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1. Introduction
The Pearson SchoolHouse Materials Ordering System (MOS) for NAEP’s testing programs
allows you to order additional materials, change the shipping address for a single shipment,

and access the Materials Tracking System for the upcoming test administration.

1.1  About the Pearson Systems

This User’s Guide uses a task-oriented approach. That is, it provides step-by-step,
illustrated instructions for completing distinct tasks within SchoolHouse MOS.

Please note the following caveats:

® The screens displayed in this user guide are samples and may not reflect exactly what
you see on your screen. Always follow the instructions on your computer monitor.

® Do not use your browser’s Back or Forward arrows. The results may be unpredictable
because they are outside control of the SchoolHouse MOS software program.

1.2 Getting Help

Help for SchoolHouse MOS is available by calling technical support (section 1.2.1) or the
NAEP Distribution Center for shipping questions (section 1.2.2). Remember for any NAEP
Assessment related question, you should contact the NAEP Help Desk at 800-283-6237.
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1.2.1 Technical Support (Having problems with the website)

For technical questions regarding the use of this site, contact:

e NAEP Distribution Center
(888) 627-6237
Monday through Friday
7:00 a.m. t0 4:30 p.m. CT
(8:00 a.m. to 5:30 p.m. ET)
E-mail: NAEP@pearson.com

1.2.2 General Program Information (Shipping Questions)
For questions regarding shipping materials contact:

e NAEP Distribution Center
(888) 627-6237
Monday through Friday
7:00 a.m. t0 4:30 p.m. CT
(8:00 a.m. to 5:30 p.m. ET)
E-mail: NAEP@pearson.com

1.3 Do Not Use

Certain features on the website are not functional (see Figure 1-1). These include the:

e |ogout link at the top of the screen;
e Contact Us link at the top of the screen; and

e Help link at the top of the screen.
Figure 1-1. Do Not Use Links

25N

L &qount Account Enntafs | Helgh !m! H
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2. Loglin

You must select one of the links below to work in the NAEP SchoolHouse Materials
Ordering or the Materials Tracking page.

1. Click on the SchoolHouse button (see Figure 2-1) to go to the SchoolHouse Material
Ordering System.

2. Click on the on the Shipment Tracking button, to go to the Materials Tracking System.

Figure 2-1. NAEP Landing Pad

National

Assessment Click on the
of Educational links

below to

access
SchoolHouse
and
Shipment

Tracking.

SchoolHouse

#» Shipment Tracking

3. Fillin your NAEP User ID and Password (see Figure 2-2) in the Basic Login screen.
4. Click the Go button.

This is a one time entry. You will not have to re-enter your user ID and password to access
the other Pearson site.
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Figure 2-2. Login Screen

E&YAY ClearTrust®
NAEP| \ceome

of Educational
Progress

3*?
Fi=a I".
2

%E ClearTrust 'BASIC' Login Required

You are attempting to access a protected resource

Flease identify by entering your user ID and passward,

User ID: | |

Password: | |

Copyright @1997 - 2004 RS54 Security, Inc, Al rights reserved,
Powered by ClearTrust’

Input your NAEP ID and password as you normally would.

Pearson MOS or MTS sessions automatically times out after 30 minutes of inactivity.
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3. SchoolHo

use Material Ordering System (MOS)

The Pearson SchoolHouse MOS page provides an introduction to the SchoolHouse MOS,

instructions, related lin
Figure 3-1).

ks, and other useful information, such as shipping schedules (see

Figure 3-1. Home Page

999599999999999 NAEP ADMIN/01FL 13000000000 ALBERT SUMMERS

Logout | hy Account | Contact Us | Hell NES . /4"
PEM € 99
SOLUTIONS | SELECT | fonn | QWIS rerots | prOFILE| ADDITIONAL

National
Assessment

of Educational
Progress

NAEP
<

L ]

Related Links

NAEP Materials Tracking
Site

o
P

NAEP User's Guide 2005 -
Adrmin Only

NAEP User's Guide 2006 -

The TS SchooHouse™ Web Site for NAEP testing will allow you to update your Profile
{address change), order addiional materials, and link to the Materials Tracking site. Please note
the tabs at the top of your screen with the avallable options. After clickimg each tab, yvou will be
presented with information currently on file and then asked to verify these facts or to male the
appropriate changes.

TWhen you have finished one section, vou can move to the next or return to a previous section by
selecting another tab from the directory of services at the top of the screen.

For your convenience, a link to the Materials Tracking Site has been provided at the left. I you
have any questions regarding the use of this site or if vou are expenencing technical difficulties,
please contact us at 1-888-827-6237 or NAEPmaterals@pearson cotn. Do not use the Help or
Contact s at the top of the screen.

