General Reminders and Tips for PSAT/NMSQT( Coordinators


Be sure to review the PSAT/NMSQT( Supervisor’s Manual and the information on <www.collegeboard.com/testright>.  These resources contain complete and approved test management procedures and checklist.

Before Test Day

· Visit TestRight( online at www.collegeboard.com/testright
· Read the Supervisor’s Manual
· Secure the Tests

· Prepare Test Supervisors and Proctors

· Define Optional Codes, if Desired

· Decide on the Preadministration Option

During The Test

· Allow Enough Time

· Know Your Role

· Know What Students Should Bring

· Turn Off Classroom Bells

· Read About Nonstandard Administration

· Check Answer Sheet Gridding

After The Test

· Check Grade Levels and School Codes on Answer Sheets – IDOE can not make corrections to the bill if grade levels are incorrectly reported.

· Complete Your Supervisor’s Report

· Return Answer Sheets Promptly

· Destroy Unused Answer Sheets

· Confirm Answer Sheet Receipt

· Complete the Online Remittance Report

· Store Test Books Securely for Return to Students with Score Reports

Adapted from CollegeBoard:  The Official Educator’s Guide to the PSAT/NMSQT(
