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Uploading	Audio	to	DAS	
Student	recordings	must	be	submi6ed	online	via	the	Digital	Audio	Submission	
(DAS)	Portal:	

h6ps://apaudio.ets.org

Prior	to	the	exam,	please	create	an	account	on	the	DAS	portal	using	your	six	digit	
school	code	and	your	AP®	ordering	code	(AP®	Coordinators)	or	a	code	provided	by	
the	AP®	Coordinator	at	your	school.	

NoEce:

This	guide	is	prepared	for	the	latest	version	of	DiLL:	version	1.8.5.

To	ensure	a	smooth	tesEng	experience,	please	ensure	your	lab	machines	have
the	latest	version	installed	(included	with	the	DiLL	Support	Plan).	For
further	assistance,	contact	DiLL	Support:

Email:	support@swiPeducaEon.com
Phone:	(312)	257-3768

AP®	is	a	registered	trademark	of	the	College	Board	which	is	used	to	reference	herein.	The	College	Board	is	not	
involved	in	the	development	of	these	materials	or	affiliated	with	Swi?	EducaAon	Systems,	Inc.	or	DiLL	products.

Last updated 4/2024

https://apaudio.ets.org
mailto:support@swifteducation.com


Disclaimer - please read

This	document	provides	instrucEons	for	administraEng	SecEon	Two,	Part	B	(spoken	
responses)	of	the	following	AP®	Language	Exams	in	DiLL:

1.	AP®	French	Language	and	Culture
2.	AP®	German	Language	and	Culture
3.	AP®	Italian	Language	and	Culture
4.	AP®	Spanish	Language	and	Culture

Note:	AP®	Chinese	and	AP®	Japanese	are	administered	via	a	special	College	Board	provided	so:ware	
applica<on.

Accompanying	College	Board	guidelines,	which	this	guide	is	based	on,	can	be	found	in	
the	"AP®	Exam	Instruc0ons,	2023-24“	PDF	available	for	download	at:	

h6ps://apcentral.collegeboard.org/about-ap/ap-coordinators/resource-library		
(Under	Exam	AdministraEon	Resources)

See	specifically:	“START	—	Part	B,	Speaking:	Digital	Language	Lab"

• AP®	French,	German,	Italian,	and	Spanish:	page	143

Note:	At	various	points	in	the	AP®	Exam	Instruc<ons,	there	will	be	two	sets	of	
instruc<ons:	one	"if	students	can	control	their	own	recordings,”	and	one	"if	you	or	
another	proctor	controls	student	recordings	from	a	master	console."	The	laJer	set	of	
instruc<ons	apply	to	DiLL	(proctor	controls	student	recordings).	

Accompanying	College	Board	instrucEons	for	the	DAS	Portal	can	be	found	on	the	DAS	
website:	h6ps://apaudio.ets.org/DASHelpText/HelpText.pdf		(case-sensi0ve	URL)	

If	there	are	any	contradicAng	instrucAons	between	the	DiLL	instrucAons	and	the	College	Board's	official	
proctor	instrucAons,	the	College	Board's	instrucAon	should	be	followed.	Failure	to	follow	the	College	
Board	instrucAons	could	result	in	an	exam	security	breach	incident.

AP®	is	a	registered	trademark	of	the	College	Board	which	is	used	to	reference	herein.	The	College	Board	is	not	involved	in	the	
development	of	these	materials	or	affiliated	with	Swi?	EducaAon	Systems,	Inc.	or	DiLL	products.

https://apcentral.collegeboard.org/about-ap/ap-coordinators/resource-library
https://apaudio.ets.org/DASHelpText/HelpText.pdf


Pre-Exam Preparations
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When the exam packets with the list 

of student EXAM AP® ID Labels arrive, 

create local accounts in DiLL based 
on those IDs.

(Note: this will require a dill 
Teacher account)

Students will sign into DiLL on exam 
day with these accounts. mp3 
Recordings will be automatically 

named with students’ AP® IDs.

Login with your teacher 

user name and password.

