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Overview of the Organization Establishment Process

* To complete school setup for spring SAT School Day testing, all participating schools must provide
College Board with updated staff information and the school’s test administration plan by
submitting an establishment survey at the district and school level. This process is called
“Organization Establishment.”

* Surveys will be available in the SAT Suite Ordering and Registration (SSOR) system starting
October 1. You must have a College Board Professional Account to access SSOR and complete the
survey.

* For spring testing, SSOR should only be used for submitting organization establishment surveys
and maintaining updated testing and staff information.

* Student registration will continue to be submitted and managed by the Connecticut State
Department of Education (CSDE) through the State Data Management System (SDMS) starting late
January 2027.

* Test coordinators submitted via org establishment surveys are automatically provisioned to
systems such as SDMS and Test Day Toolkit (starting early February 2027).

* It is important that schools and districts keep these contacts updated to protect student PII.

6COIIegeBoard Create a College Board Professional Account here. c CONNECTICUT 2
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https://ordering.collegeboard.org/
https://cbaccount.collegeboard.org/professional/smartRegister?appId=466&DURL=https%3A%2F%2Fcbaccount.collegeboard.org%2Fprofessional%2Fdashboard

District and School Establishment Survey Timeline

10/1/2026

District and School
Establishment

Surveys Become
Available in SSOR
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10/16/2026

Establishment
Survey Reminders
Sent to Schools with
Incomplete Surveys

S
'*.‘

10/23/2026

Deadline to Submit

District and School
Establishment
Surveys

L

1/13/2027

School Coordinators
and Principals
Receive the School
Establishment

Confirmation Email
(for schools submitted

before the deadline)
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District Establishment
Survey
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District Establishment Survey Overview

Step 1 Step 2 Step 3 Step 4
Log into SSOR and Confirm Your District Enter Your District Complete the College
under “SAT Suite Information, including: Testing Contacts: Board Policy
State.-Prewc.led  District Name  District Test Acknowledgement
Testing,” click Coordi
. . - State ID oor .mator
“Enter Testing Details” (required)
 Participatin I
< Enter Testing Details > Scho Olz g - District Data |
Coordinator o o
- Mailing Address

-Be sure you are logged in as the » Out of District
district and not an individual school Coordinator

-If you do not see the yellow “Enter . . . .
Testing Details” button, contact Click Next Click Next Click Submit

your access manager to be
assigned the SAT Suite Ordering
role

If the information is incorrect,
reach out to CSDE for assistance
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District Establishment Survey: Screen by Screen

Log in to SSOR:

: Sign |
https://ordering.collegeboard.org 'gnin

Email Address

{ |

© CollegeBoard @ connEcTICUT
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https://ordering.collegeboard.org/
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District Establishment Survey: Screen by Screen

It you have access to multiple organizations, If you only have access to your district, you will be
you will be taken to the Welcome screen first. taken directly to the home screen

Select your district, then click Continue and

Select “Enter Testing Details” to launch the survey.
you will be taken to the home screen. 5 Y

SAT Suite State-Provided Testing

Welc me t th S u T Suite Ord eri ng and ‘ A\ ou are required to provide testing details o support this test. Ener Testing Details |
. . =
Registration (SSOR) Site punceuron
You have access to multiple organizations. Select the organization you want to access below. ‘ SAT School DH]F [SPRING)
State-managed Test: Registration:
Your state has included you as a participant in Student registration for spri ng state-provided
their state fest. Your state manages the detalls testing |s not managed in SSOR, and will be
Tor this test so you cannot view or edil those handled through your state
Select an organization - | Continue | details.

You will need to provide testing details 1o support
this test

6CollegeBoard c CONNECTICUT 2
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District Establishment Survey: Screen by Screen

Enter Your District Testing Contacts

Confirm Your District Information T

Confirm or edit your testing contacts.
STEP 1: DISTRICT INFORMATION Distied Add or edittesting cantacts for your state besting, Far Test Cocrdinater contacts, you anerequired o grevide coe primary contact and ane backup

contact. Vou an ogtiorally provide up o 4 additional backup test coordinator contacts. nly the professional smai adtress and phone rumbar for sach
comtact should be provided.

District Test Coordinator e

Confirm your District / Corporation information. [
Review the details your state provided below for your district to ensure they are accurate. You cannot update any of this information here. Reach out to your Primary
state DOE point of contact if data corrections are needed.

*ANl frelds ane required

District
State ID: 204201 - NCES ID: n/a Lasz bame

1 Participating Schools

Fhone
Mailing Address: o
Street i
City, AL 22231 pee_
(®) U5 2nd LS Terrories

() Dutside the LS.

- Backup 1
Cancel and Exit #All feidis ane required

Swlect .