AC Ship Dates - Pearson

Material=

Ship Date

Method of Shiprient

Haow 20 2-day Delivery

Dec 18 2-day Deliverny

Dec21 CHL
Jan2- 32 FedEx Ground
Jan 2 - 11 FedEx Ground

*Last date to make address changes for bulkfsession shipments: Dec 15

PEARSON
".muml "
Copyright & 19993-2006
MNCE Pearzon, Inc.

Al rights reserved

Privacy Policy | Terms and Condtions of Use

The tabs located at the top of the SchoolHouse MOS page are based on your permission
level.

You will have access and only see the following tabs on this page:

e Profile tab — to view or update your address information on file at Pearson.

e Additional Orders tab — to order additional materials and view your order history. A

link to the Materials Tracking System is also available.

A3.7
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3.1 Profile

Click on the Profile tab to view current contact information (see Figure 3-2).
To edit the profile:

1. Click on the Profile tab.
2. Click on the Change Profile button beneath the contact information.
3. Make changes to the profile.

-  Fields marked with an asterisk are required.

- The shipping address must contain a street address. Materials will not be delivered
to a post office box number.

- Refer to the table on the home page (see Figure 3-1, page A.3.7) for cut-off dates
to update your profile for your bulk and session shipments.

4. Click on the Save Changes button after making edits.

Figure 3-2. Profile Screen

PEM ¢
SOLUTIONS | stLeer

CUSTOMER ADMIN | HOME | REF(

999999999999999 NAEP ADMIN/O1FL 13000000000 AL BERT SUMMERS

Shown below i3 the profile information we currently hawve on file for you
T ow have until December 19 to malce address changes for your session and bulk materials.
To correct a profile, please click on the corresponding Change Profile button below.

Please note that the shipping address should not include a post office box number. The postal
courier will not deliver to a post office box number

Please refer to the table on the home page for cut-off dates to update your profile information

Ezj Check Al | Uncheck Al
NAEP Contact

SV Train
Supervisar

1650 Research Blvd
Rockyille, MD 20850

E-mail: [T naep0080g@naepmail westat com

Fhone: {301)251-1500
Change Profile Change NAEP Contact Profile

Fax
* Name: ISV Train

Title: ISupeMSﬂr

* Address: [16560 Research Blvd

* City: |P(m:kwl\e

* State: |[MD =
* Zip: IW - l—
Email: |naapDDBD@naapma\lwaslm com
*Fhone: ([0 y[ear L1800 e[
Foc ([ O e[

* - Eequired

Save Changes | Cam:ell Resell
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3.2 Additional Orders

Additional Orders or Short Shipments can be ordered through SchoolHouse MOS. See
Figure 3-5 to view the Orders screen.

To order additional materials:
1. Click on the Additional Orders tab.

2. Read the Detailed Instructions screen (see Figure 3-3) carefully before proceeding.

Figure 3-3. Detailed Instructions Screen

Logout | My Accourt | Contact Us | Help ﬁ !ms! H

SELECT
USTOMER

Test: NAEP 2007 (Pkg & Dist)

Detailed Instructions

1. Eeview the detailed instructions and continue by selecting the Order sub-tab.

2. Complete the information requested to place your order.
Note: Special Instructions must include the school number/session you
are placing the order for.

3. Select the Next== button at the bottorn of the page to proceed.

4. Tou will then be asked to review your order and to select the Submit Order
button to save your order for processing.

5. Youmay also go back to the Shipping Information page to modify your order by
selecting the <=Prev button (before you zelect the Submit Order butten).

6. You may cancel out of your order by selecting the Cancel button (before you
select the Submit Order button).

7. We will review your order prior to shipping.
8. The link to view Shipment Tracking can be found on the History sub-tab.

3. Click on the Order sub-tab (see Figure 3-4) to continue.
Figure 3-4. Order Sub-Tab

Logout | My Account | Contact Us | Help

PEM 5D

SOLUTIONS
Detailed Instructicns
999999999999999

: Test: MAEP 2007 (Plg & Dist)
Order

4. Fill in the required fields.

5. Include school number and session number in the Special Instructions field (see
Figure 3-5).

PEARSON SCHOOLHOUSE MOS A.3.9
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Figure 3-5. Order Additional Materials Screen

PEM ¢
SOLUTIONS

Detailed Instructicns
999999999999999

Order

Test: FTAEP 2007 (kg & Dist)

Order Additional Materials

* - Required Fields

Shipping Information

* Need By Date: |1 f|12 IIQDDT (MWDDAY)
+ Delivery Method: |DHL 2-Day vl

Shipment Reason: | ;l Other:

Special Instructions: include School MNumber
include Session Number

[—
[

Ship To: * Name

s Train
* Addrass Line 1 The Ship To information
[1650 Research Bivd will default to the
Address Line 2 . . .
| information stored in your
P— Profile. If you change the
[Packville shipping information on this
v Lk screen, it will NOT change
[MD =] |z0850 | N .

