Approving Testing Accommodations
for the 2019-2020 Testing Season

This document provides the step-by-step process
for approvers. Additional information for approvers
regarding documentation requirements, who can be
an approver, deadlines, etc. can be found in the
2019-2020 "Testing Accommodations Approver
Overview" at www.SSAT.org/TA.
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Emailed Approval Request

e Once a student completes a
request for testing
accommodations, you will
receive an email requesting
your approval of
accommodations.

e This email includes a link to
an online form for you to
complete your approval.

If you lose the email or need it resent,
Just let us know at TA@enrollment.org.
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Please Review a Special Accommodation Request TN
[TA19021355] Inbox X

info@enrollment.org L07PM (2minutesage) 3¢ W

tome v

Dear Robert Greene

The Enrolment Management Association has received a request from the parent/guardian of Student Name to
receive festing accommodations on an upcoming SSAT, and they have indicated you as an individual who can attest
to the need for accommodations.

Please click on the link below to access a secure web page where you may review the requested accommodations
and confirm or deny that you have documentation on file that supports them. Depending upon your e-mail program,
you may have to copy and paste the link into your browser.

https.//portal.ssat.org/Register/ApproveSpecialAccommodations/c5719b71-58e0-4d6a-a09f-1e295c99daa
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Security Code Feature

e Upon clicking the approval link,
you will be required to request a
four digit code to access the

approval form by clicking “Request

Code”.

e The code will be sent to the same
email address as the original link.

e You will need to copy and paste
the four digit alphanumeric code
into the form to complete the
approval.

*If you have any issues with the security code
process, please email TA@enrollment.org.
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‘Welcome, rgreene@ssat.org

Click Request Code to receive a code to access the form.

Security Code inbox &

info@enrollment.org 1:25PM (0 minutes ago) Ty  4m

to rgreene «
Dear rareene(@ssat.org,

Please copy (ctri+c/command+c) and paste (ctri+wcommand+v) the 4-digit code on the screen:

For security reasons this code will expire in 12 hours from the time it's sent to you. You will be able request another
code by clicking on Request Code link.

If you have any questions, please contact us at: info@enrollment.org

Sincerely,
The Enrollment Management Association Team

B
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Security Code Entry

Welcome, rgreene@ssat org

We just sent a code to rgreene@ssat.org. Please enter the code to proceed.

o7/Vo

# Remember me

Dudm't recafve the code? Resend Coos

After entering the security code into the field, click “Apply Code”, and the screen
will reveal the online approval form. If for any reason you have not received the
requested code, please check your spam filters or click the highlighted link to
"Resend Code". Please allow a couple of minutes for a new code will be
generated and sent to your email address.
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Complete Online Approval Form

* Review the information at the
top of the form to ensure you:

* Qualify as an approver.
» Possess documentation on file that
meets EMA requirements.

* |Indicate the type of
documentation you have on file
for the student.

» Approve/deny each
requested accommodation.

Read more about documentation and
approver requirements in the 2018-2019
esting Accommodations Approver Overview
at www.SSAT.org/TA.
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Testing Accommodations Approval

Welcome Robert Greens |

You are about to review and confirm/deny accommodations for Student Name for the SSAT. Please read the information below carefully before completing this
form.

Things Your Need to Enow

1. To be an Approver, you must be a Gualified Professional

A qualified professional ks an individual that has sufficient background, experience, or responsibility to professionally affirm that documentation that supports
The Enrollment Management Association's requirements exdsts and is valid.

o |fthe documentation on file is an [EP, 504 Plan, or Private School Documentation, the approver should be a representative of the student's schoal
(including, but not limited to, a special education coordmator, an administrator, a counselor, or 3 teacher).

@ [fthe documentation on file is & psychological evaluation or testing results, the approver should be the person who completed the testing or another
profeszional that has equivalent experience, knowledge, or background.

o |fthe documentation on file is medical documentation, the apprower should be a medical dockor with sufficient background to perform the diagnosis.

2. For each requested accommodation, your documentation on file must support specifically or with reasonable indication that the student has disabilities and
the requested accommesdations provide a reasonable sccommodation for them

Documentation

To approve any accommadations you must have documentation on file that meets The Enrollment Management Association's criteria:
Acceptable Forms of Documentation:

One of tgg following forms of documentation must be on file. Select one:

fate school documentation (on letterhead) that indicates the named student should receive accommedations for schoolwork andfor tests in school
shhological evaluation

[Iing results from a qualified professional

cumentation of a disabdity from a qualified professional {on letterhead).

her documentation Alustrating that the student has been regularly aporoved for accommaodations for other standardized tests

Accommodations Requested

Below are the accommaodations requested for Student Mame. Use the drop down box nest to each to indicate if that accommodation iz approved or denied, per the
requiremnents aboyg

1w g request for the 50% Additional Time (L5%) Special Accommodation
Iwghtol - ¥ | trgfrequast for the Diabetic Supplies (Individual testing [Prescription medication, snacks/water, monitoring kit)) Special
Accd
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Complete Online Approval Form (contd)

e |n addition to your
approval, confirmation of
your identity is required.

e Print the form from the link,
sign it, and include your
business card or a short
letter to affirm your identity.

e You may scan or take a.
glct_ure of your form with
usiness card or letter and
e-mail it directly to _
TA@enrollment.org. Mail
and fax are also available.

**Emailing your ID for approval
will result in the fastest
processing!!/

he
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Confirm Your Identity

SE2ATBE must have confirmation of your icenfity b process your submission

A Basad upan your emall address, you nave not been recognizad as 8 Known Approver.

