
ACT Aspire 
Portal Overview 



Agenda 

General Information 

Dashboard 

Inviting New Members 

Updating the PNP 

Test Sessions 

ACT Aspire Portal Overview 2 



Color Coding 

Training will cross several phases of testing; slides will change to 
reflect the phases they represent: 
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General Information 



South Carolina Schedule 

• Test coordinators invite additional users to the Portal and assign 
permissions 

12/19/14-
1/19/15 

• SCDE submits initial Student Data Upload (SDU) file to populate 
students 1/23/15 

• STCs begin to input Personal Needs Profile (PNP) info for 
accommodations into the Portal (must be complete prior to test session 
set-up) 

2/9/15 

• Test Session set-up window; deadline is 3/5/15 2/16-
3/5/15 

• SCDE submits 2nd SDU with any updates to student data 3/15/15 

• Window for additional test session set-up and loading PNP for new 
students from the March 15th SDU update file 

3/16-
3/19/15 
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South Carolina Schedule, cont 

• ACT Aspire materials are printed, packaged, and shipped to 
schools 

3/30-
4/3/15 

• School Test Coordinators (STCs) receive shipments of test 
materials 

4/13-  
4/15/15 

• ACT Aspire tests are administered 4/28-
4/30/15 

• Test materials are picked up (for all testing completed 4/28-4/30) 5/1/15 

• Make-up and optional Science testing occurs 5/1-
5/13/15 

• Make-up and Science test materials are picked up 5/14/15 
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Testing Window 
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Spring 2015 Test Schedule 
Writing, English April 28 (Tuesday) 

Reading April 29 (Wednesday) 

Mathematics April 30 (Thursday) 

Make-up and optional Science through May 13 
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ACT Aspire Assessment Website 
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http://actaspire.pearson.com  

http://actaspire.pearson.com/


South Carolina ACT Aspire Website 
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http://www.act.org/aap/southcarolina/aspire.html  

http://www.act.org/aap/southcarolina/aspire.html
http://www.act.org/aap/southcarolina/aspire.html
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South Carolina Department Website 

http://www.ed.sc.gov/agency/programs-services/214/  

http://www.ed.sc.gov/agency/programs-services/214/
http://www.ed.sc.gov/agency/programs-services/214/
http://www.ed.sc.gov/agency/programs-services/214/
http://www.ed.sc.gov/agency/programs-services/214/


Dashboard 



Dashboard – Organizations 

• Some tasks will require you to select a specific organization 
• Clicking Switch Organization allows you to change 

organizations, as needed 
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Dashboard Lights 

• Dashboard lights provide an at-a-glance view of test session 
attributes 

• Lights will update as actions are performed 
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Inviting New Members 



User Role Types 
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Tenant Roles 

Administrator 

Test Coordinator 

Educator 

Guest 

Test Session Roles 

Test Supervisor 

Room Supervisor  

Guest 
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Organization Members 

• Go to Organizations > Organization Members 
• Ability to invite new members (users), update 

permissions on existing users, remove users, and 
more 
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Manually Updating the  
Personal Needs Profile (PNP) 



Personal Needs Profile Overview 
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The Personal Needs Profile (PNP) defines a student’s specific test 
supports for testing. Keep in mind: 

– PNP supports apply to all 
subjects 

– Some PNP supports cannot be 
edited if the student is in a 
test session 

– Orders must be placed prior 
to the testing window for 
necessary paper-based 
materials; contact ACT Aspire 
Customer Service if additional 
materials are needed 

– Students with PNP supports 
do not always require a 
separate test session 
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Finding a Student 

19 

• Go to Students > Find Students 
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Finding a Student, cont. 

20 ACT Aspire Portal Overview 

Enter search 
criteria, then 
click Search 



Finding a Student, cont. 
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• Click on the Student ID to go to the Student Profile screen 
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Editing a Student’s PNP 
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Editing a Student’s PNP, continued 
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Alerts you if a 
student is in a 
test session 

Adding a form-
specific support 
gives an error 



Test Sessions 



Test Session Overview 
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Students must be placed into test sessions for paper-
based testing. Sessions must be created for each 
grade and subject you plan to test. 