the shipping information
Email stored in the Profile.

|naepDDBD@naepmail.westat.com

* Phone
EN I

Fax

(| )| - ot |

* - Required Fields

vaterial Selection

Material Item Quantity

-- Sessions - Added -- {ordering unit is by box)

Grade 4 OP - session box w/ancillaries

Grade 4 HI - session box w/ancillaries

1]

-- Accommodations Books -- {ordering unit is by each)

-- Grade 4 OP —-

TB, Gr4, C301, Read Aloud

TB, Gr4, C305, Read aloud

71

TB, Gr4, M116, Large Print

-- Bulk Materials -- {notice size of unit to order)

Gr4, OF, Bundle - 16
Gri1z, HI, Bundle - 11

Rulers “R" {(each)

[}
=

11

Mext >> |
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6. Enter the additional order quantities you need.

= The Materials Item section headings (see Figure 3-5) indicate how items are
packaged.

7. Click the Next button.

= The next screen (see Figure 3-6) displays the additional order information.
8. Review the shipping information and materials ordered for accuracy.
9. If the information is correct, click the Submit Order button.

10. If it is incorrect, click the Prev (Previous) button to go back and edit the information.

Figure 3-6. Submit Additional Orders Screen

Additional Order
Submit Additional Order

Please review the followang order mformation. If the additonal order information 15 correct then
click the Submit Order button to save your order.

Shipping Information

Need By Date: 12 J 12 /2008
Delivery Method: DHL 2-Day
Shipment Reason:
Special Instructions: [NCLUDE SCHOOL NUMBER INCLUDE SESSION MUMBER

Ship To: SY TRAIN
1650 RESEARCH BLWD
ROCKVILLE, ™MD 20850

Email: naep0080@naepmail westat.cam
Phone: { 301 3 251 - 1500 ext
Fax:( ) - ext

Material Selection
Material Item Quantity

Grade 4 OF - session box w/ancillaries 5
TB, Gr4, C305, Read Aloud 1
TB, Gr4, M116, Large Print 10
Grl2, HI, Bundle - 11 1
Rulars “R” {each) 30
<<Prev | Cancel | SubmithOrder | Submit & Approve Order
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11. The “Order Submitted Successfully” message (see Figure 3-7) will be displayed after
clicking on the Submit Order button.

®= The Order Date on this screen is always displayed in Central Time.

= “Status” indicates a new order has been placed.

Figure 3-7. Order Submitted Successfully Message

Additional Order

Order Submitted Successiully

The Additional Order has been submidtted successfully for processing,

Order 1D: 2647479

Order Date: 2009-01-04 15:45:57 CT
User 1D: MAEP_LISER

User Mame: Test User

Status: My

After the order is approved by Pearson, an e-mail (see Figure 3-8) will be automatically sent
to the recipient — the contact person listed in the Profile section.

Figure 3-8. Sample E-Mail Message
—I01x]

File  Edit  Yew Insert  Format  Tools  Ackions Help

=1%erd | g Savess.. | o [F | & ] T AttachasadobePDF |G 8 1 B | ¥ | S E

Subject: IOrder number 217999 has been approved

Order number 217999 has been submitted and approved.
Thank you.

3.2.1 Order History

You can view a history of all the additional orders requested. The Shipment Tracking link will
direct you to the Materials Tracking System to view your shipment boxes.

1. To view your additional order history, click on the History sub-tab (see Figure 3-10).
Recent orders are listed first.

- The Order Date column allows you to view details of your additional order.

- Click on the underlined Order Date to view details (see Figure 3-9) about an order.

A.3.12 ODUSE MOS AND MTS USER’S GUIDE




Figure 3-9. Order Details Screen

History

Yiew Additional Order

Order ID: 2790567

Order Date: 2009-08-27 154557 CT
User ID: MAEF_LISER

User Mame: Test User

Status: RI=T0

Shipping Information

Need By Date: 12 /12 /2006
Delivery Method: DHL Z-Day
Shipment Reason:
Special Instructions: INCLUDE SCHOOL WUMBER INCLUDE SESSIOMN MUMBER

Ship To: 5V TRAIN
1650 RESEARCH BLWVD
ROCKWILLE, MD Z0830

Email: naep0080@naepmail . westat.com

Fhone: [ 301 ) 251 - 1500 ext
FaH:( ) - ext

Material Selection

Grade 4 OF - session bow wiancillaries 5
TR, Gr4, C305, Read Aloud 1
TB, Grd, M116, Large Print 10
Gr1z, HI, Bundle - 11 1
Rulers "R" (gach) 30

e The Status column indicates whether the order has been approved by Pearson.
- A “New’ status indicates a new order has been placed.

