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1. Introduction

The Westat Materials Ordering System (MOS) will be used by NAEP field staff to order
materials from Westat. This site should not be confused with the new materials order site at
Pearson' which provides assessment-related items such as accommodation booklets and teacher
questionnaires. If, for example, you need additional time sheets or session scripts, you will order

these from Westat.

You will access the Westat MOS through a link on the MyNAEP Options page; the same
place that you select the link to the School Control System and the Field Recruiting System as

shown in the mocked-up Options page below.

MY

_____———
National Assessment of Educational Progress

Options

MyNAEP Options

When you have placed an order, you will receive an email message immediately to
confirm that the order has been recorded and will be filled as soon as possible. When the order is
shipped, another email message will be sent to your NAEP email address so that you will know

when it is on the way.

' The Pearson Materials Ordering and Materials Tracking Sites will be available in December when the assessment
materials are being shipped out.
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2. Using the MOS

The Main Menu of the MOS contains the link to the main NAEP (or operations)
materials list. If there were special studies with materials in the MOS, these would be listed

separately.

< Materials Ordering System - Projects - Microsoft Internet Explorer

: File Edit View Favorites Tools Help

3 A Ry 2y \ — 1

@ Back ~ () Iﬂ IEI ) s ! Search 5 7 Favorites @Media &:‘} e i ‘i“

: Address Iﬂj http:fftesting. mynaep. comfnaspmaterialfdefault, asp v: &

NAEP MATERIALS orderin: _ Lagout

MATERIALS ORDERING SITE(S)
NAEP 2006 -- NAEP Operation Materials Ordering System

MOS Main Menu

This user guide will focus on the using the MOS for operations materials. Click on this

link to go to the page listing the materials.

Materials List

Shopping Cart
NAEP MATERIALS : m Orders Trackin
Main Menu
Logout
Monday, September 19, 2005
Product Search Please enter the quantity you wish to order. When you have identified all of the materials, please click 'add to
cart,'
Maximum
Materials Name Quantity Unit aAllowed
Quantity

AA badges i |1 5

Application 1] 1 5
NAEP 2006 -- NAEP Authorization for Release of Information 0 1 g
Operation Materials Ordering — 5
System Business Reply Envelopes 1] | 1 20
ASSESSMENTS = x
GAINING COOPERATION CA Disabilitiy Wavier n |1 g
GEMERAL SUPPLIES 1
e Classroom Management Tape 1] | 1 15
—Rs NG Code of Conduct /Confidentiality Form a |1 5
Demo Book Grade 12 0 | 1 40
DOCUMENTS DOWNLOAD = 5

Demo Book Grade 4 0 |1 350

Namao ook Ceado 8 il ] 1 200

MOS Materials List (sample listing)
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Since this list is quite long, you will need to scroll down to see the entire list. Two other

options are available for locating an item:

Product Search

o A search field in the upper left of .

the page.

Wwe'll Find It Far ¥ou..

Enter the item name (or partial name such as “brochure”) in the search field to see a list

of only items with that name or word in the title.

NOTE: We recommend that you not enter NAEP or the year in the search field since the

resulting list may be nearly as log as the total list.

. . NAEP 2006 -- NAEP

o Links to subsets of lists (under the Decsbon Refeil Drtcen
search field) also in the upper left ASSESEMENTS
Of the page GAIMIMNG COOPERATION

SEMERAL SUPPLIES
STAFF RECRUITING MATERIAL
TRAIMNIMNG

Initially, the links available will be “Gaining Cooperation,” “General Supplies,” and
“Staff Recruiting Material.” Click the link to see a subset of materials. Eventually, assessment

related materials and training materials (additional materials for the AA training, for example)
also will be available.

3. Placing an Order

There are only a few steps involved in placing an order.

Step 1 — Locate the item on the list (as described above).

Step 2 — Enter the quantity.
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When you have located the item you need to order, enter the quantity in the “Quantity”
box. You will be ordering by “units.” In other words, if the unit is “1” (as most are) and you
want 5 of an item, you’ll enter 5, of course. If you are ordering an item that comes bundled in a
larger unit, 5 for example, entering a 1 in the quantity box will get you 5 of the items. If you

enter 5 in the quantity box, you will get 5 times the size of the unit or 25 of the item.

