
 

 
CSS Associate Role Guide  May 2015 
 

 
ETS HiSET® Associate Role Guide  

for CSS Programs and Agencies 
 
What is an Associate?  
 
The Associate role was designed to allow coordinators and managers in some specialized 
programs, such as Options, Correctional education, and Job Corps, to manage HiSET testing for 
groups of test takers from a single profile.  
 
How do I become an Associate?  

To become an Associate, the staff person will need to:  

1. Contact his or her State Administrator to request approval. 
2. Complete the Associate Role request form sent by their State Administrator. 
3. Notify State Administrator and ETS Test Administration Services (TAS) representative the 

form is completed for approval. 
4. Receive approval from State Administrator or ETS Test Administrative Services (TAS) 

representative. 
5. Receive log in credentials from TAS. 

 
What can I do as an Associate?  
 
For Candidate Self-Serve (Options, Job Corps, and other groups testing at a public test center 
where testing is paid for in advance): 
 

 Create and manage Test Taker accounts 
 Schedule and manage Test Taker appointments 
 Access and review Test Taker score reports 

 
Note:  

 Candidates will not receive log in credentials for their accounts, since they are managed by 
the designated Associate.   

 All contact information including address, phone number and email address should be the 
agency’s contact information and not the candidate’s personal contact information.  

 Account-related emails are sent to the HISET® Associate for that test taker, using a general 
email address, not a personal email address.  

 Collect personal contact information from the candidate at the time of intake, or when they 
start HiSET testing.  This will give you some information necessary to change the candidate 
profile when they exit your program.
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How to create a new test-taker account 
 

Prior to creating a new test taker account, collect test taker information using the Candidate 
Registration Form, available here: http://hiset.ets.org/s/pdf/candidate_registration_form.pdf 
 
Once you are ready to create a new account, follow the link provided from TAS to get to the “Sign 
In for States/Test Center Staff” page.  
 
Enter your username and password and click “Sign In” button. 
 

 
 

http://hiset.ets.org/s/pdf/candidate_registration_form.pdf
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From here, select “Create New Test Taker Account”. 
 

 
 
Candidate required information fields are identified with an asterisk (*).  
These required fields are necessary to complete the account creation process. Include as much 
available additional information from the Candidate Registration Form. 
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In the “Customer Type” drop down menu, choose the customer type that applies to your candidate 
group.    

 For Options programs, choose “OPTIONS”.   
 For all other groups, including Job Corps, Youth Services and Corrections, choose 

“Supervisory Managed”. 
 

 
 
As noted earlier, you will use a general email address to capture all candidate related emails. DO 
NOT use candidate personal email address until the candidate leaves your program.  
 
This address can be your work email account. However, we recommend that your school or 
agency creates a general email account specifically for HISET testing because testing and payment 
confirmations emails will be sent to that account.  
 
Additionally, it is VERY important you enter your school’s address and phone number for each test 
taker. Personal address/phone number cannot be used in any managed candidate group, including 
Options.   
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After clicking submit, the test taker is now associated with your organization.  
 
Review all the information. This is the final opportunity to review and confirm that you have 
correctly associated the test-taker to your organization or program.   
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After clicking submit, the test taker is now associated with your organization.  
 
When managing these candidates, you will log in to your own Associate account, and search 
candidates by Name, DOB, and/or ETS ID. You should maintain a log of all candidates and their 
ETS ID number found on the “Your Account Has Been Created!” screen. 
You will no longer use candidate log in credentials.  
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How do I search for a test taker and schedule a new appointment?  
 

From the Sign In page, click on “Search Test Takers”. 
 

 
 
Enter your search criteria. You will need name and date of birth on the “By Test Taker 
Information” tab.   
 
You may also search by name and ETS ID on the “By ID/Appointment Number” tab.  
Click “Search”.  
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Click on the Test Taker name to go to that individual’s profile. 
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Click “Schedule New Appointment” button from the Test Taker Summary page.  
 

 
 

Select test center from the drop down menu and click “Submit”. 

 
 



CSS Associate Role Guide  May 2015 
 

Check your state requirement page to confirm that the test taker meets the minimum age 
requirements.  
 
Check the box under “Eligibility Requirements” for your state, and click “Next”.  
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Review the “Confirm Your Personal Information” screen. 
 
Click “Edit” in the top right column, if the information requires edits. 
 
Click “Next”, if no edits are needed.  
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Select test date and test(s) from the drop down menu. Click “Add to Cart”. 
 

 

Confirm cart information and click on “Proceed to Checkout”. 
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Proceed to the payment section. Online payment options include vouchers, credit cards, electronic 
check, etc.  



CSS Associate Role Guide  May 2015 
 

How do I check score reports?  
 

Log into your Associate account, choose “Search Test Takers”. 

 

 

Enter test taker information in search window, using name and DOB. If using the ETS ID tab, you 
will need the candidate’s ETS ID number to search.  
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Click on the test taker’s name.  

 

 
 

Choose the “View Scores” hyperlink in the left margin. 
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What do I do when a candidate leaves my program?  
 
Before changing the customer type, you must change the email address, phone number, and 
address in the candidate profile to reflect personal information, rather than your agency’s 
information you entered when managing the account as an associate.   

 

To do this, click on “Personal Information” in the left margin, from the “Test Taker Summary” 
page. 

 

While on the “Personal Information” page, change the candidate’s phone number, email address, 
and address to reflect their personal information you collected previously.  
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Once you have made changes to the candidate’s personal contact information, you click on the 
“Background Information” hyperlink on the left margin.    

 

On this page, you will change the customer type from “Options” or “Supervisor Managed” to 
“General”, by clicking “Change” next to customer type. If the email address is now correct to reflect 
their personal email account, click “save”. If you do not have a personal email address for them, 
you will need save what you have entered in order to make the change. Note: the candidate may 
contact HiSET Customer Service at any time after they exit your program to make changes.  
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Changing the Customer Type can only happen once. The Customer type cannot be changed 
back from “General” to “OPTIONS” or “Supervisory Managed” by an Associate. You may request 
HiSET Customer Service to make this change as needed, by calling them at 1-855-MyHiSET. 

 

If the candidate has scheduled tests pending, there are two options: 
 Wait until after their last test is taken to change the candidate’s customer type. 
 Cancel the appointment and reschedule the test after the “Customer Type” has been 

changed.  