- An “Approved” status indicates Pearson has seen and submitted the order to their
Shipment department.

e The Edit column allows you to go back in and change your order.
- Click on the pencil icon in the Edit? column.

- The edit function is only available if the status is NOT approved. Otherwise it will be
grayed out.

e The Delete column allows you to delete your order.

- Click on the trash can icon in the Delete? column.

- The delete function is only available if the status is NOT approved. Otherwise it will
be grayed out.

PEARSON SCHOOLHOUSE MO¥ A.3.13
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Figure 3-10. History Screen

PEM € S

SOLUTIONS

REPORTE

CUSLa AU
u ALBERT SUMMERS

999999999999993 NAEP AD

Logout | by &ccourt | Cortact Us | Help § Iucsl H

ADDITIONAL
ORDERS

Test: NAEP 2007 (Plg & Dist)

History

Click here to vi

Shipment Tracking.

3:51:02 CT 2711055 MAEP_TEST Test User

2006-08-281
? Material Items

Grade 4 OF - sassion box wancillaries

TB, Grd, C305, Read Aloud

TB, Gr4, M11&, Large Print

Grl2, HI, Bundle - 11

Rulers “*R* (each]

2006-08-10 08:08:24 CT 2647479 NAEP_TEST Test User

Material Items
Grade 4 OF - sassion box wancillaries
Grade 4 HI - session box wiancllaries
Grade 8 OP - session bax wiancillaries
Grade 12 OP - session box wiancillaries

Grade 12 HI - session box wfandillaries

2006-08-10 07:53:45 CT 2647478 NAEP_TEST Test User

Material Items
Grade 4 OF - sassion box wancillaries
Grade 4 HI - session box wiancllaries

Grade 8 OP - session bax wiancillaries

Order Date m

%

Quantity
5
1
10
1

Mew

Quantity
5
13
26
20

Mew

Quantity
1
5
10

15
25

TB, Grd, C201, Read Aloud

TE, Grd, C305, Read Aloud

2. Click on the History sub-tab to return to the History screen.

3. Click on the Shipment Tracking link (see Figure 3-10) to continue to the Materials
Tracking System pages.

If you accessed the Pearson systems through the MyNAEP Options page you can return to
MyNAEP Options page by:

1. Closing your current window by clicking on the “X” in the upper right hand corner of the
browser window. This will return you to the NAEP landing pad (Figure 2-1).
2. Close the NAEP Landing page by clicking on the “X” in the upper right hand corner of the

browser window to return to the www.mynaep.com options page.
Be aware that if you have been on the Pearson site for more than 20 minutes you will be
timed out of your MyNAEP session.

As it was mentioned in section 1.3, you should not use the “Logout” link in the top right
corner of the screen.

E MOS AND MTS USER’S GUIDE
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4. Materials Tracking System

The Materials Tracking System allows you to:

e See when materials have been shipped from Pearson (Shipping section, From Pearson
sub-section).

e Enterin receipt and ship dates from and to Pearson (Shipping section, From Pearson
and To Pearson sub-sections).

® Track information for inbound and outbound shipments of materials through the delivery
carrier and DHL (DoDDS shipments only) (Shipping section, From Pearson and To
Pearson sub-sections).

e Run detailed reports on your shipments (Reports Page section).

You can access the Materials Tracking System from the MyNAEP Options page or by
entering the URL (Universal Resource Locator, or the Internet address) into the browser
address field. The URL is:

-  https://naep.ncsschoolhouse.com/

The first page you see is called the NAEP Landing Pad (see Figure 2-1, page A.3.5).

From the SchoolHouse MOS you can access the Materials Tracking System by:

e (Clicking on the NAEP Materials Tracking Site link on the home page (see Figure 3-1,
page A.3.7) or

e (Clicking on the Shipment Tracking link on the Additional Orders History page (see
Figure 3-10, page A.3.14).

The Materials Tracking System is described in the following three sections:

e Summary Page Section 4.1 (default page)
e  Shipping Information Section 4.2
® Reports Page Section 4.3

41 Summary Page

In the Summary screen (see Figure 4-2) you can display shipment information in various
ways using the search and filter options. You will enter your receipt date for boxes shipped
from Pearson and your shipment date for sending materials back to Pearson.

You can view information by page or all at once (see Figure 4-1). For example: The “50”
indicates how many line items there are.

PEARSON SCHOOLHOUSE MOS £ A.3.15
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If you don’t want to view by page, enter the number in the box before “per page” (to a
maximum of 999, however 50 should be sufficient).

Figure 4-1. Rows and Page Numbers

Rowes 1 - 10 of mare than 50 (Max |'||:| perpage)l Page1 2345 Hext

If you are using a dial-up connection, it is best not to try to load all rows at once.