After entering the quantity you need for the one or more items, click the Add to Cart
button at the very top or bottom of the list. For this example, we’ll order 5 additional Time and

Expense Reports.

The Teacher's Guide To NAEF __U | I 450
Time and Expense form 5 1 20
Ordering T&Es

Step 3 — Check your shipping information.

When you click on the Add to Cart button, you will go to the Shopping Cart page

shown below.

NAEP MATERIALS

MOS Shopping Cart Page
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The system reads your address information from the FRS and enters it in the Shopping
Cart page. If you are traveling or for some other reason need the items shipped to a different
address, change the address information appropriately. Changing the address here will not affect

the address in the FRS nor will this become the default address for you in the MOS.

Enter the “Desired Arrival Date” especially if there is a need for the item to arrive at a
specific date. Most orders received before 3:00 PM Eastern Time, will be filled and shipped for
next-day delivery. If you want your order to arrive on a different day, then enter that date in this
field. For example, if you want your materials shipped to a hotel where you will be staying three
days from today, enter the hotel address and the Desired Arrival Date of (today + 3).

Options for the Shipping Method include:

" Federal Express (FedEx) Priority — default method; shipment due to arrive
next business morning; shipment may be tracked via www.FedEx.com,;

" FedEx Standard — shipment due to arrive next business afternoon; shipment
may be tracked via www.FedEx.com;

" FedEx Saturday — shipment due to arrive Saturday; shipment may be
tracked via www.FedEx.com;

. FedEx International — for international shipments, including Puerto Rico;
shipment may be tracked via www.FedEx.com;

" Express Mail — shipment due to arrive in one to three business days; tracked
via www.USPS.gov; and

. U.S. Regular Mail — due to arrive in three to five business days, not tracked.

If the materials are not needed first thing the next morning, you may select a shipping
method that suits your needs and that will save on cost. When the order is shipped, an email is

sent to you that will include the tracking information, if applicable.

Special Instructions may include notes like:

[ Pack materials in boxes no more than 10 Ibs. each (can’t lift big, heavy boxes); or

] Do NOT leave with neighbor — Require Signature.
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The item(s) that you ordered is displayed at the bottom of this page.

Quantity

5 MxEP®C4114 Time and Expense form delete

[ Continue Shopping ] [ oave Quantity ]

Submit Qrder Cg

Item Ordered

Double check this information before clicking on the Submit Order button. At this
point, you can change the quantity (and then save the new quantity by clicking on the Save

Quantity button), return to the materials list to continue shopping, or submit your order.

Each item will have an Item Number that will appear in the lower right corner on the
documents that Westat reproduces. When ordering, use this item number as a double check of
the item you are ordering. (This new item number is being added to documents and will

eventually be on every Westat produced document.)

4. Order Confirmations

When you click on the Submit Order button, the order confirmation shows you the

order number as well as the specifics of your order.
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Materials List
Shopping Cart

NAEP MATERIALS ordering syster Orders Tracking

Main Menu
Logout
Order Gonfirmation
Order # 67 has been entered. Use your browser's PRINT function to print 2 copy of this order.

Order # 67 has been received| Requestor Information
Order Date 9/14/2005 Mamne: JUDITH LEEPER

Address: 2 Whatever LANE

City/State/ZIP: EWANS CITY, PA 16033
Daytime Phone: 708234816

Quantitv Material Name

5 MN#PXC4114 Time and Expenze form

Thank you for your order!

MOS Order Confirmation

You should print this as a record of your order. Use the print icon at the top of your

browser to print the page.

When you check your NAEP email, you will find a confirmation email message as well.

| NAEP Materials Ordering System Thanks You for Your order # 67 - Message (Plain Text)

Eile Edit ‘iew Insert Format Tools  Actions  Help

CyReply fHReplytodl $SFomad S F B3 X 4 - w - 4 .

Fram: NAEP Warehouse
To: Dward Moore; NAEP Warehouse
Cc:

Sent: Wed 9§14/2005 4:09 PM

Subject;  NAEP Materials Ordering System Thanks You for Your order # &7
Dear JUDITH LEEFPEE,

Thank wou for your order of NAEP Materials. Your Order Nunber is :67.

