website.
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Posttesting Instructions
After testing, it is the room supervisor’s or test coordinator’s responsibility to sign in to the ACT Aspire 

Portal and check the status of each student’s test in the session you just concluded. If necessary, you can 

submit a student’s test on behalf of the student, if the student did not already do so, by closing the test 

session in the ACT Aspire Portal following these steps: 

1.	 Finish recording and submitting any irregularities that occurred during the testing session. See the 

task about recording irregularities also found in the ACT Aspire Portal User Guide. Follow the ADE 

policy for reporting irregularities. 

2.	 Ensure that any student who was absent or missed the testing session has made up the test or has 

been removed from the session.

3.	 Close the test session according to the instructions in the ACT Aspire Portal User Guide. Be sure 

all students have completed testing and makeup or the allotted time has expired before closing 

the test session. Once test sessions are closed, they cannot be reopened.