Figure 4-2. Summary Page

7 NAER| T Shipment Tracking System T
Eﬁﬂ ;’rofdg:;aslmnal R # Al

__A|:|:§. . sreat Al

Wi AC Mame: PAT STEARNS

Rows21-300150 (Max |10 perpags) 12 Page3 4 5 Create Shipment

SHIPPING INFORMATION
Hot
School Session Test " Date Anticipated - . Date Delivery Used
School Hame o o Date Tracking # Shipped Arrival Date Status Received Tracking # Shipped Date Status Bulk
Only
KING I3
1ZE5901W3514259543 ot
ELEMENTARY 1911760 OPO402 i e —— B
Secol UPs. 061772005 Shipper! II o
MEWLONDOM HI | 5535810 OP120M 2812006 1ZE2643E00H703475E Shlw\:]‘;ted lL II
P12 2132006 1ZE2643E03554 38637 Shl‘\’l:':tEd (] II
v
OP1201M 21812006 1ZELR43RI0554 06T, Delivered &
12/13/2005
MORVALK 1ZB5501vW551 4255623 [} Mot
MIDDLE scHooL | 1922270 | Hiosm UPS | — Shipped II =
oPOEIN | 2812006 1ZE2643E01 50515283 Mot [m] 1Z55301vW3E1 4259632 I Mot [m] [
E R — U [oari772008 Shipped
oPOsa 20912008 1ZE2643E01 508158293 Shl‘\'l;jptEd [} II
1IE2643E0345937570 Mot (]
QP00 | 20972005 Shipped '— II j

Search

Your Supervisor's name should be listed under the Region field and your name listed under
the Area field. Your region/area numbers should be listed in the upper right-hand corner of
the screen. If they are not, contact Pearson at 1-888-627-6237.

1. By school (see Figure 4-3)
- Click on the drop-down box next to the School field.
- Select the school you want to display.

-  Click the Go button.

A.3.16 HOUSE MOS AND MTS USER’S GUIDE




Figure 4-3. Search by School

#| EOBBYE SMITH

—
[ =

2. By tracking number (see Figure 4-4)
- Enter the tracking number into the Tracking Number field.

- Click the Go button.
Figure 4-4. Search by Tracking Number

PR 24 3 034605247

To use the Filter

There are different ways to access shipping information. One is by using the tracking
number as indicated above. Another is by using the filter section to show: all shipments, bulk
shipments, session shipments, and boxes past due. Select one of these four options (see
Figure 4-5):

e Show all shipments — This is the default. It shows all shipments sent to you-bulk and
session.
e Show bulk shipments — Lists all of your bulk boxes and short shipment requests.

e Show session shipments — Lists all of your session shipments. These include any
session materials sent out via short shipment.

e Show shipment past due — Lists any bulk or session boxes not indicated as received
by you or, if returned, not received at Pearson.

Figure 4-5. Using the Filter

Fitgf ———— ——M898
Show zezzion shipments -
1Show all shiprents

§iShowy session shipmenks
Show bulk. shipments
Show ghipments pazt due [overdue]
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4.2 Shipping Information

The Shipping Information section is divided into four areas: School Information, From
Pearson, To Pearson, and Label Not Used (see Figure 4-6).

Figure 4-6. Shipping Information

v
CLINTONYVILLE HIGH 5535840 Hit 201 2ABR00E 17E2643E0348253975 Delivered =
SCHOOL Ups 07 /2742008

1IE2643E0357256460 hlat

HIz01 211672006 Shipped

17E2643E03572554580 hlot
uPs Shipped

il

H1 201 2MB/2008

School Information Section
The section of the screen outlined in orange describes information given to Pearson by
Westat (from the SCS) (see Figure 4-7).

® School Name — Shows the school name or your name. Your name indicates it was a
bulk box or short shipment box.

e School ID — Shows the school’s NAEP ID or 0000000 to indicate it is a bulk or short
shipment box.

e Session ID — Shows all of your session IDs.

e Test Date — The assessment date recorded in the SCS.

Figure 4-7. School Information

KNG
ELEMEMTARY 191760 | OPO402
SCHOOL

BEW LOMDOM Hl | 3533510 | OP1201 | 205852006

CP1201 | 20352006

CP1201 | 20352006

A.3.18 SON SCHOOLHOUSE MOS AND MTS USER’S GUIDE




From Pearson Section
This section of the screen outlined in teal is where you record your receipt date for the
materials you receive from Pearson (see Figure 4-8).

® Tracking # Column — Each box will have its’ own tracking number. Click on the carrier
link next to the tracking number. The carrier’s tracking site will display (see Figure 4-10).
e Date Shipped Column — The date the shipment left Pearson.

e Anticipated Arrival Date Column — The date the boxes are expected to arrive at your
mailing address.

e Status Column — This information comes from the carrier. There are three status types:
- Not Shipped: There is no activity on the tracking number assigned.
- In Transit: The box has left Pearson and is on the way to Westat.