First Name

Last Marme

Ema

Fhone

Ex. (aptional)
Located i

(®) U8 and LS Terriories

() Dutside the LS.

6CollegeBoard c CONNECTICUT 8

Education



-
District Establishment Survey: Screen by Screen

Complete the College Board Policy Acknowledgement

® CB Policy Acknowledgement
« All testing is required to occur during the testing window. Updates can be made at any time by c|icking

+ The contact information provided in SSOR will only be used for communications related to my state's e ¥e o . ”
contract testing. By entering contact information of any school staff, | represent that | have obtained VleW/Edlt TeStIng |I1f0 on the Home Page

permission from them to do so.

First Name Last Name SAT Su ite State' PI'OVided Testi ng :::.:: Cole (__rj ,fp :12/0:;202:]

— *Required . —*Required

- | | understand and agree
= \
SAT School Day (srring)
Cancel

State-managed Test: Registration:

Your state has included you as a Student registration for spring
participant in their state test. Your state-provided testing is not
state manages the details for this managed in SSOR, and will be

test so you cannot view or edit handled through your state

Once submitted, the survey is complete

You will need to provide testing
details to support this test

Total Testers: 100

Test start and test end dates: Mar
23-24,2027

Test Format: Digital

View / Edit Testing Info

6CollegeBoard c CONNECTICUT 9
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District Coordinators Completing School Surveys

» If you are a district test coordinator who needs to complete Welcome to the SAT Suite ordering and
school establishment surveys for the schools in your district, Redistrati SSOR) Sit
follow the steps below: egistration ( ) e

You have access to multiple organizations. Select the organization you want to access below.

1. Confirm that you have access to each school by logging
into SSOR and reviewing your list of schools in the drop-

Select an organization - | Continue '
down menu.
« If you are on the SSOR home page, select “Switch
Institution” at the top of the page.
e

2. Select the school for which you need to complete the SAT Suite Ordering and Reglstration | COLLEGE BOARD ACADEMY e

survey. .

SAT Digital Assessments
. o« . ” Tests already ordered by you and/or your state and district can be viewed on the dashboard. Click the resource buttons below for help

3. Follow the steps in the “School Establishment Survey

section of this guide (next section). i o e e b o

T
© CollegeBoard @ conNecTiIcUT 4

Education



School Establishment
Survey



School Establishment Survey Overview

Step 1

Log into SSOR and
under “SAT Suite
State-Provided
Testing,” click

“Enter Testing Details”

< Enter Testing Details >

If you do not see the “Enter Testing
Details” button, contact your
access manager to be assigned the
SAT Suite Ordering role

© CollegeBoard

N o a s

Step 2

Complete Your
School’s Survey

Confirm Your School Details

Enter Approximate # of
Students Testing

Enter School Testing Date(s)
Enter School Closure Date(s)
Enter Testing Contacts
Select Testing Devices

Select Paper Testing Needs
for Students Unable to Test
Digitally (See page 16)

Select Off-Site Testing Needs

Review Your Information

Step 3

Complete the College
Board Policy
Acknowledgement

® CB Policy Acknowledgement

« Alltestingis required to oceur during the testing window.
. SOR will onl;

nly be used for communications related to my state’s
information of any school staf, | represent that I have obtained

Click Submit

Step 4

Make Updates by
Clicking “View/Edit
Testing Info” on the

SSOR Home Page

SAT Suite State-Provided Testing

T
Patrcia Cole breston org)
PARTICIPATION

SAT School Day sernc)

@ connNecTiCUT |,
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School Establishment Survey: Screen by Screen

Log in to SSOR:

https://ordering.collegeboard.org

SignIn

Email Address

L )

© CollegeBoard

Select “Enter Testing Details” to launch the survey.

SAT Suite State-Provided Testing

| d\ You are required to provide testing details 1o support this test. (: Ener Tearing Details :) |
L "
lIHHHEHHHHIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII'

SAT School Day srrmc)

State-managed Test: Registration:

Your state has included youasza participant In Student re-|;||51r.at||:-n for Spring state-provided

their state test. Your state manapes the detfalls TE‘ETII'IQ 15 meat managed | 55|:|R| and will b

Tor this test so you cannot view or edil those handled through your state

delails.

You will need to provide testing details to support
his test

€ conNEcTICUT |5
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https://ordering.collegeboard.org/
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School Establishment Survey: Screen by Screen

STEP 1: SCHOOL INFORMATION

Confirm your school information.

PAES VIEW MDOLE SCHOOL

Ontrat

e STEP 2: STUDENTS
—

School Vinlting Address

Lacone

How many students will you be testing?

Enter your estimated number of 1est takers, This Information is for planning purposes only.

SAT School Day

Spring ( 100 Tell us when you plan to start/end testing.

