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Presenter Notes
Presentation Notes
Welcome to the Illinois Administration Platform Creating Additional Orders and Tracking Paper Materials training video. Today’s video will cover how to create additional paper material orders and track them for the Illinois Assessment of Readiness and Science Assessment Administrations for Spring 2025.


Test Coordinator Kit

Resealable plastic bag
Paper bands

Scorable and Non-Scorable return
labels (in different colors)

Pre-printed/pre-gridded return
school header

Student ID labels and roster
Return instructions sheet

Shipping carrier return instructions

Spring 2025 Additional Orders

Test Coordinator Kit and Materials Order (Arriving February 2025)

Additional Order Items

Shipping boxes

Scorable and Non-Scorable return labels
Blank PrelD labels

Paper bands

Test Coordinator Manual

Test Administrator Manuals

Test booklets and answer documents

Science test kits with
transcription instructions

Large print kits
Braille kits

Return Labels
Scorable
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Presenter Notes
Presentation Notes
In February, your school will receive the Test Coordinator Kit and initial materials order, which includes a resealable plastic bag, paper bands, scoreable and non-scorable return labels, pre-printed/pre-gridded return school header, student ID labels and roster, return instructions sheet, and shipping carrier return instructions. 

All test materials should be inventoried prior to submitting any additional orders. Do not submit additional orders before receiving the initial shipment of test materials. 

Initial paper orders will arrive as single student packs instead of multiples, such as groups of 5 or 10. Additional student paper orders will also arrive as single student packs. Each individual test pack will include everything needed for one student to complete their test.



Spring 2025 Additional Orders

Human Reader/Human Signer Paper Accommodation

* IAR Paper Human Reader Kits and Human Reader Math Scripts are not available for
Spring 2025

 Place an additional order for paper Grade and Subject testing kits as follows:
« |f assigned a paper test before January 22, order one kit
* |f assigned a paper test after January 22, order two kits

« Return all additional order testing kits with the rest of the paper materials

Download the Procedures for Assigning and Administering the Human

Reader and Human Signer Tests on the

llinois Support Page at il.mypearsonsupport.com.



Presenter Notes
Presentation Notes
Illinois Assessment of Readiness Paper Human Reader Kits and Human Reader Math Scripts are not available for Spring 2025.

For any students who need the paper-based English Language Arts, or ELA or Math test read aloud, additional orders will need to be placed for Grade and Subject testing kits. This will ensure each student and the Test Proctor reading the test aloud will have a kit.

If a student was assigned a paper test before January 22, one additional order will need to be placed. If a paper test was assigned after January 22, two additional orders will need to be placed.

All additional order test booklets and answer documents must be returned with the rest of the paper materials. 

Students who can test on a computer are eligible for the online Human Reader test for ELA, Math, and Science. No paper materials are needed for this form of testing. 

For instructions about assigning and administering paper-based and computer-based Human Reader and Human Signer tests for English Language Arts and Literacy or Math, download the Procedures for Assigning and Administering the Human Reader and Human Signer Tests on the Illinois Support Page at il.mypearsonsupport.com.

https://il.mypearsonsupport.com/
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Creating an Additional Order

 Log into the lllinois Administration Platform

™ Orders & Home Manage Orders [+Rei=Te1 =10 (s =]}

Distributions Config

Manage Crders
Shipment Tracking
Reports

Orders Exports



Presenter Notes
Presentation Notes
Creating an additional order is a simple process. Begin by logging into the Illinois Administration Platform. On the Home page, select “Manage Orders” from the Orders drop-down menu in the navigation pane. This will take you to the Manage Orders screen. Select the Create Order button.
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Draft Order

‘Order Name*

Braille Kit Grade 3 ELA

Admin Code*

IL Spring 2025 ELA, Math, and Science

District*

PDT District

‘Order for*

PDT School

Ship To*

School

Date Needed*

] 2{7/2025

Reason For Order*

Braille kit for screen reader.

Contact Name
holly woodruff

Contact Phone
469-404-8371

Contact Email

holly.woodruff@pearson.com

‘Address Verified

Address Line 1
1805 Eastwood Pl SE

Address Line 2

City
Olympia

State
WA

Zip Code
298501-3728

Country Code

us

Ordered By
Holly Woodruff

holly.woodruff@pearson.com

Cancel

Done Editing

Done Editing

Go to Order Items



Presenter Notes
Presentation Notes
This will take you to the Draft Order screen. Fill in the fields with your order details. Verify the information in the Ship to Contact and Ship to Address sections and select the respective Done Editing button for each section.