- Delivered: The carrier has indicated that the box was delivered and signed for by
you.

e Received Column — The field name “Received” is in red. Enter the date you received
your box(es) from Pearson. There are two ways to do this.

- Check Box: Use your mouse to click in the box and today’s date will automatically
populate the box below it.

- Date Box: Use your mouse to click in the box and enter the date you actually
received the box.

Figure 4-8. From Pearson

C From Pearson )
_ Date Anticipated _
Tracking # Shipped Arrival Date Status Received
1ZE2E43E034 7094756 Pt r
UPs Shipped I
1ZE2E43E03554 38637 Pt r
UP= Shipped I
1ZE2E43E03554 38637 . 2
Delivered
UP= 12/13/2005
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To Pearson Section

The section outlined in blue shows boxes sent by you back to Pearson (see Figure 4-9). In
the Date Shipped column you will enter the date the carrier picked up the box(es).

A.3.20

Figure 4-9. To Pearson

1Z65901W351 4259543

UPs

rd
08/17/2006

Mot
Shipped

Tracking # Column — The number assigned to this particular session or bulk box. If the
tracking number on the label in the session box does not match the number listed,

contact your supervisor.

- Click on the carrier link next to the tracking number, you will go to their tracking site

(see Figure 4-10).

Figure 4-10. Carrier Site

S Horme:

FedEx.

Espafiol

Track Shipments
Detailed Results

Tracking humber Q02972746355

Signed for by H.DANG

Ship date Aug 2, 2006
Delivery date Aug 2, 2006 9:18 ANl
Status Delivered

Aug 3, 2006 arls AM

915 aM

Delivered
Delivery exception
610 AM  On FedEx vehicle for
defivery

&t local FedEx facity
Delivery exception

804 &M
00 AM

758 AM
351 M
233 8M
11:42 P
741 PM

At local FedEx faciity
Departed FesEx lacation
At dest sort facilty
Arrived ot FedEx lacation
Lett origin

Aug 2, 2006

Infoormetion Center | Customer Susport | Site Map

zearch Gol

L Ty Oifice / Print Services || Freight Services || Expedited Services |
Track Manage My Account H International Tools |
Brintable Version (7)) Guick Help

Reference
Destination
Delivered to
Senvice type
Weight

bt o s

ROCKVILLE, MD
ROCKYILLE, MD

ROCKYILLE, MD

ROCKYILLE, MD
ROCKVILLE, MD

ROCKYILLE, MD
MEMPHIS, TN
DULLES, WA
MEMPHIS, Thi
CEDAR RAPIDS,
12

Wrony Address?
Reduce future mistakes by
using FedEx Address Checker.

815701
ROCKVILLE, MD
Shipping/Receiving
First Overnight

Tracking a FedEx
1.01hs.

SmartPost Shipment?
Go to ghipper login

Take 15% off .

list rates on eligible:

Package ot station, arived after
couier dispatch

FedEx Exprass®
onling shipments.

Package = station, arrived after
courier dispatch
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e Date Shipped Column — The field name “Date Shipped” is in red (see Figure 4-9). You
can either click on the box or enter the date:

- Check Box: Use your mouse to click in the box and today’s date will automatically
populate the box below it.

- Date Box: Use your mouse to click in the box and enter in the date.

e Delivery Date Column — The date the shipment arrived at Pearson.

e Status Column — This information comes from the carrier. There are three status types:
- Not Shipped: No activity on the tracking number assigned.
- In Transit: The box has left your shipping location and is on the way to Pearson.

- Delivered: The carrier has indicated that the box was delivered and signed for by
Pearson.

Label Not Used Section Figure 4-11. Label Not Used
This section is outlined in red (see Figure 4-11) and is
used when all of the materials in a shipment are returned
in other shipments. This means that the return label that
was originally sent is not necessary. However the
Materials Tracking System will want that label used to
return items. To solve this, for any shipment that you
received a return label for but sent all materials back in
other shipments, check the box in this column.
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4.3 Reports Page

To access the Reports page, click the Reports link in the upper left hand corner of the
Summary page (see Figure 4-12).

Figure 4-12. Reports Link

You will be able to view and download shipping reports (see Figure 4-13) based on the
information in the Summary Page.

Figure 4-13. Reports Page

nemw Shipment Tracking ~ S

of Educational

| brog System

SUMmTEEy

Options Available:

Level:

" Territory repart Territary: I - l
' Region report Region: I ;l
* AC report AT IGAYLE JOMES - I
Shipment Reports:
Shipment Lists:

(" Session Shipments From Pearson
(" Session Shipments To Pearson

' Bulk Shipments AC/Region
"Crverdue" shipments:

Nt indicated as received by AC
= Mot indicated as sent by AC

Mot received by Pearson, sent by &AC

Summary Reports:

" Sessions - # Boxes

¢ Bulk - # Boxes

Dohinload |

The AC report button should already be selected in the Level section area.
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To view a report:

1. Select the type of report (check the options from the reports listed above) you want to
see.

- You can only view one report at a time.