By creating test sessions: 
– Students receive the correct form type 

dictated by their PNP 

– ACT Aspire can assess and deliver the 
appropriate number and type of paper 
materials for your students 

– ACT Aspire is able to generate and pre-
print the students’ answer documents 



Test Session Workflow 
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Set up test sessions for paper-based testing  

Add students to test sessions 

Add authorized users, as needed 

Print rosters for each test session; handle materials securely  

On the day of testing, start sessions; sessions must be started 
individually 

During testing, Room Supervisors monitor the room and note any 
irregularities 

After all students have completed testing, close test sessions and enter 
irregularities, if necessary 



Test Sessions: 
  

Using Groups 



Groups Overview 

Groups are easily accessible lists of students. 

Groups: 
– are separate from test 

sessions;  

– can be used to add students 
to test sessions, once 
created; 

– allow you to easily identify 
sub-sets of students. 
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Finding Groups 

ACT Aspire Portal Overview 29 

• Select Students > Find Groups to help you quickly locate 
students by sub-sets 



Selecting a Group 
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• Select the name of the group you want to view 



Using and Updating Groups 
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• Select Add/Remove Students to manage students 
• Click on a Student ID to view the student’s profile 



Test Sessions: 
  

Creating Test Sessions 



Creating New Test Sessions 

• After selecting your school, select the Summative tab and click 
New Test Session, or select Create a Test Session from the 
Summative Tests menu 

ACT Aspire Portal Overview 33 



Session Details – Selecting a Test 
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Click the list 
icon to 

access the 
Select a Test 

window 

Choose 
Paper for 

Mode 



Session Details – Testing Schedule 
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Determine your 
testing window 

 
Note: Testing 

schedule acts as 
a planning 
guideline 



Session Details – Title and Instructions 
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Define a title and 
any special 

instructions for 
the session. 

 
Note: For paper-

based test 
sessions, only the 
first 6 characters 

appear on the 
pre-ID. 

 
Note: Test 

booklets are not 
bundled by 

session; answer 
documents are 

bundled 
alphabetically by 

test session. 



Session Details – Proctor Caching 
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For paper-based 
testing, you may 

skip proctor 
caching. 

Students will still 
need to be added 
to the new test 

session. 



Test Sessions: 
  

Adding & Removing Students 



Adding Students to Test Sessions 

• Click Add to select students for the session 
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Adding Students to Test Sessions, cont. 

• Able to use filters or search functions to find students 
• Select students to add, then click Done 
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Groups and Test Sessions 

• Groups can help you manage adding students to test sessions 

• From the Test Session Details, click Add and use the Groups 
Selector filter to select one or more groups 
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Removing Students from Test Sessions 

• Test Session status must be either Ready or Scheduled 
• Check the box next to students to remove, and then click 

Remove 
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Students and Paper-based Testing 
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• Students must be added to sessions by the administration 
deadline in order to receive pre-printed materials 

• Students added late reflect “too late for processing” at the 
session level, and “Manual Grid” at the student level 

• System ID number will need to be generated for gridding 
purposes 



Test Sessions: 
  

Adding & Removing  
Authorized Users 



Test Session Details – Invite New Users 

•  Invite new Room Supervisors to the Portal 
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Test Session Details – Add/Edit Existing Users 

•  Add/Edit existing users to update access to the test session 
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Test Sessions: 
  

Printables 



Comments 

•  Comments opens a CSV file with comments/irregularities 
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Roster 

•  Roster opens a CSV file with all students currently in session 
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PNP Roster 

•  Personal Needs opens a tab detailing all student PNP supports 
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Student Data: 
  

Manually Adding & Updating 
Student Data 



Adding and Updating Student Data 

Enroll and Manage Students in 
the portal: 
– Useful when dealing with a 

small number of students 

– Enroll or manage students 
one at a time 

– Remove students one at a 
time or multiple students at 
once 
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Manually Adding Student Data 
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• Select Students > Add Student to manually add an individual 
student 
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Manually Adding Students – State IDs  

1. If the official State ID is known, enter the official State ID. 
a. If the official State ID is known, but it is being rejected by the portal as a 

duplicate, it is likely that another student in the state was erroneously 
entered into the portal with that State ID. Use option #2.  

