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Once schools sign up, they will receive an email for each of the four steps of the assessment 
administration process. Each email will contain a link to the step’s corresponding web page. 

 
 Step 1: NAEP 2003-2004 — a link to this page will be emailed to schools once they 

register for the web site. 

 Step 2: The Student Sample — a link to this page will be emailed to registered 
schools soon after they agree to participate. This page will contain information about 
sampling students, sending in student lists, and a link to E-File (for age 9 & 17 
schools only). After schools send in their list of students, this page will change to give 
information about school’s pre-assessment activities. 

 Step 3: The Confirmation Call — a link to this page will be emailed. 

 Step 4: Assessment Day — a link to this page will be emailed one week prior to the 
assessment date. It will give information about what will happen on assessment day. 

 Step 5: Thank you and Future Events — a link to this page will be emailed within 
one week after the assessment. This page will give schools information about how the 
results are scored, analyzed, and reported. 

The districts and diocese of each participating Catholic school will also be informed of the 
MySchool service, and, if they choose, can have access to their schools’ web sites. 

 
 

2.3.2 Registering for MySchool  

Schools and dioceses can register for MySchool web site by going to www.mynaep.com and 
entering their 12-digit MySchool registration number at the Login box and “REGISTER” at the password 
box.  Each school’s MySchool Registration ID can be found in the SCS on the School Edit screens. 

 
Immediately after schools and/or dioceses register, an email will be sent with their personal 

user name and password. All users only need to register once, and an unlimited number of diocese and 
school staff can register to access the MySchool web site. 

 
 

2.3.3 MySchool Information for Contacting Dioceses  

During your initial contact with the dioceses, you should briefly describe the MySchool web 
site and ask the diocese representative if he/she would like to have access to the web pages of the schools 
in their diocese. If he/she would like access to MySchool, he/she will need to register by following the 
steps on the Summary of Activities and in the MySchool Brochure.  The diocese MySchool ID number is 
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on the listing that will be sent that indicates the schools selected for NAEP. Once he/she types in the 12-
digit ID number, he/she will be prompted to complete a short registration form that will ask for an email 
address. As soon as the registration form is submitted, an email will be sent out with their personal user 
name and password to enter at the login screen (Exhibit 2-4). 

 
Once logged on, dioceses can select the school they wish to see from the drop-down box at 

the top of the screen. They will be able to access the MySchool web site throughout the assessment 
period.  

 
Some dioceses may be concerned that schools who do not have Internet email or who do not 

access the web site will be “missing out” on information. If so, you should assure dioceses that all schools 
will receive information through the NAEP representative and in the materials we normally send out. We 
want schools to access the web site so the information about NAEP is available at a time that is most 
convenient and to enhance communication between NAEP and schools. 

 
 

2.3.4 MySchool Information for Contacting Schools 

During your contact with the school principal, you should briefly describe the MySchool 
web site and ask the principal if he/she has access to the MySchool web site. If someone would like 
access to MySchool, they will need to register by going to www.mynaep.com and type in the 12-digit 
MySchool Registration ID number at the Login box and “REGISTER” at the Password box then click the 
“SUBMIT” button. You should remind the principal of his/her 12-digit MySchool Registration ID 
number, and where it is located.  

 
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. Exhibit 2-5 shows an example of Steps 1 and 2 of the 
MySchool web site. 

 
 

2.3.5 The MySchool Web Site and the SCS 

Certain fields in the MySchool web site will come directly from the information you 
enter/update in the SCS. These fields are in red in the SCS: 

 
 MySchool Name 
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 School Coordinator 

 Principal 

 School Address 

 Phone Number 

 Enrollment 

 Assessment Date and Time 

It is very important that this information is entered accurately because the way it is entered 
is exactly how it will appear on the web page. 
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Exhibit 2-4. Example of MySchool Site Registration Process 
 

  
  
  

  

  
 



2-12 

 
Exhibit 2-5. Example of MySchool Steps 1 and 2 
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Exhibit 2-5. Example of MySchool Steps 1 and 2 (continued) 
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