
Customer populates an Org 
File template and emails it to 
ACTAspire_Implementation@

actaspire.org

ACT Aspire uploads customer 
Org file to the ACT Aspire 

Portal

ACT Aspire sends ACT Aspire 
Portal email invites to 
contacts listed on the 

customer Org File

Customer uses email link from 
admin@actaspire to log into 

the ACT Aspire Portal and 
invite other administrative 

colleagues as needed 

Customer populates and 
uploads an SDU file template 
directly into the ACT Aspire 

Portal 

Customer updates Personal 
Needs Profile (PNP) student 

information in the ACT Aspire 
Portal prior to setting up test 

sessions

Customer prints computer 
based test (CBT) authorization 

tickets for test sessions and 
securely stores them until the 

day of testing 

Customer creates groups and 
test sessions in the ACT Aspire 

Portal 

If administering paper based 
tests (PBT) customer receives 

and securely stores paper 
testing materials including 

paper accommodations (LP, 
Braille, Read Aloud, ASL)

Customer starts all test 
sessions in the ACT Aspire 

Portal the day testing begins

 Customer distributes 
authorization tickets and/or 

paper test materials organized 
by subject to students 

Students use subject specific 
credentials to log into TestNav 

to begin test 

Test Directions are read and 
testing begins

After each test session 
completes, test materials and 

scratch paper are collected 
prior to dismissing each test 

session

Customer returns PBT test 
materials according to the 

packaging instructions in the 
Test Coordinator and Room 

Supervisor manuals. Contacts 
carrier for pick-up.

After all students have 
completed testing, customer 
closes all test sessions in the 

ACT Aspire Portal

Customers administering 
Computer based test (CBT) 
complete the Technology 

Readiness training 
(SystemCheck/Proctor 

Caching) located at 
actaspire.tms.pearson.com 

Customer reviews test 
administration manuals via 

actaspire.avocet.pearson.com

Customer reviews training 
videos via the Training 

Management System (TMS) 
actaspire.tms.pearson.com

Customer locates  
Organization (Org) and 

Student Data Upload (SDU) 
file layouts and templates via 

Avocet

If testing CBT – Customer Pre-
caches test content

ACT Aspire End to End Test Administration Flow Chart
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