
NSA 2023-2024 Registration Guide

Welcome!
Lingco is excited to be hosting the National Spanish Assessment for 2023! We’ve created a
modern online educational platform designed to help instructors more effectively teach students
foreign languages. We’re doing everything we can to make the assessment this year as smooth
as possible, and we’ve created this guide to help get you started.

Pre-assessment checklist
To help ensure a smooth assessment experience, instructors and students must complete the
following checklists at least one week before taking the assessment. This way nearly all
technical difficulties can be resolved well in advance.

Instructors
● [ ] Read completely through these instructions.
● [ ] Talk to your school’s network administrator to see if emails from outside vendors are

restricted. If the answer is “yes”, ask them if they have a process for removing such a
restriction (such as having Lingco sign a data privacy policy).

● [ ] Invite/Add all students to their appropriate assessment courses.
● [ ] Assign students’ seats on the Roster page of your NSA courses
● [ ] If you have any students with special needs for more time, make sure you set it

up prior to administering the assessment.
● [ ] Preview the practice content. This will help familiarize you with Lingco.
● [ ] Make sure each student has completed the student checklist below.

Students
● [ ] Accept the email invitation to join Lingco.
● [ ] Review the practice materials and make sure they work as expected on your

computer.



Technical requirements
Lingco is a modern web-based application that works best with the latest version of Google
Chrome, running on a laptop or desktop computer (either Mac, PC or Chromebook). It should
also work on the last two versions of Safari, Firefox, and Microsoft Edge, but Chrome is highly
recommended. The activities used in the National Spanish Assessment courses are designed
for larger screens, so we don’t support using any mobile device or tablet at this time.

In order to take the National Spanish Assessment on Lingco you’ll also need:

● A stable internet connection with at least 4 Mbps download and 512 Kbps upload speeds
● A screen size of at least 1280x720 pixels
● Functioning speakers or headphones connected to your laptop or desktop

❗ Note: Certain school network components, such as VPNs and firewalls, can impact the
quality of audio and video files in Lingco. Please discuss this with your network administrator if
you discover such issues when testing out the Lingco platform before taking the National
Spanish Assessment.

Creating an account in Lingco
If you haven't used Lingco before, you'll need to create an instructor account first, using the
instructions given to you by the NSA administrators. These instructions include a special link
you'll need to use as a starting point for creating your account, and they will also guide you
through the process of registering and reserving seats for the exam.

As you follow the instructions in the email from the NSA, you'll first be prompted to either log in
(if you already have a Lingco account) or to create an account:



Registration for the National Spanish
Assessment
Once you've created your account (or logged in to your existing one), you'll be taken to the NSA
dashboard in Lingco. You can also return back to this dashboard at anytime by clicking on the
NSA icon on the left side bar when logged in to your account:

Follow the instructions on the screen to register and reserve seats for your class. You'll need to
enter in information regarding yourself, your school, and the levels your students will be taking.
At the end, we’ll email you an invoice with payment instructions.



Dashboard Overview
Once you’ve registered for the exam, the NSA dashboard will adjust to give you direct links to
your exam courses, other actions, additional help guides, and you’ll be able to see your seat
assignments.

Adding/Inviting Students to NSA Courses
You’ll need to invite your students to their respective NSA courses. To do this, click on one of
the assessment course links, then click on Roster on the right side bar.

On the Roster page, click the blue “+ Add/Invite Students” button in the upper right. That’ll
open up a window that you can use to add a list of your students’ email addresses (separated



by commas).Once you click the blue “Add Students” button, Lingco will send emails to those
students, inviting them to this specific NSA course. This help article walks you through inviting
students to your course.

You don’t need to add all of your students at once - you can come back to the roster and add
them later.

You’ll need to go through this process of inviting your students for each of your NSA courses.

❗ Note: Sometimes a school's network policy prevents Lingco's emails from being delivered. If
you don't see our confirmation email in your inbox after 10 minutes (don't forget to check the
spam folder too!) let us know and we'll be happy to work with your IT team to figure out a
solution. They may find our help guide on this topic useful.

Assigning seats to students
Once you’ve invited your students, you’ll need to start assigning their seats. You’ll do this by
clicking on the circle next to one or more student names on the Roster page, then clicking the
green Set NSA Seat Assignment button, and selecting “Seat Assigned”. As you can see,
Lingco will keep a running total of the available NSA seats left in the text on the green button.

❗ Note: You will need to do this for every student in every one of your NSA exam
courses.

Your students will still need to accept the email invitation that Lingco sent to them. Once they’ve
accepted and joined Lingco you’ll see their status change from “Invite Sent” to “Enrolled” in the
roster:

https://help.lingco.io/en/articles/1897690-adding-users-to-a-course
https://help.lingco.io/en/articles/1897690-adding-users-to-a-course
https://help.lingco.io/en/articles/4812786-addressing-issues-with-undelivered-emails-from-lingco


Students without a seat assignment
❗❗ Important: Students must be assigned a seat in order to access their exam course. Until
you do this, students will see the following error message prompting them to have their
instructor take action when they visit the course:

Track student enrollment progress
Once you’ve invited your students, you can track their enrollment progress from the course
roster page. You can easily see which students have successfully enrolled, which ones were
invited but haven’t enrolled yet, and if the email invitation was not delivered successfully:



Setting up extra time for certain students
If you have any students with special needs for more time (IEP's, etc.), you can set this up for
them.

Once that student is enrolled in the assessment course, you can click on their name from the
course Roster page. Then, you'll click on the switch next to Allow Extended Time on Timed
Assignments and be able to give them the amount of time they require.

Accessing Practice Material
Practice materials for the NSA are located in practice modules in the official NSA courses.
Everything is already assigned so you don’t need to do anything! Once your students are
enrolled in the course and their seat is assigned, they’ll be able to work through all of the
practice materials in the course



Purchasing additional NSA seats
If you need to add more seats after your original order, just navigate to the NSA dashboard and
click on “Order More Seats”.

From here, scroll down and click on which Level(s) you’d like to order seats for and how many
seats you’d like to reserve. When finished, click the Place Order button.

Viewing order history
If you click on “Order More Seats” from the NSA dashboard, then scroll all the way down, you’ll
see a summary of your past order and order history. You can also download your invoice(s).



Registration wrap-up
Once you’ve invited all of your students to their NSA courses, you’re done with the registration
process! You can continue to purchase more seats up to the registration deadline, and you can
use the roster page to assign students to their appropriate categories up to the assessment end
date. If you’d like to add or remove students from the assessment, you can do this on the roster
page, too - up to the assessment end date.

The next step is to read through the NSA Administration Guide for instructions on how to
administer the assessment, track student progress, and how to administer an
assessment section to students for a second time.

https://www.notion.so/d5eec29825df49089cb3fef55015ef31?pvs=21

