5. MY SCHOOL WEB SITE

5.1 What is the MySchool Web site?

The MySchool Web site is a restricted-use web site designed to provide information to
schools participating in the current NAEP assessment. This site contains school-specific information and
useful fads about what to expect during each stage of the assessment process. Schools can obtain
information about the current program, submit their student sample online, receive reminders about
assessment activities, and send feedback about their experience. There are a variety of features, including:
online registration; tools for communicating with the school’s NAEP representative; a personalized
timeline of NAEP activities; online chats with NAEP staff; and access to relevant NAEP publications and

documents.

The diocese of each participating Catholic school will also be informed of the MySchool

service, and if they choose, the dioceses can have access to their schools’ sites.

Once schools register for MySchool, they will receive an email for each of the five steps of

the assessment administration process:

[ Step 1: NAEP 2003
Upon registering for MySchool, users will receive an email message with a link to the
NAEP 2003 web page. The NAEP 2003 page is an overview of the 2003 National
Assessment of Educational Progress.

L] Step 2: The Student Sample
The link to this page will be e-mailed to registered schools soon after they agree to
participate. The Student Sample page contains information about sampling students,
sending in student lists and E-Filing. NAEP encourages schools to E-File their list of
students.

[ Step 3: Preparing NAEP
The Preparing for NAEP web page contains information about how to prepare for the
assessment. An email with a link to this page will be emailed on or around 2 weeks
before the assessment date.

[ Step 4: Assessment Day
Around one week before the assessment date, schools will receive an email message
with a link to the Assessment Day web page. This page will have information about
assessment day procedures.

[ Step 5: After the Assessment
One week after the assessment, schools will receive an email with a link to the After
the Assessment web page. This page has information about what happens after the
assessment and how the results are scored, analyzed and reported.
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5.1.1 Registering for MySchool

Schools and dioceses can register for the site by going to www.mvnaep.com and entering
their seven-digit NAEP ID number in the user name box, and “guest” in the password box. Sections 5.1.2

and 5.1.3 explains the process for contact schools and dioceses more extensively.

5.1.2 MySchool Information for Contacting Dioceses

During your initial contact with the dioceses, briefly describe the MySchool site and ask the
diocese representative if they would like to have access to the web pages of the schools in their diocese. If
the diocese representative wants access to MySchool, they will need to register by following the steps in
the previous section (Section 5.1.1). The diocese MySchool ID number is on the school listing that
indicates which schools were selected for NAEP. After typing the 7-digit ID number, the registrant will
be prompted to complete a short registration form that will ask for his/her e-mail address. On the final
web page of the registration process, the registrant will receive a user name and password. The user name
and password will also be mailed to the user. An unlimited number of diocese staff members can register

to access the MySchool site. However, all users only need to register once. (Exhibit 5-1).

Once logged on, the user can select the school they wish to see from a drop-down box. They

will be able to access the MySchool site throughout the assessment period.

If a diocese expresses concern that schools who do not have Internet e-mail, or who do not
access the web site, will be “missing out” on information, assure the diocese that all schools will receive
information through the materials their NAEP representative send out. We want schools accessing the
web site to obtain information about NAEP when it is most convenient for the schools, and to enhance

communication between NAEP and schools.
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Exhibit 5-1. Example of the MySchool Site Registration Process (Page 1 of 2)
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5.1.3 MySchool Information for Contacting Schools

During your contact with the school principal, briefly describe the MySchool site and ask the
principal if they want access to the MySchool web site. If the principal would like access to MySchool,
they will need to register by going to www.mynaep.com and typing the 7-digit NAEP ID number in the
user name box and “guest” in the Password box then click the “Submit” button. You should reiterate the
seven-digit ID number to the principal and where the ID number can be found. After typing the 7-digit ID
number, they will be prompted to complete a short registration form that will ask for their e-mail address.
On the final web page of the registration process, schools will receive their user name and password. The

user name and password will also be emailed to the principal.

The School Coordinator and the principal are the two staff members that may be most
interested in accessing the MySchool pages, however, other school staff can, and should be encouraged to
register at anytime during the assessment period. All users only need to register once. Exhibit 5-2 shows
an example of Step 1 of the assessment administration process on the MySchool web site. Exhibit 5-3

shows an example of Step 2 of the MySchool web site.

514 The MySchool Site and the SCS

Certain fields in the MySchool site will come directly from the information you enter and

update in the SCS:

] MySchool Name
L] Principal

n School Address

] Phone Number

L] School Coordinator

[ Enrollment

] Assessment Date and Time

It is very important that this information is entered accurately because it will appear on the

web page exactly how it is entered. (Exhibit 5-4)
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Exhibit 5-2. Example of MySchool Step 1
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Exhibit 5-3. Example of MySchool Step 2
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Exhibit 5-4. Example of SCS School Edit Page
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