Visit the Exam account setup page. Add “/exam_setup” to 

the end of the URL of your school’s DiLL website. 

Example:	h6ps://school.dillconnect.com/exam_setup		
(case-sensiAve	URL)	

If you need assistance with creating these accounts, please 
contact Swift Support with your list of account IDs.

https://school.dillconnect.com/exam_setup


Pre-Exam Preparations (continued...)
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The Exam Setup page provides two 

options for batch creating accounts:

1) Add By ID

2) Upload a Spreadsheet

Option 1: Add By ID

Set a common password that 

students will use to login on 

exam day with their AP® ID.

Enter, or copy and paste students’ AP® 
IDS. Enter each ID as a new line.

Example: 

WXYZ1234

1A2B3C4D

1234ABCD

34ZY21XW

Click ”Submit” 

once you’ve 

finished 

entering all 

the numbers.



Pre-Exam Preparations (continued...)
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Option 2: upload a spreadsheet

Set a common 

password that 

students will use 

to login on exam 

day with their AP® 
ID.

DOWNLOAD THE ”TEMPLATE 

SPREADSHEET”. FILL 

COLUMN A WITH STUDENTS’ 

AP® ID AND COLUMN B WITH 

STUDENTS’ NAMES 

(OPTIONAL).

click on ”Choose 

file” and upload 

your filled out 

spreadsheet of 

AP® IDS.

Click ”Upload” to create 

your accounts.

Created accounts are listed 

in the “/exam_setup” page.

Exam Setup Page



Have students log into the 

DiLL Client using their 

assigned AP® ID as the login 

name and the common 

password set previously

Similarly, log into the 

teacher software (DiLL Lab 

Controller) using your 

school ID and password.

Proctoring the exam
4

student view on test day

Hand out the exam booklets to students 

and provide the verbal instructions as 

detailed in the AP® Exam instructions 

(reproduced on the next page). 
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Proctoring the exam (continued...)

READ THE FOLLOWING OUT TO THE CLASS:

COPIED FROM THE AP® EXAM INSTRUCTIONS GUIDE - P.144

After handing out the 

booklets, go into the 

teacher software (lab 

controller) and lock 

students' screens to the 

dill application...

... CLICK ON THE ”Computer 
access” BUTTON and 

choose ”DiLL only". 

A pickle slice icon indicates that the 

student's computer is locked to the dill 

client application. The student will not 

have access to any other application or 

the internet in this mode.

"Put	your	AP	ID	label	sheet	on	your	desk.	.	.	.

Put	your	personal	belongings	under	your	chair.	.	.	.

Does	everyone	have	your	sealed	orange	booklet,	a	pen,	and	your	AP	ID	label	sheet?	Double-
check	that	you	have	your	orange	booklet…

Read	the	informa0on	for	Part	B	on	the	back	cover	of	the	orange	booklet.	Don’t	break	the	seals	
to	Part	B	on	the	orange	booklet	un0l	you	are	told	to	do	so…

Now	this	is	important.	Take	an	AP	ID	label	from	your	label	sheet	and	place	it	on	the	boWom	
leX	of	the	back	cover	of	the	orange	booklet	so	you	can	refer	to	it	when	I	ask	you	to	record	
your	AP	ID.	Now	write	your	name	above	your	AP	ID	label.	Then,	to	the	right	of	your	AP	ID	
label,	write	your	sta0on	number…

Are	there	any	ques0ons?…

Put	your	AP	ID	label	sheet	under	your	chair.	You	should	have	nothing	on	your	desk	except	a	
pen	and	your	orange	booklet…”
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Proctoring the exam (continued...)

Student computers are now locked to "DiLL Only" - students 
do not have access to other applications or the internet

DiLL only mode - student view

Now you're ready to begin 

the exam. Create a 

synchronized task to save 

students' recordings...

... in lab controller, goto 

the ”Tasks” menu and 

choose ”Begin a new 
synchronized task”

Enter a suitable task 

name. students' 

recordings will be 

automatically organized 

and saved under this task 

name on the DiLL Server.



Proctoring the exam (continued...)

