@ H iSE T Listening. Learning. Leading.®

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.
2.
3.
4,

5.

Contact his or her State Administrator to request approval.

Complete the Associate Role request form sent by their State Administrator.

Notify State Administrator and ETS Test Administration Services (TAS) representative the
form is completed for approval.

Receive approval from State Administrator or ETS Test Administrative Services (TAS)
representative.

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

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.

HiSET ACCOUNT

Sign In for States/Test Center Staff

Username:

mosupervisorQ|

Password:

Forgot Username | Forgot Password
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http://hiset.ets.org/s/pdf/candidate_registration_form.pdf

From here, select “Create New Test Taker Account”.

» .
@ HISE T for states / test center staff Missouri Supervisor Home

My HiSET Home

Missouri Supervisor Associate : Missouri, MISSORUI

Manage Test Takers Resources
¢ Create New Test Taker Account » Identification Requirements
* Search Test Takers * HISET Bulletin

* Candidate Test Center Search
* Requirements by State

* What to Bring on Test Day

* Prepare for the Test

* Personal Information
* Change Password
* Security Question

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.

Create a Test Taker Account

* Required Information

Personal Information Additional Information Background Information Review and Submit

e =3 @ &

Personal Information

You will be able to register for additional ETS tests through this account in the future.

Name must match ID - Enter your Name and Date of Birth exactly as it appears on the identification (ID) document (without
accents) that you plan to bring to the test center on test day. If your name does not match your ID, you will not be allowed to
take the test and will not receive a refund. For more information, see |D Reguirements. Note: If you have multiple first or last
names on your ID, enter all of those names in the appropriate fields.

* First/Given Name

Middle Initial

* Last/Family Name

* Date of Birth Month + Day ~
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In the “Customer Type” drop down menu, choose the customer type that applies to your candidate
group.
e For Options programs, choose “OPTIONS”.
e For all other groups, including Job Corps, Youth Services and Corrections, choose
“Supervisory Managed”.

TOTTOIITeE 1T IToTaT

* Last/Family Name Wells
* Date of Birth November » 23 * 1980
* Gender Male ® Female

Social Security Number

Many states require a social security number in order to issue your state diploma or certificate. Please provide your SSN to
ensure a diploma or certificate can be issued from your state.

* Customer Type Seneral Customer

Customer
T

* Email Address

Address

* Country/Location United States

* Address Line 1

Address Line 2

* City

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.

CSS Associate Role Guide May 2015



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.

L . .
e o= i ¥ Dk et (] o 04 iy b Gy e oy A

o o o -

Review and Submit

Roview your information balow, H you need fo madke a change, telect ek Eo adif pour information, Otherwie, uslect Subemid to
complets

Personal Information

Hame must match ID- Make sure your name matches the identdficatson (ID) document (without sccents) that you plan to
Irineg b thel TSt Lo e OF Dest day. T yosur naee does mot match your I0, wou will not be alloveed 1o takie the test and will not
recaive & refurd Ones you elick Submit, you will net Be able 1o chargs yaur nama

Hame, date of birth, gender and Socal Sedurity number canmel be changed snoe your account is created, Rake suie
o fame, date of bink, gender and Lecial Secunty numbar [if prosided) are cerract. Onde you glick Subbmit, you will not be
abtfe to chuange thiy informaticn

Funt/Gaiven Rame Adrians

¥ v ey . ]
R Additional Information
[rate of Birth Tlaaean Preferred Language For Test Taking  English
Cuntoamer Type OFTIONS Primary Speaking Language English
Ernadl Acddress awrells@er org

Background Information

What is your ethnicity?

Hispanic

What is your Hispanic origin?

Puerto Rican or Puerto Rican Amenican

What is your race? Select all that apply.

White

Do you communicate better {or as well] in English than in any other language?
Tad

If you have been provided with a state 1D enter it hene

12345
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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.

@ HiSE T Missouri Supervisor Home Sign Out

Your Account Has Been Created!

The account has been created for Adriana Wells ETS ID : (DEX00578)

Username:

VIEW TEST TAKER Go Back To Home

Contact us | Legal | Privacy & Security | Copyright © 2015 by Educational Testing Service. All rights reserved. All trademarks are the property of their respective owners.
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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”.

o -
Q_/ HISET for states / lest center stalf Missouri Supervisor Home  Sign Out

My HiSET Home

Missouri Supervisor Associate : Missouri , MISSORUI

Manage Test Takers Resources
. pate v er Account Identification Requirements
* Search Test Takers HISET Bulletin
Candidate Test Center Search
Requirements by State
What to Bring on Test Day
Prepare for the Test

LI A

* Personal Information
* Change Password
* Security Question

Contact us | Legal | Privacy & Security | Copyright © 2015 by Educational Testing Service. All rights reserved. All trademarks are the property of their respective owners.