2. If the official State ID is not known but the PowerSchool ID is known, 
use the following fake State ID: 
a. “S” & 7-digit school ID (SIDN) & PowerSchool ID; for example, 

S016000154321 would be the fake ID for a student at 0160001 with the 
PowerSchool ID 54321. 

b. State IDs can be up to 20 characters in length. If the PowerSchool ID is 
greater than 12 characters, truncate the PowerSchool ID. This should not 
happen, but there are instances where, due to error, a longer PowerSchool 
ID has appeared in PowerSchool. 

3. If the official State ID and the PowerSchool ID are both not known, 
use the following fake State ID: 
a. “S” & 7-digit school ID (SIDN) & a counter, starting at 1 and 

incrementing by 1 for each student. For example, S01600011, 
S01600012, and S01600013 would be the first three students at 
0160001.  
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Manually Updating Student Basic Information 

• Click Edit to update Basic Information, then Save 
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Manually Updating Other Student Details 
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Deleting a Student Profile 
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Note: Students cannot be deleted when in a test session 



Test Sessions: 
  

Starting Sessions 
Closing Sessions 



Starting Test Sessions 
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• From Test Session Details, click the test status button and 
choose Start Test  

• Click OK on the confirmation and Auto Refresh notification; 
session status will update to In Progress 



Closing Test Sessions 
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• From Test Session Details, click the test status button and 
choose Close Test 

• Warning will ask if you are sure; click OK to continue 
• Once a session is closed, you can no longer enter irregularity 

information for a student 



Support 

61 



Support Contacts 

 
 
 

ACT Aspire Customer Service 
888-802-7502 

ACTAspire_Implementation@ACTAspire.org 

7:00 a.m.–8:30 p.m. Eastern Time, Mon–Fri 
 

62 

CanStock Photo and Bigstock Photo  

ACT Aspire Portal Overview 

mailto:ACTAspire_Implementation@ACTAspire.org

	ACT Aspire�Portal Overview
	Agenda
	Color Coding
	General Information
	South Carolina Schedule
	South Carolina Schedule, cont
	Testing Window
	ACT Aspire Assessment Website
	South Carolina ACT Aspire Website
	South Carolina Department Website
	Dashboard
	Dashboard – Organizations
	Dashboard Lights
	Inviting New Members
	User Role Types
	Organization Members
	Manually Updating the �Personal Needs Profile (PNP)
	Personal Needs Profile Overview
	Finding a Student
	Finding a Student, cont.
	Finding a Student, cont.
	Editing a Student’s PNP
	Editing a Student’s PNP, continued
	Test Sessions
	Test Session Overview
	Test Session Workflow
	Test Sessions:� �Using Groups
	Groups Overview
	Finding Groups
	Selecting a Group
	Using and Updating Groups
	Test Sessions:� �Creating Test Sessions
	Creating New Test Sessions
	Session Details – Selecting a Test
	Session Details – Testing Schedule
	Session Details – Title and Instructions
	Session Details – Proctor Caching
	Test Sessions:� �Adding & Removing Students
	Adding Students to Test Sessions
	Adding Students to Test Sessions, cont.
	Groups and Test Sessions
	Removing Students from Test Sessions
	Students and Paper-based Testing
	Test Sessions:� �Adding & Removing �Authorized Users
	Test Session Details – Invite New Users
	Test Session Details – Add/Edit Existing Users
	Test Sessions:� �Printables
	Comments
	Roster
	PNP Roster
	Student Data:� �Manually Adding & Updating Student Data
	Adding and Updating Student Data
	Manually Adding Student Data
	Manually Adding Students – State IDs 
	Manually Updating Student Basic Information
	Manually Updating Other Student Details
	Deleting a Student Profile
	Test Sessions:� �Starting Sessions�Closing Sessions
	Starting Test Sessions
	Closing Test Sessions
	Support
	Support Contacts