Indicate the actual expected start and end dates for your school's testing. This is not binding and purely for planning purposes. Do not Include makeup

testing due 1o absence, rregulaties, eic

TESTS TOTAL TESTERS TESTING DATES
SAT School Day
Spring 100 Mar 23 - Mar 24, 2027 £dit

Previcus Step | Sawve and Exit @

The date provided will determine College Board's readiness
outreach and planning schedule for your school

© CollegeBoard @ connNecTICUT 4,
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School Establishment Survey: Screen by Screen

STEP 4: CLOSURE DATES

Tell us when your school has planned closures.

Confirm all the expected closure dates for your school, beginning in mid-Febr

schools spring break as well as any other school holidays. if your school is k

Does your school have closure dates during the testing window?
@ Me— My school does not have any breaks or holidays that fall within th

Yes~ My school has bheaks or holidays that fall within these dates

© CollegeBoard

STEP 5 CONTACT

Confirm or edit your testing contacts.

yeuur giaie teuling Al contacts ate requined. For Test Cox

prosded

School Principal (All Tests)

Al figkls e reguned

Lcated in
W) UE and S Termorkes

Dulside the U8

r EONEICTS, ou ane requited b provide on

iy provida o in 4 adde a6 COMBEEE. Only 1he professional emall aoas

STEP &: DEVICES

What devices will your students use to test?

St all T aoly

apgibes 10 Delaware 57 DolFEA 50 too

Prevann By Sk et Cak e

€ connecTICUT
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School Establishment Survey: Screen by Screen

pintliimliicid i -) All Connecticut schools should select “No” for
Step 7 unless previously approved by CSDE

Will your school request paper-only testing for all students?

.I.I'J.'--;I'.-d by Saplaly T poanlde @ sl vhadeeds Bw revine el o B8 oA oF e Reacioagy oF relegEcl Pl | s
T wiete el rrpirw Tey regqurs! gl 4 ppperred @@ uelale phu eyl P! fres dagptel b pagert ey Ly e
A Browidied on your WIS daiiboard (Mgl P oy bR
STEP & OFF-SITE TESTING

Wy - Buxprnd pace ooy for By begd
-@M Wk oyl W Dty Fal Dl Fod §0alendy mel mepr T Pl | - - - .
Are you planning to use any off-site locations for testing?
........
SAT School Day Rewrtre Schood mede Information Lo/
@ f—— e rem o s
Wl

-
oy e

PRSP B g g
-

Review Test Specific Information

@ connEcTICUT |

Education
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School Establishment Survey: Screen by Screen

Updates can be made at any time by clicking
“View/Edit Testing Info” on the Home Page

. . . Test information Submitted on: 09/05/2026

SAT Suite State-Provided Testing R e DA s

SAT School Day (SPRING)

State-managed Test: Registration:

Your state has included you as a Student registration for spring

participant in their state test. Your state-provided testing is not

state manages the details for this managed in SSOR, and will be

test so you cannot view or edit handled through your state

those details.

You will need to provide testing
detalls to support this test

Total Testers: 100

Test start and test end dates: Mar
23-24,2027

Test Format: Digital

View / Edit Testing Info

6CollegeBoard c CONNECTICUT 45
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SSOR Access Management-
Frequently Asked Questions



R
FAQ: Access Management

1. How do I know if | am an access manager? My College Board Professional Account
. Access managers will have the “Managing Access to Support
. . . ] : . “ My Tools And Services
SAT Suite Ordering and Registration” option listed under “My
Tools and Services.” This link will take access managers to the Tool or Sorvice My Role Expires” @
Managlng Access TOOI AP Professional Learning p N/A N/A
. . . . . . AP® Teacher Community p N/A N/A
. District test coordinators and principals who were submitted to AP and Pro AP Workabop Consutaot Communiyy | A
CO”ege Board by CSDE Were aUtO-aSSIQned the access manager Managing Access to support K-12 Assessment Access Management/DAT (K- 29-Jun-
role for spring 2027. Reporting 12 2026
Managing Access to support SAT Suite Ordering and ISAT Suite Ord/Reg Access 30-Oct-
° ’ Registration p Manager 2026
2. How do I find out who my school’s access manager — v T i
IS? Pre-AP Ordering b NIA + Recommended Toels and Services
Test Administration Training for the SAT Suite of N/A . ) ~ . . ) i -
. Assessments b We've selected these tools and services based on your job function of Counselor. Edit my profi
. For SAT School Day, the access manager is generally your AP Potential™ Cot Accass
dlStrlCt teSt COOI’dInatOF OI' SChOOI pr'nC'paI. If yOUI’ v ReadiStep™ Summary of Answers and Skills (SOAS) Reports Gel Access
school/district does not have an assigned access manager, one » SAT Sulte Ordaring and Regsiration Request Access
can be established by following the steps below: » SAT® Rogistation Report Get Access
o From your dashboard, scroll down to the section titled “Add P
Additional Tools and Services.” > Higher Education
- General
O CIICk ”General," then “Get AcceSS" neXt to "Managlng Access + RETIRED: 35D Online - Disabilities Accommedation Management Get Access
to Support SAT Suite Ordering and Registration.” + Collage Board Communiiss Got Accoss
. . . + College Board Online Store Get Access
©) SeleCt your Organlzatlon and enter the Un|que access COde + Managing Access te support Higher Ed Assessment Reporting Get Access
« . . . v Managing Access to support K-12 Assessment Reporting Get Access
O Once added: Managlng Access to Support SAT SUIte Orderlng v Managing Access to support SAT Suite Ordering and ch'ustratio
and Registration” will appear on your dashboard under “My + Managing Access to support Test Day Toolkit Get Access
TOOIS and SGI’VICGS" + Test Day Toolkit Get Access