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”.

@ HISET for states / test center staff Missouri Supervisor Home  Sign Out

Search for Test Takers

By Test Taker Information [By ID/Appointment Number ]

Search Criteria e
Enter search criteria to find test takers affiliated with your test center or organization.

First Name

Last Name

Middle Initial

SSN

Date of Birth

Email

Customer Type ALL

Country United States

City

Stat Salact
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Click on the Test Taker name to go to that individual’s profile.

@ HiSET for states / test center staff

Missouri Supervisor Home

Sign Out

Search for Test Takers

By Test Taker Information By ID/Appointment Number

Search Criteria  show

# Name Date Of Birth

1 Wells, Adriana November 23, 1980

Page:10of1 5
Address Status
660 Rosedale Road, Active

Princeton, NJ 08541

Contact us | Legal | Privacy & Security | Copyright © 2015 by Educational Testing Service. All rights reserved. All trademarks are the property of their respective owners.

v #RESULTS:1
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Click “Schedule New Appointment” button from the Test Taker Summary page.

@ H'SE T for states / test center staff Missouri Supervisor Home  SignOut

Test Taker Summary

Name: Adriana Wells
ETS ID: #DEX00578
Type: OPTIONS

Test Taker My HiSET Test(s)
Profile
Upcoming Tests (0) | View All My HIiSET Tests
Personal
Information There are no upcoming tests scheduled for the test taker
Background
Information
Test Info
View
Accommodations
View Scores
Resources

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

Select Test Center

Test Center

Mineral Area College Missour -
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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”.

Before You Schedule HiSET Appointments

Before you schedule a HISET appointment online, please review the following information and indicate your agreement to the policies
belove. After agreeing to the policies below, vou may be asked to sign in to vour HISET accownt or Create an account if vou do not
already have one.

Thie HISET Battery Option - After you select your test(s), test dates and times, you will hawve the option to buy a battery ot all 5
subtests at & discount rate, For mare infarmatien, see What 15 3 Batten

Payment - De sure to have a credit/debit card [American Express™, Discover®, MasterCard®, VISA™, and JCB), vour PayPal™ account or
electronic check information ready. Test fess vary by state. Some states and/or test centers may change an additional fee.

Disabllity Accommedatlons: If vou have a disabilty or health-related need and require testing accommedations, you must requast
your accommzdations through ETS and schedule your appeintment through an ETS representative. Vou cannot schedule your

appointrment onling. Hee how te request disability accommodations,

State Requirements

Please read and agree ta the eligibility requirements below., If yvou do not meet these requirements, you may be able o find another
iesl center in a different state (if you meel those requirermnenlis).

Mizsouri Eligibility Requirements

Check the sligibility reguirements far the state where you plan to test, Testing pedicies may differ depending on where you test. If
youl dio not mest the requirements, you may be able to find anocther test center ina different state (it you meet the requirements of
that particular state),

@tﬂl‘lﬂ rmn that | have read and communicated the eligibility requiremants for the state or agency to the test taker.

-» T
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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.

Schedule New Appointment for Adriana Wells

Confirm Your Personal Information

Middle Initial

Last Or Family Name Wells

Date Of Birth November 23, 1980
Gender Female

Email awells@ets.org
Country/Location United States
Address Line 1 660 Rosedale Road

Address Line 2

City Princeton

State New Jersey

ZIP Code 08541

Primary Phone (609) 771-7207 (Landline)

Alternate Phone
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Select test date and test(s) from the drop down menu. Click “Add to Cart”.

* Test Date and Time:

* Select Tests

April 2015 May 2015 June 2015 L]

Su Mo T We Th BoSa S Mo Tu We Th B Sa Su Mo Tu We Th S
23
30

Date Selected : April 23,2015

Select the tests you want to take during the times available below. Once you have finished, select Add to
Cart. You can review your appointments, schedule more appointments, or checkout from the shopping
cart.