If we have any guestions sbhout your order will
contact you.

When the order is filled and shipped, you will receive another emsil with the order tracking information.

Crder Information:

Order Date: 9/14/2005
Order time: 4:08:36 PH
Mzme: JUDITH LEEFER
Lddress: Z Uhatewver LANE
City: EVANS CITY

State: PA

Zip: 16033

Phone: 708234816

Material(s) Ordered:

Quanticy: 5

Item No.: NZFPXC4114

Itew MNeme:Time and Expense form

Thank wou for vour order!

Materials Ordering System

Order Confirmation E-Mail Message
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When the order has been shipped, you will receive another email message to let you

know your order is on the way.

= Your order # 67 has been shipped. - Message [Plain Text)

File Edit Wew Insert Format Tools  Actions  Help

CoReply HReplytoal | WBForward & ¥ D_,‘ P S ﬁ =

From: NAEP Warehouse

To: Dward Moore; MAEP Warehouse
Ce:

Subject:  Your order # 67 has been shipped.

Sent: Wed 9714/2005 4:16 PM

Dear JUDITH LEEPER,
The following order has been shipped.

Order Number: &7

Mames: JUDITH LEEPER

Lddress: 2 Whatever LINE

City:, State:, Zip: EVANS CITY, PAL, 16033
Phone: 708234816

Email: dvardwoorefwestat.com

3hip Via: FedEx Priority

Special Instructions:

Material (8] COrdered:

omantity: 5 I
Ttewm Mumber.: NEXPEC4114

Itew MName:Time and Expense form

Ttewm Status:Fill

Clerk Name: Shannon Whitmarsh
Dace/Time Shipped: 9-14-05 4:10
Tracking Nuxber: S675 30929 0357
Mote: Test without a date

Thank wvou for wyour order.

Materials Ordering System

l"i' start .F "y Documents | ft Qut.., ] et # 67 has ... | 3

“Your Order has been Shipped” Email Message

5. Item Descriptions

With the large number if items used throughout the NAEP study, it might be necessary to
check a description of an item to be sure it is what you want and need. If you click on the name
of an item in the Materials List of items, you will see such a description. (Descriptions will be

available in the production version of the MOS.)
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IMaterials List

Shopping Cart
NAEP MATE RIALS Orders Tracking
Main Menu
Logout
Item Mo: MNxPxC3414
Item Name: application

Item Description/Use:

Item Unit: 1

Maximum Order Quantity Allowed: &
#00TO CART

Back to Materials List

MOS Item Description Page

6. Checking Order Status

You can log onto the MOS at any time and check the status of your order by selecting

“Orders Tracking” from the menu in the upper right of the materials screen.

Materials List

Shopping Cart

Orders Tracking
Main Menu %

NAEP MATERIALS

Thursday, September 15, 2005

Select “Orders Tracking” to See Status of Order

The Orders Tracking section of the MOS will list each of the orders you have placed,
their order IDs, and, for shipped items, the date and time the item(s) was shipped and the

tracking number. If the order has not been processed as yet, the “Status” will show as Pending.
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Materials List
Shopping Cart

NAEP MATERIALS ordering Syste Orders Tracking

Main Menu
Logout

Orders Tracking

¥Yiew Order Order 1D Ship Date Ship Time Order Tracking Status

Yiew Order 67 9/14/2005 4:10 8675 3099 0357 Processed

View Order 66 Pending

LY H Fate- | = | n S
List of Your Orders

Clicking on the “View Order” link will show you the details of that order number.

Below is an example of an order using order ID 67 in the list shown above.

Materials List
Shopping Cart

NAEP MATERIALS Urdermng system Orders Tracking

Main Menu
Logout

Orders Tracking
Orders Tracking

Order No: EB? ‘
Name: [JUDITH LEEPER \
address: |2 Whatever LANE |
l \
I |
City:, State:, Zip: [Evans CITY |[Pa |[16033
Phone: |708234816 |
Email: !dwardmoore@westat.com ‘
Ship Via: |FedEx Priority |
Date/Time Order Received: |9/14/2005 | [4:08:36 PM

Special Instructions:

Item No. Qty. Title Item Status
1. NXPHC4114 5 Time and Expense form Fill

Clerk Name: iShaﬂnUn Whitmarsh ‘
Date/Time Shipped: 31472008 [410
Tracking No: 586?5 3098 0367

Test without a date

Back to Materials List

View the Details of Your Order in “View Order”
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7. Documents Download

o TAFF FEL_FLIITIMNG MATERLIAL
TEAINING

Documents Download

DO CUMENTS Dol ML Cra D

Link to Documents Download

Under the list of subset categories is the link to downloading documents. Click on the

link to see the list of files that is available. An example list is shown below.