BEFORE BEGINNING THE EXAM, WE'LL DO A QUICK TEST TO VERIFY 
THAT STUDENTS' HEADSETS ARE WORKING PROPERLY 

(PER AP® EXAM INSTRUCTIONS)

TIp: Tell students to pay attention to their Mic level meter

Mic Working Mic Muted Mic not working

7

“all-call” is automatically 

enabled. YOUR VOICE (MIC 

INPUT) is BROADCASTing OUT 

TO THE CLASS. READ OUT THE 

INSTRUCTIONS PROVIDED IN 

THE AP® EXAM INSTRUCTIONS 

(REPRODUCED on the next 

page).



Proctoring the exam (continued...)
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READ THE FOLLOWING OUT TO THE CLASS:

COPIED FROM THE AP® EXAM INSTRUCTIONS GUIDE - P.145

"Your	recordings	will	be	started,	paused,	and	stopped	from	this	console.	You	will	not	
need	to	do	anything	when	you	hear	these	instruc0ons.	You	should	record	your	
responses	at	a	normal	speaking	level.

First,	you’ll	need	to	record	your	AP	ID	to	make	sure	everything	is	working	properly.	As	
a	reminder,	your	AP	ID	is	printed	on	the	label	you	placed	on	the	lower	leX	of	the	
orange	booklet	cover.	When	I	tell	you	to,	say,	“My	AP	ID	is	.	.	.”	and	state	your	AP	ID	in	
English.”

click on the ”Record 
students” button to start 

recording students...

and tell students:

"Go	ahead	and	record	
your	AP	ID	now….”

Once all students have spoken 

their AP® numbers, CLICK ON THE ”

STOP RECORDING” BUTTON to pause 

the recorder and say:

“Sit	quietly	while	I	check	your	recording”



Proctoring the exam (continued...)
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After verifying students' recordings, 
Insert the exam audio cd into your Mac's 
CD drive or the external usb/thunderbolt 

CD drive connected to your mac.

LOGIN INTO your school’s DILL website TO CHECK THAT 
STUDENTS' VOICES HAVE RECORDED PROPERLY.

(SEE the DiLL Teacher’s Guide for details)	

After loading the CD.  Click the 

"Drive" button in Lab controller 

to browse to the CD.

In the finder window that 

appears, The first track of 

the exam cd should be 

selected. Click ”Load".

https://support.swifteducation.com/downloads/teachers_guide


Proctoring the exam (continued...)
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READ OUT THE FOLLOWING INSTRUCTIONS Before playing the Exam CD:

COPIED FROM THE AP® EXAM INSTRUCTIONS GUIDE - P.145

Then Say

"Listen	to	the	master	CD	and	follow	the	instruc0ons.	If	at	any	0me	you	cannot	hear	the	
master	CD,	raise	your	hand.	I	will	not	replay	the	CD	if	you	don’t	understand	the	ques0ons.	I	
will	not	stop	the	CD	unless	the	equipment	fails.	

It	is	very	important	when	recording	that	you	try	to	respond	as	immediately	and	as	fully	as	
possible.	Long	pauses	in	your	response	may	make	it	appear	that	you	did	not	record	or	
complete	your	response	and	could	jeopardize	your	score	on	the	speaking	tasks.	

Using	your	finger,	break	the	seals	to	Part	B	on	the	orange	booklet.	Do	not	peel	the	seals	
away	from	the	booklet	and	don’t	open	it	un0l	I	tell	you	to	do	so.	You	may	make	notes	in	
the	orange	booklet.	

Are	there	any	ques0ons?	.	.	."

Press the ”Play” 
button to start 

streaming the CD 

audio to students. 

After giving out the instructions, press 

the ”End call” button to end your voice 

broadcast and prevent your voice from 

being inadvertently recorded.

“Now	open	the	orange	booklet.	We	will	begin	Part	B.”



Proctoring the exam (continued...)
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When the voice instructions 
in the exam audio say to 
start the recording, press 
the ”Record students" 
button.

When the voice  instructions 
say to "stop (or PAUSE) the 
recording,” press the ”Stop 
recording” button.