IF you have ar=ady become a Known Approver threugh an email address other than tpera@ssat ong, since Aug 1st, 2014, entaritin the box belaw

Apply

1 you haven't redicim 0w the: instructions below o submit 0 verification fo 39ATE.

e L shown, and sign the form.

11 you don't have & business card, you can wite & brief statement on your compary's letternead indicating your name, addres=, job tite, reaponsibility for maintaining
ateommodation documentation and that you ara SUBMItING tha lattar a5 verfication of your dantity for SSAT testing actommodations.

To Submit Online (fastest method}

Simply take a piciure of the completed form, and amall o ta@ssatorg (Make sure the Approver ID AUMbDEr on the 10nM and your bUSINGSE Cartietter i readabie). An
example is shown beiow.

Approver 10 Eb¥e2bb- 101 b-e511-8546-00003a 1 Detd

jake2@howlett.house

N
Q\,\(‘} i
Ockal ’\Q X
@
To Subimit by Fax:

Fax a copy of the form with business card (or letier) io 800-883-4507
To Submit by MailiCourier:
Send the form and ongnal business card {or letter) to: SSATH, BE2 Route 512 Skillman, MJ 03553

Regardless of submission method, cnes SSATS raleives and processes e aporover id form, you will receive a confimnation email. In that e-mail T will be confimmed That
your approver id number i now a Known Approver |0 number. | you need io approve accommedations for anothar student within 3 years, you may simply use that
numBoEr,
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Complete Online Approval Form (contd)

» Once your ID confirmation is received IR _
you will become a’known approver of - o " T T T T
accommodations and your approval b sy o o s o an st s e A 21 e st
will be validated. —— -

If you haven't registered and aporoved previcusly, follow the instructions below fo submit ID verificstion fo S3ATE

! ! H + Click fo printisaw
* As a’known approver’ you will not be Ao
If you don't have & business card, vou can wite a brief statement on your comparn's letterhead indicating your name. address, job titie, responsibility for maintaining

a S ke d tO S u b m i t | D C O n fi rm a t i O n fo r th e accommadation decumentation and that you are submitting the (etter as verification of your identty for SSAT tesling accommadations.

To Submit Online (fastest method)

re m a I n d e r Of th at testl n g Sea SO n , p lu S gxl;fil::sig\gr:‘u; g{\tns completad form, and ermall to ta@esat.org (make sure the Approver ID number on e fanm and your business ¢ard/etter & raadadle). An
two additional testing seasons thereafter.

n Approver D form
d your business card where shown, and sign the form.

Appeover 101 20e2bbe 101 5-e511-8546-00003a 1 0cifd

jake2@howlett.house

e In the future, when completing an
approval as a ‘known approver, the
form will recognize you and indicate
your ID confirmation is on file. If the
system fails to recognize your e
approved email address, enter it (your

Tov Subimit by Mail'Courier:

eMma |l | D) | nto the yeuOW bOX a nd Cl|Ck Sena the form and crignal Dusinese Carg (ar leter) to: SSATE, 352 Route £12 Skilman, NJ 02552

Il n Regardiess of submission method, once SSATE raceles and procesees the approver i form, you will receive 2 confirmation email. In that e-mail T will be confirmed that
A p p ly your approver id number is now a Known Approver 1D number. If you nesd to approve accommodations for another student within 3 years, you may simply use that

. number.

The
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+ *The SSAT testing season begins 8/1 and ends 7/31.
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Complete Online Approval Form (contd)

o Lastly, accept the terms of being an approver by:

* Checking the'l understand...” statement — AND -
* Typing your hame to electronically sign

o Click submit and you are finished.

Acceptance

Type your name below and then click the Submit button, indicating that you have followed all of The Enrollment Management Association's requirements abave
and that you understand the following:

The Enrzllment Management Association resenses the right to request and audit documentation from an Approver who signs off that documentation exists. if during
such an audit walid documenkation cannot be obtained, The Enrcllment Manzgement Association will cancel the accommaodation approval and scores if testing has

oCcurred.

S e

The
SSAT



Submission Confirmation

The
SSAT

The form will
confirm your
submission and
you'll receive an
email as well.

Remember to send
your ID if you are not
yet a 'known approver

Your approval will
not be validated
until your ID is
received and
approved on file.
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+ 4

The Lgin / Register
SSAT
+

0 Your form has been processed and submitted successfully.

Thank you for your submission. If you hawve any guestions, please contact The Enrcllment Management Association at infoenrollment.org or by calling G09-533-
5558 (M-F 9:00am - 4:30pm E5T)

Remember, your approval can not be processed until SSAT has received your submitted [D verification. If you entered a valid Known User ID, your approval is
complete.

Thank you,
S5AT Testing Accommodations

Thank you for returning the Special Accommodation request. inboxx s
info@enrollment.org 414 PM (0 minutes age) Y7
tome =

Dear Robert Greene |
Thank your for submitting the approval form for testing accommeodations for Student Name on the SSAT.
You approved the following accommodations:

50% Additional Time (1.5x)
Diabetic Supplies (Individual testing (Prescription medication, snacks/water, monitoring kit))

In submitting the approval, you indicated that the student routinely receives the accommodations you selected. The Enrollment Management
Association reserves the right to contact you to provide further verification andfor documentation regarding this student. Failure to provide
supporting documentation could result in the denial of accommodations and may delay testing.

If you have any questions, email info@ssat.org, call 609-683-5558, or use our online chat service at ssat.org. (Phone/Chat are available M-F
9am-4:30pm).

Thank you,

SSAT Testing Accommodations Team
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