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First-time Enrollment 

This process is for Instructors who have never utilized RegisterBlast. If you have 
a username and password for RegisterBlast please see "How to Create a 
Submission" below. 

How to Enroll as an Instructor in RegisterBlast 

1. Visit the instructor enrollment link. 
2. Complete the Instructor Enrollment form (Please use your Tarleton email 

address). 
3. Click Enroll. 
4. Once you have completed your enrollment please email 

testing@tarleton.edu or FWTesting@tarleton.edu, with the name of your 
College before you attempt to create a submission. 

 

https://www.registerblast.com/tarleton/professor/enroll
mailto:FWTesting@tarleton.edu
mailto:testing@tarleton.edu
mailto:testing@tarleton.edu
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How to Create a Submission 
 

1. Navigate to the RegisterBlast Instructor Submission portal to sign in. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  
 

https://www.registerblast.com/tarleton/Professor/Login
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2. Once you have logged in, make sure you are on the Submissions page. If you 
are not, click "Submissions," located in the top right on the purple banner. 
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3. Click the "+" to create a new submission. 



 

exam group, 

allotted minutes 
4. Test Details: On this step, you will enter the 
(college) for your exam, test open date, test close date, and 

select the 
 

 
for the exam 

(please list the number of minutes you have given the entire class to complete the test). 
 

If you do not see your please contact the Testing Center Coordinator, 
Samantha Perez at (254) 968-9411 or sperez@tarleton.edu. 
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exam group name of the test, 

mailto:sperez@tarleton.edu
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5. The second step is where you can manage campuses. Here you can select 
whether or not you would like to apply your submission to another campus (e.g., 
the Ft. Worth campus). 

 

 
6. You can upload your test in the third step under "File Management." You can 
either drag and drop your file, or you can click "Browse" and upload your exam 
from your computer. 
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7. In the fourth step, you can complete the following fields with any 
additional information you would like us to know about the test. 

 



 

8. In the fifth step, Eligibility and Restrictions, you can limit which students are 
able to take the exam. You can do so by typing in the students email address or 
full name, and selecting the name from the list that appears as you type. 

 

 
9. You can complete the sixth step, "Exam Instructions," with further 
instructions for the exam. For example, you can add more information on 
permissible testing resource, such as the size of a note card. After this section 
is completed, click the "Submit" or "Submit & Print" button to complete your 
submission. 

 
 



 

Other Important Information 
 

• If you already have an account and need to reset your password please 
request to reset your password by selecting "Need password or account 
assistance?" on the Professor Sign In page. 
 

• Please note with the new email changes from first.last name to student 
ID number, students who have used RegisterBlast in the past may have 
the first.last name email instead of their student ID email. Which 
would cause issues for them registering for your exam, if this happens  
please have the students contact us at testing@tarleton.edu or call us at 
254-968-9423.  

 
• Once you have submitted your submission an email will be sent to 

Testing for approval, once approved your students will be able to 
schedule their exam on RegisterBlast. 

 
• Consider sending an email with the information below to your students 

with testing accommodations who wish to use the testing center, once all 
steps have been completed. 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:testing@tarleton.edu


 

Consider sending an email with the information below to your students with 
testing accommodations who wish to use the testing center, once all steps have 
been completed. 

 
Hello Student, 

 
Please go to the Exam Registration page to schedule a time to take your upcoming 
test at the Tarleton Testing Center. 

 
 

If you have any trouble scheduling your test, please contact Testing at 
254-968-9423 or testing@tarleton.edu. 

 
 

Best wishes, 
 
 

Professor 

https://www.registerblast.com/tarleton/exam/list
mailto:testing@tarleton.edu
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