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Submitting Orders 

Audience: LEA and School Test Coordinators 

When to Do: Between March 4 - May 30 

See also: Test Coordinator Manual, Page 33, Sec 3.10.4 

This document covers: 

• About materials ordering 
• Key dates 
• Creating a new order 
• View existing orders and track shipment 
• Canceling a pending order 

 

About Materials Ordering 
Test Coordinator and Test Administrator Manuals orders will 

be automatically placed and sent based on enrollment 

counts. All accommodated materials orders will need to be 

placed by school personnel. Ordering accommodated 

materials is a two-step process:  

1. Orders are created, edited, or canceled by a user 

having either the LEA Test Coordinator or School 

Test Coordinator role.  

2. Orders are approved by OSSE. Accommodated 

materials orders may be placed by submitting an 

order through the Orders tab in ADAM.  

 

 

The Orders tab can also be used to track orders placed by 

your organization. Be sure to review orders carefully. 

Once an order is approved, plan for up to five business 

days for orders to arrive. ADAM is open for Materials 

Ordering during the window of 3/04/25 – 5/30/25. 

Note: If you have students requiring paper-based 

accommodated test materials or Human Reader scripts, 

their accommodations registration file must be completed 

before placing the accommodated materials order. 

 

Key Dates 

• Order window opens 3/4/25 

• Manuals and early material orders begin to arrive in 

schools 3/17/25 

• Paper testing order window closes 5/9/25 

• Human reader script window closes 5/16/25 

• Window closes 5/30/25; return all materials within 

5 business days of the end of the school testing 

window.

  

https://dc.mypearsonsupport.com/resources/manuals/2025%20DC%20CAPE%20Test%20Coordinator%20Manual.pdf
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Order Creation: Order Details 

1. Click on Orders in the left navigation menu 

2. Click on Manage Orders 

Note: This is where you can view approval status, 

edit, and delete existing orders. 

a. Click on Create Order in the top right 

b. Fill in the required fields  

1. Order Name 

2. Admin Code 

3. District 

4. Order for 

5. Ship to 

6. Date Needed 

Note: When entering Date Needed, consider that 

orders need to be approved by OSSE, fulfilled, and 

sent via ground shipping. Shipping may take up to 5 

business days once approved. 

7. Reason for Order 

c. Verify contact information and address  

d. Click Go to Order Items 
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Order Creation: Order Items 

1. Keep the DC CAPE Spring 2025 Orderable Items 

Reference Sheet and Test Kit Materials List handy 

a. You can search for items by number or by 

description 

2. Fill in and verify the quantity you need 

3. Click on Go to Confirm Order 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202025%20Orderable%20Items%20Reference%20Sheet-updated%20020425.pdf
https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202025%20Orderable%20Items%20Reference%20Sheet-updated%20020425.pdf
https://dc.mypearsonsupport.com/assets/pdf/Test%20Kit%20Materials%20List.pdf
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Order Creation: Confirm Order 

1. Notice the option to Edit Details 

2. Notice the option Edit Items 

3. Verify everything is correct, and click Confirm Order 

 

Existing Orders: Shipment Tracking 

To track shipping, go to Orders >Shipment Tracking. You 

can search by Order Name, Org, or Shipment Status.  

Shipment Tracking Statuses 
• In Progress: Awaiting approval 

• Fulfillment: With Pearson for packing 

• In Transit: Shipped and enroute 

• Delivered: Was delivered to address specified in the 
order 

• Error: Either cancelled or there was an error with 

the order. Please see order notes or contact 

OSSE.Assessment@dc.gov for assistance. 

Order Reports 

To view and export and order report, click Orders>Reports. 

1. Notice the option to search by Item and filter by Org 

and Distribution 

2. Notice the tabs to view other information 

a. Item Summary 

b. Items Details 

c. Orders Summary 

d. Order Details 

3. 
Notice each column can be sorted as needed

 

mailto:OSSE.Assessment@dc.gov