Test Start Time Test Title
12:00 PM Math v
01:30 PM Science M
03:00 PM No Test Selected M

Add To Cart

Confirm cart information and click on “Proceed to Checkout”.
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Shopping Cart for Adriana Wells

Plezase review all infosmeation Bedow Tor acouracy before subsmitling,

= Once wou subrmil your ordee, il you cancel a lesh up Lo 3 Dull days belare Lhe lest dale, youw will recerve a relund ol hall Che tesl os
Baatbeny fee (T applicable). [ you have already Laken one Lest inoyour battery, you are not eligible for a refund. Any state or sl center
fees are non-refundable.

= You can rescheduls your test up to two times at no extra charge. Atter that, thers is a rescheduling fee.

# Seereschedule polices and cancellaton policies

ﬂppﬂilltml!'l'lti schedule More Appoimntmernts

Missouri Battery

fou can buy & batteny of & tests in Missour far 550,00, Addtional stare and test center fees may apphy. Furchasing a battery of tests
includes 2 retakes per test. You can schedule any tests now, and then schedule any remaining tests within 12 months from the day
youl place this arder.

roub can oy inclividual subtests at 515 E15 fee plus statestesting center fee 3 $15 = 575, total cost after five subtests, not including
state and testing fees), Retakes are 515 plus any addiiional statesTesting Fees; thers are no fres retakes.

o Yo, Dol like to by a hatteny of 5 tects for $50.00
Mo, Pwould like to schedule individual apgpointmentis) - $15.00 per test

Test Tithe: MWath {Edit} ® ey
lest Canter: hree Hivers College
Tesl Language: English
Test Date and Tinme: April 23, 2015 1200 PM
Test Delivery
Methed: Campatizn
Test Price: $15.00
50,00
included in battery

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”.

@ HISE T for states / test center staff Missouri Supervisor Home  Sign Out

My HiSET Home

Missouri Supervisor Associate : Missouri , MISSORUI

Manage Test Takers Resources
+ Create New Test Taker Account Identification Requirements
* Search Test Takers HIiSET Bulletin

Candidate Test Center Search
Requirements by State

What to Bring on Test Day
Prepare for the Test

¢ Personal Information
e Change Password
® Security Question

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.

@ HiSET for slates / lest center staff Missouri Supervisor Home  Sign Out

Search for Test Takers

By Test Taker i By ID/Appoi it Number
Search Criteria g
Enter search critena to find tast takers affiliated vath your test center or organization.

First Name

Last Name

Micddle initial

SSN

Dale of Birth

Cmail

Customer Type ALL

Country United States \d

City

State Select x
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Click on the test taker’s name.

@ H’SE T for states / test center staff Missouri Supervisor Home  Sign Out

Search for Test Takers

By Test Taker Information By ID/Appointment Number
Search (Criteria  (show

Page:10of1 5 v #RESULTS:1

# Name Date Of Birth Address Status

1 Wells, Adriana November 23, 1980 660 Rosedale Road, Active
Princeton, NJ 08541

Choose the “View Scores” hyperlink in the left margin.

o
@ H’SE T for states / test center staff Missouri Supervisor Home  Sign Out

Test Taker Summary

Name: Adriana Wells
ETS ID: #DEX00578
Type: OPTIONS

Test Taker Profile My HiSET Test(s)

Personal Upcoming Tests (0) | View All My HiSET Tests
Information

Background There are no upcoming tests scheduled for the test taker.
Information

View

Accommodations

View Scores -~

Resources

Identification
Requirements

HISET Bulletin

Candidate Test
Center Search

Requirements by

State
What to Bring on

Test Day

Dronasaforibadact
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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.

@ HISE T for states / test center staff Missouri Supervisor Home  Sign Out

Test Taker Summary

Name: Adriana Wells
ETS ID: #DEX00578
Type: OPTIONS

Test Taker Profile My HiSET Test(s)

Personal Upcoming Tests (0) | View All My HiSET Tests
Information

Background There are no upcoming tests scheduled for the test taker.
Information

Test Info Schedule New Appointment

View
Accommodations

View Scores
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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.

Personal Information

* Required Information

* Custorrer Type OPTIONS | Change
ETSID DEX00578
First/Given Name Adriana
Middle Initia
Last/Family Name Wells
Date of Birth 11/23/1980
Gender Female

* Email Address awells@ets.org

CSS Associate Role Guide May 2015



Missouri Supervisor Home Sign Out

Update Profile

Personal Information

* Required Information

*
Customer Type X
*Type General Customer
* Email adrianawells24@gmail.com

Please enter only Test Taker's email ID.

E SAVE | CANCEL

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:
e Wait until after their last test is taken to change the candidate’s customer type.

e Cancel the appointment and reschedule the test after the “Customer Type” has been
changed.
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