- You may need to use your vertical and horizontal scroll bars to see the end and
bottom of the page.

2. Click the Download button.
3. The Open or Save message will display (see Figure 4-14).
- Click the Open button to view the file.
- Click the Save button to save the file under a directory and filename. By

downloading the file to your computer you can save it for future reference.

Figure 4-14. View or Save Report

File Download x|

Do you want to open or ave this file?

@ j Mame: repark.xls
il Type: Microsoft Excel Worksheet, 20,5 KB

From: naep.nesschoolhouse, psqt.ic.nes.com

QEen | Save

23

harm pour computer. |F you do not trust the zource, do not open or

@ Ywhile filez fram the Intermnet can be uzeful, zome flez can potentially
zave thig file. What's the nisk’?

Shipment Reports — (see Figure 4-15)

e Shipment Lists
-  Session shipments from Pearson
-  Session shipments to Pearson.

- Bulk shipments AC/Region to and from Pearson.
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® Qverdue Shipments

- Not indicated as received by AC. They will show up on this report if you have not
indicated the box as received.

- Not indicated as sent by AC. They will show up on this report if you have not
indicated the box as shipped to Pearson.

- Not received by Pearson, sent by AC. You indicated it as being shipped by
checking the “Date Shipped” though Pearson has not received it within 3-4 days.

Figure 4-15. Shipment Reports

Shipment Reports:
Shipment Lists:

{" Session Shipments From Pearson

]

Seszion Shipments Ta Pearzon

= Bulk Shipments ACRegion
"Overdue” shipments:

= Mot indicated as received by AC

!

Mat indicated az zent by AC
™ Mot received by Pearson, sent by &C

Summary Reports — (see Figure 4-16)

® Sessions - # Boxes — Lists the number of session boxes sent to you and the number
you shipped back.

e Bulk - # Boxes — Lists the number of boxes received by your and those you indicated as
being sent back.

Figure 4-16. Summary Report

Summary Reports:

{" Sessions - # Boxes

{~ Bulk - # Boxes

Diownload |
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To return to MyNAEP Options page:
1. Close your current window by clicking on the “X” in the upper right hand corner of the
browser window (see Figure 4-17).

2. The NAEP Landing page should appear. Close this page by clicking on the “X” in the
upper right hand corner of the browser window to return to the MyNAEP options page.

