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Agenda:
– Overview of the new ACT QualityCore®

testing system
– Manuals, guides, and resources available
– Explanation and demonstration of the roles 

and responsibilities

Welcome!
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Important Materials

Summer & Fall 2015

Currently 
available

Testing Manuals
Technology Guidelines

Coming soon!
Online Tutorials

Demonstration Site
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ACT QualityCore® Homepage 
www.qualitycore.act.org

 Access to administrative menus
 Links to testing materials, manuals, guides, and resources
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Roles in ACT QualityCore®

State Level

• State 
Coordinator

District Level

• District Test 
Coordinator (DTC)

• District 
Technology 
Coordinator

School Level

• School Test 
Coordinator (STC)

• Teacher

• Test Administrator 
(TA)

• Students
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Roles in Kentucky
ACT QualityCore Kentucky 

District Test Coordinator 
(DTC)

District Assessment 
Coordinator

(DAC)

School Test Coordinator 
(STC)

Building Assessment 
Coordinator

(BAC)
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State-Level Responsibilities
 Manage District Test Coordinator (DTC) information 

 E-mail account information to DTCs 

 Reissue DTC accounts (lost, compromised, personnel change)

 Void or unvoid student tests 

 Access reports

o Voided Students Report

o Daily Administration & Testing Reports

o Reopened Test Sessions Report
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District-Level Responsibilities
 Upload student enrollment data for the district

 Completion by ACT for Kentucky is currently being arranged

 Schedule schools’ testing windows

 Manage School Test Coordinator (STC) information 

 Manage Technology Coordinator information

 Print account information and distribute securely, reissue if needed

 Access reports

o Reopened Test Sessions

o Daily Administration

o Subgroup and District Summary reports 
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School-Level Responsibilities
 Register schools for testing (after DTC schedules testing window)

 Manage Teacher and Test Administrator information

 Print account information and distribute securely

 Check class rosters (verify/add/edit)

 Assign testing accommodations 

 View reports: 

o Student

o Class

o Reopened Sessions

o Accommodations
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Test Accommodations
Paper-Based

Accommodations
Other Accommodations

Braille Audio CDs

Large Print Time and a half

Reader Scripts Double time

Untimed

 Paper accommodations may be ordered in the online system by 
selecting paper-based testing. 
 All paper-based test materials must be input 30 days prior to 

testing in order to receive preprinted materials.

 For accommodations related to time, this will be managed 
in the testing room. There is no timer in the online system.
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ACT 
QualityCore® 

System
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DTC logs in Create STC 
accounts

Set testing 
windows

Create Tech 
Coordinator 

accounts

STC logs in 
Create 

Teacher 
Accounts 

Create TA 
Accounts

Assign 
accommodations

Create/edit –
student 

accounts

Add more 
classes

Verify rosters
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DTC Menu
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DTC: Preparation for Testing

 Account information will be sent to District Test 
Coordinator (DTC) by email. 
 If a DTC does not receive the e-mails, contact ACT QualityCore

Support. 
 Accounts are valid for the entire school year & summer.  
 DTCs and Tech Coordinators work together to install 

secure browser for the student. 
 Links to the ACT QualityCore secure browsers will be available 

from the DTC homepage. There are three versions:
– Windows
– Mac
– Chromebook
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School Review - Schedule School Testing

Schedule testing window for each school

DTC: Registration Procedures
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DTC: Registration Procedures

School Review – Check School Registrations: 
Did the STC register the school for testing?

 How many students are registered?
 How many class rosters have STCs reviewed?
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DTC: Management Procedures
 STC Management 

- Assign/Edit STCs: Verify STC information 
- Print Password Letters: Print letters and distribute to STCs
- E-mail STCs: Communicate with STCs 
- Reissue Passwords: If lost, compromised, or personnel 

change

 Reports  
- Reopened Test Sessions: Review all reopened sessions
- Daily Administration Report: District and school summary 

of students enrolled in each subject, including the number of 
students who have started/completed testing and who have 
scores available
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DTC: Assign/Edit STC
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DTC: Print User ID/Password Letter
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District Technology Coordinator 
Menu 



23

Technology Coordinator:
Management Procedures

 School Review
– Review School Testing Window and Registrations:

View testing schedule for each school and number of 
students testing

– Assess bandwidth and assist schools in preparing computer 
labs – work with STCs to install browsers on computers