6CollegeBoard For additional assistance, reach out to Bojana Mitrovic, your K-12 Delivery Specialist, at bmitrovic@collegeboard.org. c COI\LI‘}IE?TICUT 19
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mailto:bmitrovic@collegeboard.org

R
FAQ: Access Management

3. |am the access manager. How do | assign My College Board Professional Account
someone (or myself) the SAT Suite by Toots And sarvices
Ordering Role? e . g
. Follow the steps below: ' 2 :
o From your College Board account dashboard, select | s, ™™ | 0 ™
“Managing Access to Support SAT Suite Ordering o e meer
and Registration.” This will take you to the iy =
Managing Access Tool.
o Select the “Invite Users” tab and entertheuser | R
information. Then select the school/organization, o
the SAT Suite Ordering role, and a role expiration
date. Mv College Board Professional Account
i) My College Board Professional Account
o Click “Add Role to Invitation.” Once the role appears My Tools And Services
under “Selected Roles,” click “Email Invitation.” e S | e
o The user will receive an email invitation and must .
accept the role by clicking the link provided in the S
email. Once accepted, the “SAT Suite Ordering and SAT St O parton»
Registration” link will appear on the user’s account
dashboard. oy e s o S s

6CollegeBoard For additional assistance, reach out to Bojana Mitrovic, your K-12 Delivery Specialist, at bmitrovic@collegeboard.org. c COI\LI‘}IE?TICUT 20
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FAQ: Access Management

4. |am the access manager, but | don't have _ _ _ S
. My College Board Professional Account m..:.......,....m..._
access to all of my schools in SSOR or the s

In educaiion Seq the Cilege

. My Tools And Services e
Managing Access Tool. How do | add Jie
Tool o Service My Role Expies” Acceds
additional schools? = m
* Follow the steps below: e e
o From your College Board account dashboard, T 5
Select “Edit” for “Managing Access to support SAT i
Suite Ordering and Registration.” N | Manage access to Managing Access to support SAT Suite
fmmmmamer=® Ordering and Registration
o Select the school or district you need access to and Remove o Extend Access
enter the unique access code, then click “Add.” O, v s i B4 4 st o b chlagh X o i St b by oo it o o

@) Repeat for additional organizations. ) e
S R N N
o Once all Organizations have been added’ click Get Additional Access to Managing Access to support SAT Suite Ordering and

Registration

“Back.” The organizations will automatically appear
in SSOR and the Managing Access Tool.

Sl P SOtEEA [Youl isd 6 atoidd Coda Rai Ihi B30l oF Rervice | You May #dd mods han

Profassenal Diganisatsn: Selict ARciel CHpAALEEIGH w

Acciss Coss:

6CollegeBoard For additional assistance, reach out to Bojana Mitrovic, your K-12 Delivery Specialist, at bmitrovic@collegeboard.org. c COI\LI;IECE_TICUT 21
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Resources

Learn: Completing the Organization Establishment Process for Spring 2027
(sign in using your College Board credentials)

Learn: What Can | do in the Managing Access Tool?

Useful Links: Need Help?

SAT Suite Ordering & Registration Contact Bojana Mitrovic, your K-12 Delivery
Specialist, at bmitrovic@collegeboard.org.

Create a College Board Professional Account

Connecticut SAT School Day Website

© CollegeBoard @ ConNECTICUT  ,,
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https://collegeboard.learnupon.com/content-details/5267520/0
https://satsuite.collegeboard.org/help-center/what-can-i-do-managing-access-tool
https://ordering.collegeboard.org
https://support.collegeboard.org/help-center/how-do-i-create-college-board-account
https://portal.ct.gov/sde/student-assessment/sat/connecticut-sat-school-day/related-resources
mailto:bmitrovic@collegeboard.org

Thank You
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