Figure 4-17. Close Window

[FEUESEE PEARSON [
by

tem

Sample Shipment Reports

Figure 4-18. Shipments Sent to AC

AT E | c | D [ E [ F T 6 ] H \ | J =
’ NAEP Session Shipments sentto AC (From Pearson/Ordered) August 22,2006 10:52 &) |
TRegion Area School Hame School ID Session ID TestDate  Shipped Status Received Tracking Humber
T 1401 oo CLINTORYILLE HIGH SCHOOL 021401 005535540 HI1201 02162006 Delivered 072772006 |1ZE2643E0345253975
T 1401 oo CLINTORYILLE HIGH SCHOOL 021401 005535540 HI1201 021 62006 Delivered 08M872006  |1ZE2643E0357 258450
T 1201 Juln) CLINTOMYILLE HIGH SCHOOL 021401 005535840 Hi1201 021 Ef2006 Mot Shipped 1 ZE2E43E0357 255480
T 1201 Juln) EMAMUEL LUTHER &M SCHOOL 0214010033521 442 ML 52 Mot Shipped 1 ZE2G43E025161 3652
Z 1401 oo EARNUEL LUTHERAN SCHOOL 021401005521 442 MLIko1 Mat Shipped 1ZE2643E025161 3653
8 [lao oo EARNUEL LUTHERAN SCHOOL 021401005521 442 OPOS01 03102006 Mat Shipped 1ZE2643E0251587717
T 1201 Juln) EMAMUEL LUTHER &M SCHOOL 021401 005521442 CPOE01 031052006 Mot Shipped 1 ZE2E43E03467 20311
W 1201 Juln) 10L& SCAMDIRS YIS HI 021401003323930 HIDSO1 0272172006 Mot Shipped 1ZE2643E0348353534
T 1401 oo 10L& SCAMDINAY.S HI 021401 005523930 HIOS01 0272142006 Mat Shipped 1ZE2643E0357031474
H 1201 oo 104 SCANDIMAYIL HI 021401 005523930 HIOS01 0272112006 Mot Shipped 1 ZE2B43E0357031474
W 1201 Juln) KNG ELEMERTARY SCHOCL 021401 001911760 HID401 02012006 Mot Shipped 1 ZE2G43E01 47576145
W 1201 oo KIMG ELEMERTARY SCHOOL 021A01001911760 HID401 020172006 Mot Shipped 1ZE2B43E0147575145
F 1401 oo KInG ELEMEMTARY SCHOOL 0240001911760 HIO401 0210142006 Mat Shipped 1ZE2643E034501 8655
W 1201 Juln) MEWY LOMDION HI 021401 005535810 OP1201 020052006 Mot Shipped 1 ZE2E43E0347094756
? 1201 Juln) B LMD HI 021401 003333810 CP12M 02/05/2006 Delivered 121352005 1 ZE26435E03354 38637
W 1401 oo MEWY LORDON HI 021401 005535810 OP1201 (02/052006 Mat Shipped 1ZE2643E03554 38637
W 1401 oo MORWALK MIDDLE SCHOOL O21A0 001922270 OPOS01 0210972006 Mat Shipped 1ZE2643E01 50615293
ﬁ 1201 Juln) MORYYSLK MIDDLE SCHOOL 021401 001922270 CPOE01 02092006 Mot Shipped 1 ZE2E43E015081 5293
T 1201 Juln) MORYYSLK MIDDLE SCHOOL 021401001922270 QPOE01 020852006 Mot Shipped 1ZE2643E0348337570
Z 1401 oo MORWALK MIDDLE SCHOOL O21A0 001922270 Delivered 17775273774
23 1A oo MORWALK MIDDLE SCHOOL O21A0 001922270 Delivered 17775273570
j 1201 Juln) MORYYALK MIDDLE SCHOOL 021401 001922270 Delivered 777286374
g 1201 Juln) MORYYSLK MIDDLE SCHOOL 021401001922270 Delivered 17778287375
ﬁ 1401 oo MORWALK MIDDLE SCHOOL O21A0 001922270 Delivered 17775267973
? 1201 oo MORVYALK MIDDLE SCHOOL 021401 001922270 Delivered 17778288474
ﬁ 1201 Juln) MORYYALK MIDDLE SCHOOL 021401 001922270 Deliversd ATTTa2097TT
E 1201 oo MORYYALK MIDDLE SCHOOL 021A01001922270 Delivered 17778290670 )
ﬁ 1401 oo MORWALK MIDDLE SCHOOL O21A0 001922270 Delivered 17775291274
? 1201 Juln) MORVYALK MIDDLE SCHOOL 021401 001922270 Delivered 7778291370
E 1201 Juln) MORYYALK MIDDLE SCHOOL 021401001922270 Delivered 1777E291871 -
44 » M [\shipments_sent |4] v [
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Figure 4-19. Overdue Shipments Not Received by AC

A [ B ] © [ 5] [ E [ F [ G [ H o
; NAEP Overdue Shipments Not Received by AC (From Pearson/Ordered) August 22,200610. |
Z Region Area School Hame School 1D Sesgion D Status Shipped Tracking Humber
| 3 [0t oo MUMBER: 3 PETERSTOWIN SCHOOL 05MJ01 003410270 OP0401 Crverdue 05/04/2006 |1 ZE2643E02454 20661
| 4 [t [al] MUMBER 3 PETERSTCWIN SCHOOL 0BMJ01 003410270 CP0401 In Transit 05152006 | 1ZE2643E0245241275 a
| 5 [0t oo MUMBER: 3 PETERSTCWIN SCHOOL OBMJ01 003410270 CP0401 Crverdue 05/15/2006 | 1ZE2643E0245673479
| B [mJot fal] MNUMBER 3 PETERSTOWN SCHOOL 05MJD1 003410270 OP0401 Crveriue 03104/2006 | 1ZE2643E0245420661
| 7 [raot [al] MUMBER 3 PETERSTCWIN SCHOOL 0BMJ01 003410270 CP0401 In Transit 05152006 | 1ZE2643E0245241275
| B [rJot oo MUMBER: 3 PETERSTCWIN SCHOOL OBMJ01 003410270 CP0401 Crverdue 05/15/2006 | 1ZE2643E0245673479
9 b
4 4 » »[\overdue_not_received_by_ac 4] v ]
Figure 4-20. Summary Report
Iy [ B ] C [ B} [ E [ F G —]
’ NAEP Session Summary - # of Boxes (From and To Pearson) ]
2 |Region Area Shipments Shipments Received Percent Received Shipment Type
3 A aa 4 0 0.0% To Pearson
4 1A aa 3 12 38.7% From Pearzan —
5 (M1 aa g 2 250% To Pearson
G (mJo1 u] 3 0 0.0% From Pearson
7l u] 4 0 0.0% To Pearzon
8 [am u] el 12 38.7% From Pearson
9 -
44 » M |\summary_sessions [ 4] v 1]
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