 Technology Resources 
– Secure browsers and commands for exiting browsers
– ACT QualityCore Technology Guidelines
– CSV file formats and instructions
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Technology Coordinator:
Management Procedures

 School Review
– Review School Testing Window and Registrations:

View testing schedule for each school and number of 
students testing

– Assess bandwidth and assist schools in preparing computer 
labs – work with STCs to install browsers on computers

 Technology Resources 
– Secure browsers and commands for exiting browsers
– ACT QualityCore Technology Guidelines
– CSV file formats and instructions
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STC Menu
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STC: Administration Preparation
 Register School:

– Upon logging in, a message will prompt you to register 
your school. This is a one-step process by clicking OK.

– Your DTC’s registration table will be updated showing  
that you have registered your school.

 Before testing: Arrange with the Technology Coordinator 
to download the appropriate secure browser to each 
computer used for testing. 
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STC: Teacher Management 
 Teacher Management

– Register a Teacher: Add, edit, or delete teacher information

– Assign Teacher Classes: Add class, section, and period 
and assign a teacher to a class. Edit class period or section, 
or delete a teacher’s class 

– Upload Teacher/Class Roster to a School: Upload a CSV 
file with teacher and class information

– View Teacher Roster: Review class, section, period, and
teacher  information 

– Print Password Letters: Print and distribute letters securely

– Reissue Passwords: When lost, compromised, personnel 
change
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STC: Add New Teacher
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STC: Add Classes
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STC: Upload Teacher/Class Roster



32

STC: View Teacher Rosters
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STC: Test Administrator Management
 Test Administrator (TA) Management Feature

– Register Test Administrators: Add, edit, or delete TA information

– Manage Test Administrators: View Test Administrator roster. Print and 
securely distribute password letters to Test Administrators

– Reissue Passwords: If lost, compromised, personnel change

– Upload Test Administrators: Use CSV file upload or manually

Note: Inform TAs about which classes they will be overseeing:
 TAs will see Daily Access Codes for ALL classes. 
 Teachers will only see Daily Access Codes for their own classes.
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 Student Management Feature

– Add a New Student: Enter a student’s demographic information 
to add student to class roster.

– Search and Manage: Use a student’s name or QualityCore ID to search.  
This is the only place a student’s information can be edited. 

– Assign Student Classes: Add, drop, or move students from one class to 
another.

– Upload Student Roster: Upload a comma-separated value (.csv) 
file with student enrollment information.

– Transfer a Student: Transfer a student from another school in 
the state.

– Class Roster – Edit Class Roster: Select a teacher and class to 
add or drop students to and from the class. 

STC: Student Management
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 Student Management

– Class Roster – View/Print Student Rosters: Select a teacher and class 
to view or print a class roster. Verify the students on the roster. 
Add, drop, or move students. Confirm that roster is correct by marking 
it as “Viewed.” 

– Student Accommodations: Assign test accommodations. 

Note: Student enrollment data does not include accommodation 
designations. Accommodations must be assigned by an STC 
during registration.

 Large Print and Audio online accommodations will be available in a 
future update

STC: Student Management (cont.)



37

STC: Add a New Student
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STC: Search and Manage
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STC: Edit Class Roster
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STC: View/Print Class Roster
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STC: Assign Accommodations
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STC: Test Administration
 Administer Tests 

– Reopen Test Sessions: Reopen test sessions for individual 
students or an entire class

– Valid reasons for reopening a test session:
 Student became ill
 Student needed more time
 Lost Internet connection
 Lost power
 Computer crashed
 Emergency during testing
 Approved accommodations
 Other  
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STC: Reopen Test Session
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 Test-Administration Reports 

– Reopened Test Sessions: Review reopened student test 
sessions at the school

– Student Accommodations: Select a class and view or print 
information for students with assigned test accommodations

– Student Report: View individual student performance for 
students who have reportable scores

– Class Roster Report: View testing status and test scores, if 
reportable, for all students in a class

STC: Reports
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Teacher Menu
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 Retrieve Daily Access Code and Administrator Password

– Daily Access Code: Each day of testing, the teacher must obtain 
the daily access code from the main Teacher Menu. The daily 
access code is unique to each class, each day, and is required for 
students to log in to a test.

– Administrator Password: Found on the Teacher Menu, it is used 
by the teacher with the commands to close the secure browser on 
each student’s computer and must not be shared with students.