2 Materials Ordering System - Documents Download - Microsoft Internet Explorer

© File Edit View Favorites Tools  Help o

@Eack - \ﬂ lﬁ _;j /,_]Searth \;":I(Favnrites @Mad\a @E

: Address |@ hittp:fjtesting mynasp.com{naspmaterialjdoruments/documents. asp?Project D=1 | B

Materials List
Shopping Cart

- g P Crders Tracking
NAEP MATERIALS ordering systen et L
Main Menu

Logout

Documents Download

Please click on the document title link in order to download the document,

Title Description Date

Instructions for Preparing a List of Students Instructions for Preparing a List of Students 7/6/2005 10:37:00 AM
Mew Enrollee Listing Form New Enrollee Listing Form 7/6/2005 10:40:00 &AM
Mew School Report Form New Schaal Repart Form 7/6/2005 10:41:00 &M
Monpublic School Survey Form Nonpublic School Survey Form 7/6/2005 10:41:00 &M
Refusal Report Form Refusal Report Form 7/6/2005 10:42:00 AM
School Data Collection Form Schaol Data Collection Form 7/6/2005 10:42:00 &M
Special Situation Form Special Situation Farm 7/6/2005 10:43:00 &M
Student Listing Form Student Listing Form 7/6/2005 10:44:00 &AM

-Select document to download

Page: @ of 1
a

&] Done B Intermet
/4 start @ 1nb

Sample List of Documents to Download
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When you click on the download link (the name of the document), in most cases the
system will ask you what you want to do next. (This pop-up window will not appear if the

“Always ask...” box has not been checked.)

File Download X

b ] Some files can harm your computer. IF the file information below
‘.) looks suzpicious, o you do not fully trust the gource, do not open or
zave this file.
File narme: ...ing a List of Students.doc

File tppe:  Microsoft Whord Document

Fram: testing, mynaep,com

Would you like to open the file or zave it to wour computer?

[ Open ][ Save ][ Cancel l [ tore Infao

Alwayz azk before opening thiz type of file

Download Options

Click the Save button and tell the system where you want the file saved.

I3 My Documents

Savein:

]

Recent

I

" g
L

Desktop

My Documents

58

dy Computer

1
File name: ilnstructions for Freparing a List of Students.doc % | I Save l

Iy Metworlk Save as tppe: i_h:'l.i-crosoft Word Docurnent £ i [ Cancel ]

Save to My Documents (Default)
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The default for Microsoft products is to save in My Documents. Save there or wherever

you want the file to be saved and click the Save button.

Download complete

£

(i Download Complete
Saved:
...ing a List of Students,doc from besting. mynaep, com
LT LT T C|
Dovanloaded: 63,5 KB in 3 sec
Daowenload ko: ...\ Imskructions For Preparing a List of Students.doc

Transfer rate: 23.1 KB/Sec

[] Cloge this dialog box when download completes

[ Open l [ Open Folder ] I Cloze

Download Complete

When the download is complete the system will tell you. At this point, you should close
this window before opening the document since you are still connected to the MOS and your

Internet connection is still open.

Initially, this list will supplement the list of files that you have on your laptop in the
NAEP documents folder. As new documents are made available, you can obtain them through
the normal transmission procedure or you can download them from the MOS site. If you are
using your own computer with a high-speed Internet connection, you might prefer to download

files with it than with the slower laptop dialup connection.
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8. Logging out of the SYSTEM

Click on the Logout option in the upper right when you have completed your order.

Materials List
Shopping Cart
Qrders Tracking
rain Menu

Logout

R e

This takes you back to the MyNAEP Options page so that you can go to the SCS, the

Pearson sites (beginning in late December), or close MyNAEP and disconnect from the Internet.
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