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Materials Order Quick Reference Guide

Audience: LEA and School Test Coordinators

Whento Do: Between March 2 - June 5

Seealso: Test Coordinator Manual, Page 33,Sec 3.10.4

This document covers:
e Aboutmaterials ordering
e Keydates
e Creatinganeworder
e View existing orders and tracking shipments
e Orderreports

About Materials Ordering

Accommodated materials orders may be placed by
submitting an order through the Orders tab in ADAM.
Allaccommodated materials orders willneed to be
placed by school personnel. Test Coordinator and
Test Administrator Manual orders will be
automatically placed and sent based on enroliment
counts (Imanual per 25 students). Ordering
accommodated materialsis a two-step process:

1. Orders are created, edited, orcanceled by a

user having either the LEATest Coordinator or
School Test Coordinatorrole.

2. Orders arereviewed and eitherapproved or
rejected by OSSE.

The Orders tab canalso be usedto track orders
placed by your organization. Be sure to review
orders carefully. Once an orderis approved, plan for
up to five business days for orders to arrive.

The materials orderingwindow in ADAM is open from
3/02/26t06/05/26.

Note: Acomplete accommodationsregistration file
isrequired before ordering paper-based
accommodated test materials orHuman Reader
scripts.

Key Dates
e Orderwindowopens3/2/26

e Approved orders,including automatic manual
orders, beginto arrivein schoolson 3/23/26

e Papertestingorderwindow closeson5/15/26
e Humanreaderscriptwindow closeson5/15/26
e Ancillary return materials window closes 6/5/26

e Deadlinetoreturnscorable materialsis5/22/26

e Deadlinetoreturnnonscorable materialsis5/29/26


https://test-dc.mypearsonsupport.com/

Order Creation: Order Details
1. Clickon Ordersin the left navigation menu
2. Click on Manage Orders = =
a. Click on Create Orderin the top right il .
b. Fillintherequiredfields: | w0 s
1. OrderName
2. Admin Code - DC CAPE Spring 26 e seencom
3. District
4. Orderfor- Selectaschool
5. Shipto -school
6. DateNeeded*
7. ReasonforOrder concer [ SRS—
*Note: Shipping may take up to 5 business days Order Creation: Order Items

once approved. This date is not guaranteed. , o
1. Seachforitems by numberorby description

c. Verify contactinformationand school a. Keepthe DC CAPE Spring 2026
address Orderable Iltems Reference Sheet and
1. Schooladdressis automatically Test Kit Materials List handy, found on the
populated based oninformationin DC CAPE Support Portal

OSSE AllStaff Integrated data
submission (IDS) platform. Itis the
responsibility of the LEAto ensure 3. Click on Go to Confirm Order
correct contactinformation.

d. Click Goto Orderltems

2. Adjustthe quantity needed


https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202026%20Orderable%20Items%20Reference%20Sheet-Updated12.17.25.pdf
https://dc.mypearsonsupport.com/assets/pdf/DC%20CAPE%20Spring%202026%20Orderable%20Items%20Reference%20Sheet-Updated12.17.25.pdf
https://dc.mypearsonsupport.com/assets/pdf/Test%20Kit%20Materials%20List%20-2026.pdf
https://dc.mypearsonsupport.com/

Order Creation: Confirm Order

1.

Verify everythingis correct, and click
Confirm Order

a. You can Edit Details and Edit Items

Create Order

@ orcerpetails

Draft Order
Grder Name
Test

Grder Type
Additional

Admin Code
dcspr2s

District
Billings School District

* item Number
DCOoON0g
DCooOINg

pcooomz21

Back to Order ltems

@ orderitems

Ship To Contect
Sharrell Porter
567-986-0987
sharrell.poter@pearson.co
m

Shipping Address
56 Lily Ln

Order for smallville
Independence Secondary School Y 76432 US
ShipTo

school

Itemn Description

GR 3 MATH KIT

GR 5 MATHKIT

READ ALOUD KIT, GR 5, ELA/L

Ordered By [ Edit Details
Sharrell Porter

sharrell.porter@pearson.com

Dote Nesded
02/21/2025

Reason For Orde
Test Order

Quantity [ Edititems

Cancel Confirm Order

Existing Orders: Shipment Tracking

To track shipping, go to Orders >Shipment Tracking.
You can search by Order Name, Organization, or
Shipment Status.

Shipment Tracking Statuses

e InProgress: Awaiting approval

e Fulfillment: With Pearson for packing

e InTransit: Shipped and enroute

e Delivered: Delivered to addressinthe order

e Error:Internal Pearson status Canceled: Internal
Pearson status



