
 

 
   

SSD Online 

A How-to Guide for 
Submitting New Requests in 
SSD Online 

Presenter Notes
Presentation Notes
Welcome to a demonstration of how to submit new College Board accommodations request in College Board’s online accommodations and support management system, SSD Online.
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 Submit New Request 

Presenter Notes
Presentation Notes
Submit New Request �To submit a new request, the SSD Coordinator clicks on the New Request button on the dashboard, then select College Board (CB) Accommodation.  Once approved for College Board accommodations, with limited exceptions, a student remains approved for all College Board tests. These approved accommodations will remain in effect until one year after the student has graduated from high school.��The coordinator should select College Board accommodations for students with disabilities.  If the school administers assessments that allow for time and one-half for English Learners or state allowed accommodations, these options will be available to choose here.



 

    
   

Search for Student 

Search for a student using 
first and last name 

Select the student or 
student not listed 

Presenter Notes
Presentation Notes
Submit New Request (continued)Provide the first and last name of the student you are submitting a request for.  This will help you confirm if the student is already in SSD Online associated to your school.  If you find that the student is already associated to your school, select the student and then continue.If the student is not currently in SSD Online associated with your school, then select Student Not Listed.



 

 

Add Student 

Enter Student 
Information 

Enter Contact 
Information 

Presenter Notes
Presentation Notes
Add Student If the student is not listed after searching, enter the student’s demographic and contact information.  Required fields are marked with an asterisk.  Click Submit.



 

 

 

 

Required Information 

Disability 
Information 

Plan Information 

Parent/Guardian 
Consent 

Presenter Notes
Presentation Notes
Before You Begin & Parental Consent Once the coordinator has located a student or entered the student information, they will move to answering questions on behalf of the student about their disability and their school plan.  To prepare, collect all necessary information including information about the student’s disability and accommodation needs, the type of school plan and approximate date of the student’s first plan, and documentation to support the student’s need if requested.  Before submitting a request for accommodations for College Board tests, schools must have parent or guardian consent to share information with the College Board.  The coordinator must complete and submit the accommodation request once they go to the next page.  The coordinator will not be able to save their work after this point, so it is recommended to move on from this page when the coordinator knows that they can fully complete the request.  The request will take approximately 6-8 minutes to complete.



 

 

 

   

Start the Request 

Provide Disability 

Identify Accommodations 

Provide Plan Information 

Review and Submit the Request 

Presenter Notes
Presentation Notes
Submitting the request is a four-step process:  Providing the student’s disability; identify the accommodations being requested; provide information about the student’s plan, and review and submit the request.



 Identify the Disability 

Presenter Notes
Presentation Notes
DisabilitiesThe SSD coordinator selects the student’s diagnosed disability from the appropriate category.  They can select more than 1, as necessary.  Once the selection is made, they will be asked if the student has had the disability for more than 4 months or for select disabilities the estimated date of onset.If the student’s disability is not listed, coordinator should choose the other option in the appropriate category. Click continue once the student’s disability has been identified.As the coordinator progresses with the request, the status bar on the left side of the screen will guide their way.



 

 

 

 

Select the Accommodation(s) 
Extended Time 

Extra/Extended 
Breaks 

Reading/ 
Seeing Text 

Recording 
Answers 

Modified 
Setting 

Other 

Presenter Notes
Presentation Notes
AccommodationsNext, the coordinator will be able to select one or more accommodations from the general categories of accommodations such as extended time or modified setting. The accommodations listed are not the only ones that are supported by College Board.  We will review any request.  If an accommodation is not listed, coordinator should select the most appropriate category and then select “Other” to identify the specific request.Click Add for the category and select the appropriate specific accommodation being requested.  Some terminology used in the creation of IEPs or 504 Plans may differ from the College Board nomenclature. For example, if a student typically has assessments read aloud in school in their school plan, they may wish to request a screen reader for digital tests to have the test read aloud.  The language in the IEP or 504 does not need to be changed to match the College Board accommodation. Once all of the accommodations have been selected, coordinator should click Continue . 



 

 
 

  
   

     

   
 

Enter School Plan 
Information 

Answer Questions about 
the Student’s Plan 

Indicate if the Requested 
Accommodations are in the Plan 
and Used on Classroom Tests 

Provide Information about the 
Process for Determining the 
Student’s Need 
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Presenter Notes
Presentation Notes
School PlanThe coordinator will now be asked about the student’s current educational plan.  They should select the appropriate plan and provide information about the plan.  They will indicate if each requested accommodation is listed in the student’s current plan and is consistently being used on classroom tests.  Finally, they will provide information about their school’s process for determining the students need for and use of the requested accommodations.If you verify that the student meets College Board eligibility criteria, the student has documentation of a plan on file, such as an IEP, 504, or other formal plan indicating they use the accommodations on classroom tests, the request will likely go through the school verification process.  The majority of requests follow this path and will be automatically approved within a few days.  



  
  

  

   
 

   
   

Review and Submit 
Verify the Information 
Entered is Accurate 

Identify the Student’s Next 
Intended College Board Test 

Upload Documentation (if 
asked for Documentation) 
and Submit 

Presenter Notes
Presentation Notes
Review and Submit RequestThe final step of the request process is to review the student information that was submitted and verify that the disability and accommodations requested are accurate.  Identify the student’s next intended College Board test or choose “I don’t know”.In some instances, requests for accommodations require additional documentation for further clarification.  Examples of such accommodations include extended time for students who need more than double time, requests for different types of assistive technology and software use, and any other requests.If documentation to support the student’s accommodation request, it will be noted here. Coordinator can upload any of the following file types:  pdf, doc(x), csv, xls(x) and png. Files size can’t exceed more than 5mb.If no documentation is required, coordinator will see the message that supporting documentation is not required for this request.



  Terms and Agreement 

Presenter Notes
Presentation Notes
Terms and AgreementVerify that you have read, understand, and agree to the terms on the page.  Then select Agree and Continue.The coordinator will see a note if one or more of the requested accommodations is considered to be school-based.  School-based accommodations are applicable only when a student registers for the weekend SAT where approved weekend test centers are not able to administer the requested accommodations. The student should now be listed on the dashboard where the coordinator can monitor the status of the request.



 

  

   
  

Receiving Approval 

View the Approval on the 
Student Dashboard 

View the Approval and Decision 
Letter in the Student Profile 

Presenter Notes
Presentation Notes
Receiving Accommodation Request Approval The SSD Coordinator will receive an email notification when there has been a determination regarding an accommodation request.  The SSD Coordinator can log into SSD Online and see the students for which there are determinations.  The SSD Coordinator can then click on the link next to each student to see the decision letter for each student.   Students will also receive an email notification about their accommodation status.
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