You can start and stop 
recording for as many times 
as the instructions say so.  
Previous recordings will 
remain and all recordings 
will be saved as a single 
mp3 file.

Example AP Audio Prompts

Start recording when you hear the exam audio say:

"press the pause button now to resume the recording"

Stop recording when you hear the exam audio say:

“press the pause button now to pause the recording"

“Press the stop button now to stop the recording”

Example audio script from the 2023 AP Spanish Exam:

https://support-classic.swifteducation.com/downloads/ap_transcript

Tip: Only start/stop the recording when directly 

prompted to by the exam audio and not the *beep* tones.

https://support-classic.swifteducation.com/downloads/ap_transcript


At the end of the exam, say:

move to step 19 after confirming student recordings. 

Proctoring the exam (continued...)
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“Sit	quietly	while	I	check	that	our	voice	has	been	recorded.	.	.	.”

LOGIN INTO your school’s DILL website TO CHECK THAT 
STUDENTS' VOICES HAVE RECORDED PROPERLY.

(SEE the DiLL Teacher’s Guide for details)	

Alternatively, to let students listen to their own recordings:

select “allow student 
playback” and Say:

Students will not be able 
to delete their recordings 

in this mode!

“You	should	now	listen	to	brief	por0ons	of	
your	recording	to	confirm	that	both	

responses	were	recorded.	If	your	voice	
was	not	recorded,	raise	your	hand	and	I	

will	help	you.	.	.	.”

https://support.swifteducation.com/downloads/teachers_guide


Proctoring the exam (continued...)
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Once you have confirmed that recordings are correct, say:

“Remain	in	your	seat,	without	talking,	while	the	exam	materials	are	collected.”

If	any	students	need	to	re-record,	don’t	collect	their	exam	materials	yet.	Check	that	you	
have	an	orange	booklet	for	each	student	and	that	each	booklet	has	an	AP	ID	label	and	
staEon	number.	If	you	have	students	who	have	not	done	this,	be	sure	to	have	them	put	
an	AP	ID	label	or	staEon	number	on	their	orange	booklet	before	they	leave	the	tesEng	
room.

Dismissal	instrucEons	and	post-exam	tasks	can	be	found	in	the	AP®	Exam	InstrucEons	
Guide	-	p.	163,	excerpted	below:



downloading recordings from dill
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Log in with the 

teacher account 

used to proctor 

the exam.

Visit your school’s DiLL website.

Example:	h6ps://school.dillconnect.com

click on the 

Synchronized task you 

created for the exam.

On the page that 

follows, click the 

“download mp3 
archive” button.

https://school.dillconnect.com


downloading recordings (cont...) 15

When the server is done 

preparing the recordings, a 

download link will appear. 

If you entered your email 

address in step 6, a copy of 

the link will also be emailed 

to the address provided.

Once the zip file is downloaded 

and unzipped, the folder will 

contain as many mp3 files as 

there were students who took 

the test.

Files will be automatically 

named with the student’s 

8-digit College board ID 

and the exam form code 

that was chosen in step 5.

If there are any files with the 
incorrect exam form code, 
manually change the filename 
before submission. 

depending on the 

student's exam form 

code (found at the 

bottom right corner of 

the orange booklet)…

…choose the corresponding 

“AP® Exam Form Letters” 
option when selecting how 

mp3s should be titled.

Example:

“[shortname]_O.mp3"

Enter your email address 

(optional) and click the ”
Create archive” button.



16uploading recordings to das portal

Once students' recordings have been downloaded and the filenames 
appended with the correct form code, submit the recordings online 
by uploading the files to the DAS portal: 

h6ps://apaudio.ets.org

further Instructions from the college board on using the das portal 
can be found online at:

h6ps://apaudio.ets.org/DASHelpText/HelpText.pdf	(case-sensi0ve	URL)

Excerpts from page 165 of the AP® EXAM INSTRUCTIONS GUIDE:

https://apaudio.ets.org/
https://apaudio.ets.org/DASHelpText/HelpText.pdf

