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Steps to Create A Standard/Print Voucher

The information that follows include step-by-step instructions for generating a Standard/Print voucher.

Use this type of voucher in these scenarios:
e Face to Face Proctoring (optional)
e Large Group Proctoring
¢ Video Web Chat Service (i.e. Zoom, Microsoft Teams)

There are 3 methods for creating vouchers:
e Pre-registration
e Create Single Student Record
e Find Student

Log on to https://accuplacer.org and log on as Site Manager, Proctor Reporter or Proctor.

Pre-Registration (Use this option if you have multiple students who need vouchers)

1. Follow these steps to begin:
o Click Vouchers
o Click Student Pre-registration
o Open Student Pre-Registration Template
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2. Steps to complete and import the template:
o This information is required: Student ID#, First Name, Last Name, Date of Birth
o Next save the template
o Then import template—click on “black” cloud, find file, click Import. File will appear below

black bar.
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3. Steps to Generate Voucher:
o Click Generate Voucher
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4. Steps to Assign Branching Profile:
o Select file from Load Pre-Registered Student Records
o Select Voucher Type—Standard Print
o Put a checkmark next to student name then Select Branching Profile
= [f all students are taking same branching profile, put checkmark in top square to
select all names, then click ‘Select Branching Profile’ then click the ‘Apply to All’
button.
= [f students are taking different branching profiles, put checkmark next to name(s),
then click ‘Select Branching Profile’ then click the ‘Apply to Selected’ button.
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5. Generate Voucher:
o Select all students and click Generate Voucher
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Generate Single Student Record: (Use this option if you have 1 new student who needs a voucher)
o Click Generate Voucher

o Click Generate Single Student Record
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o Click Create
o Repeat Steps 3-5 from above

Create Student

= First Name Middle Name * Last Name
Deborah Lynn Anderson
Address 1 Address 2

4136 Warbler Drive

* Country * State

If Other Specify

United States v Colorado ~
City ZIP/Postal Code Email

Fort Collins 80526 danderson-nonemp@collegeboard. org
* Student ID * Confirm Student ID Supplemental Student ID @

9998887776 9998887776
Home Phone Number Mobile Phone Number * Date of Birth

9702299290 01/01/2001 =
* Gender * How do you describe yourself?

1 choose not to answer ~ I choose not to answer v

[ 1 prefer NOT to receive email from the College Board regarding their free college planning services.

College Board Privacy Policy
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Find Students (Use this option for students already in your database)
o Click Generate Voucher
o Click Find Students
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o Typein Last Name or Student ID

o Click Search

o Put checkmark next to student name
o Click Add

o Repeat Steps 3-5 from above
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Institution Name Site Name
“Deborah Anderson Texas K12 Training Site TSIA2 Remote Beta Testing
Student Created Date From Student Created Date To
-] -]
Student ID Supplemental Student ID @
First Name Last Name
Anderson
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Deborah Anderson 01-01-2001 Y
1234567813 Deborah Anderson 01-01-2001 Y
9998837777 Deborah Anderson 01-02-1999 Y
9998887776 Deborah Anderson 01-01-2001 N
555666 Deborah Anderson 01-01-2001 Y
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