Teachers: Test Administration
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Teachers: Test Administration (cont.)

 Student Management

– View/Print Student Roster: Select one or all of your classes 
to view or print the student roster. The roster contains each 
student’s registration code and date of birth. Print the roster 
on Avery labels (#5160) for easy distribution. 

 Administer Tests 

– Reopen Test Sessions: Reopen test sessions for individual 
students or an entire class—must have a valid reason.  
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Teachers: Reports Management
 Reports

– Student Report: Includes student information, student 
score, College Readiness, and course standards and 
subscores

– Class Roster Report: Includes student name, ID, grade, 
session complete information, and scale score
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Test Administrator (TA) Menu
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STC logs in Prints Rosters Teacher/TA 
logs in

Get daily 
access code*

Teacher/TA 
logs in Prints Rosters Get daily 

access code*

Test Day Preparation

* Must be done the day of testing

Option 1

Option 2



55

Students
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Log-in Page
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Student Oath
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Testing Center 
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Technology
Setup
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Technology Requirements
Hardware Operating System Web Browser

Windows PC

Windows 8.1 Internet Explorer 11

Windows 8 Internet Explorer 10

Windows 7 Internet Explorer 9, 10, 11

Mac

OS X Yosemite 10.10 Safari 8.0 – 8.0.6

OS X Mavericks 10.9 Safari 7.0 – 7.1.3

OS X Mountain Lion 10.8 Safari 6.1 – 6.1.4

OS X Lion 10.7 Safari 6.1 – 6.1.4

Chromebook Chrome OS 42 Chrome 42
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Technology Preparation - Browser
 Download the appropriate secure browser to all 

computers used for testing. There are 3 versions of the 
secure browser:
 Windows, Mac, Chromebook

 There are 3 roles with access to download the secure 
web browser:
 District Test Coordinator
 District Technology Coordinator
 School Test Coordinator

 These 3 people should work with other technology 
staff to ensure all computers have the browser 
installed.
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Technology Preparation

Perform the checks under CBT setup on the ACT 
QualityCore homepage

 Ensure that gray areas in the center of each square 
are clearly visible.
 Adjust brightness and contrast settings on all monitors.

 Run the Compatibility Script to check for proper 
installation of Java and browser security setting.
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Technology Preparation (cont.)

 District Technology Coordinators should work with 
school level technology support to ensure labs are 
configured properly and ready for testing.

– Content filters should be turned off
– Security software should be set to allow the 

system as a trusted site
– If using AVG security software, temporarily 

disable the identity protection and resident 
shield components
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Lab Preparation 

 Make sure labs are set up so students cannot view 
monitors in front or beside them. 
– We recommend using desktop/laptop carrels

 Make sure power strips are not in a locations 
where they can be tripped. 

 Have scratch paper and pencils available.
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Reports
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 Reports available during each test administration 

– Student Report: Includes student information, student 
score, College Readiness, and course standards and 
subscores

– Class Roster Report: Includes student name, ID, grade, 
session complete information, and scale score

 School Test Coordinators only have access to reports 
for their school. 

 Teachers only have access to reports for their classes.

School Test Coordinator 
& Teacher Reports
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District Test Coordinator 
Summary Reports 

 School Subgroup Report: Includes six subgroups, 
number of students tested, average scale score, and 
number and percentage of students by College 
Readiness levels

 District Summary Report: Includes school name, 
number of students tested, average scale score, and 
number and percentage of students by College 
Readiness levels
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Educator Resources

 These resources consist of:
 Course objectives, description, syllabus, outline
 Unit plans, guidelines for units, sample unit
 Benchmark assessments
 Test Builder
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Educator Resources
 These can be found as the last link on the homepage 

for each role:
DTC, Tech Coordinator, STC, Teacher, TA
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QualityCore® End-of Course Tests Homepage 
www.qualitycore.act.org

 Access to administrative menus
 Links to testing materials, manuals, guides, and resources
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 DTC (DAC): Contact the State Coordinator or ACT 
Account Manager

 STC (BAC): Contact your District Test Coordinator

 Teacher/TA: Contact your School Test Coordinator

 ACT QualityCore Support: 
866-764-7228
QualityCoreSupport@ACT.ORG

Points of Contact

mailto:QualityCoreSupport@ACT.ORG
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Questions?
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