How to enter SAT/ACT scores

Once you receive a SAT/ACT test score, look it over carefully to see that it includes the student’s name and the year/month the test was given.  If it is a faxed copy, then you need to make sure that the test scores themselves can be clearly read.  If not, then try to contact the student to notify him/her that we cannot read the test scores and therefore, cannot process the fax.

Open up the student’s record and type test in the Function field.  Once there, type a in the function field and then tab over to the first line.

For SAT scores, you will type sa95 (tab) year/month test was taken. (tab) r (tab) first score (tab) 2nd score.


If the student is submitting more than one set of SAT scores, then go to the second score sheet and tab over to the next available line underneath where you typed in sa95 for the first score and repeat the steps listed above.  Once all the SAT scores have been entered for the student then hit enter.   You have just entered SAT scores for this student.  Initial the score sheet and put it in the filing section located in the front desk area.  

For ACT scores, you will type a in the Function field of the TEST screen.  Once there, tab over to the first line.   From there you will do the following:

Type act (tab) year/month test was taken. (tab) r (tab) 1st score (tab) 2nd score (tab) 3rd score (tab) 4th score (tab) 5th score.  (There will always be two scores for SAT and 5 scores for ACT).  If the student has submitted more than one score sheet with different test dates, then you would follow the same steps listed for SAT scores.  Or, if the student submits both and SAT and an ACT score report then you would enter both scores before hitting enter to add them to the record.  On the following page is an example of what SAT/ACT scores look like when entered into a student’s record.
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