Spring 2025 Additional Orders

Create Order

@ order Details

Draft Order

Order Name*

Braille Kit Grade 3 ELA

Admin Code*

IL Spring 20256 ELA, Math, and Science

Dristrict*

PDT District

Order for*

PDT School

Ship To*

School

Date Needed*

] 2/7/2025

Reason For Order*®

Braille kit for screen reader.

2

b

W

Order Items

Ship To Contact

holly woodruff
469-404-8371

holly.weoodruff@pearson.com

3 Confirm Order

1805 Eastwood Pl SE
Olympia
WA 98501-3728 Us

Ordered By
Holly Woodruff

holly.weoodruff@pearson.com

Cancel

Go to Order Iterms



Presenter Notes
Presentation Notes
If you need to make any other changes to the Ship to Contact and Ship to Address sections, select the Edit button for each section. When you are finished, select the Go to Order Items button.


Spring 2025 Additional Orders

Create Order x

o Order Details e Order ltems 3 Confirm Order

Draft Order
Search Distributions Orders Type
IL SUMMATIVE SPRING 2025 A Initial

IL SUMMATIVE SPRING 2025

4+ Bucket Name PYPOREION  IL ELA/MATH SPRING 2025 AO

CPS_FLAG CHICAGC PUBLIC SCHOOL FLAG

0 Clear
G3_ELA_CBT GRADE 03 ELA/L - COMPUTER-BASED TEST 0 it
G3_MATH_CBT GRADE 03 MATH - COMPUTER-BASED TEST

0 Clear



Presenter Notes
Presentation Notes
This will take you to the Create Order screen. Select the “IL ELA/MATH SPRING 2025 AO” option from the Distributions drop-down menu field.


Spring 2025 Additional Orders

Create Order ®
@ order Details © orderitems 3 Confirm Order
Draft Order
Search Distributions Orders Type
braille IL ELA/MATH SPRING 2025 AO v Additional
Item Number Itern Description Quantity
G3_ELA_BR_UEB GRADE 03 ELA/L - BRAILLE COUNT — UEB
1 Clear
G3_MATH_BR_UEB GRADE 03 MATH - BRAILLE COUNT — UEB
0 Clear
G4 _ELA_BR_UEB GRADE 04 ELA/L - BRAILLE COUNT — UEB
0 Clear
G4_MATH_BR_UEB GRADE 04 MATH - BRAILLE COUNT — UEB
o] Clear
GH_ELA_BR_UEB GRADE 04 ELA[L - BRAILLE COUNT — UEB
o] Clear
Gb_MATH_BR_UEBE GRADE 05 MATH - BRAILLE COUNT — UEB
0 Clear
GB_ELA_BR_UEB GRADE 06 ELA/L - BRAILLE COUNT — UEB
0 Clear
Back to Order Details Cancel Go to Confirmn Order



Presenter Notes
Presentation Notes
Note that the order type will change to “Additional” in the Orders Type field.

Enter terms in the Search field to find materials to order, such as “ELA,” “Math,” or “SCI” to search for ELA, Math, and Science materials, respectively.

Enter a number in the Quantity field next to the item description of the item you want to order.

Repeat this process for other materials, as needed.

When you have finished adding items to the order, select the Go to Confirm Order button.


Spring 2025 Additional Orders

Create Order b

o Order Details e Order Items e Confirm Order

Draft Order

Order Name Ship To Contact Ordered By [ Edit Details
braille kit holly woodruff Holly Woodruff
Order Type 4694048371 holly.woodruff@pearson.com
Additional holly.p.woodruff@gmail.co
Admin Code m Date Needed
ilspr25 02/09/2025
District Shipping Address
PDT District 1805 Eastwood Pl SE Reason For Order
Order for Olympia braille kit
PDT School WA 98501-3728 US
Ship To
school
Item Number Itern Description Quantity (# Edit ltems
G3_ELA_BR_UEB GRADE 03 ELA/L - BRAILLE COUNT — UEB 1
G3_MATH_LP GRADE 03 MATH - LARGE PRINT 1

Back to Order Items Cancel Confirm Order



Presenter Notes
Presentation Notes
Your draft order will populate on the next screen. Review your order details and make any changes as needed by selecting the Edit Details or Edit Items buttons.

When you are ready to submit your order, select the Confirm Order button.
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MGFICIQG Orders HOMme Manage Orders

Order org Status
Tto 1l --
7] [+ m o - i
all
¢ Order Number % Order Name + Type ¢ Administration Code + Distric Waiting for approval ¥ Updated On + Status Updates
Ordered
23e-1738148214 braille kit Additionaol ilspr25 PDT Dist Rejected 02/09/2025 06:43 PM Waiting for approval 9

10


Presenter Notes
Presentation Notes
The order will be sent to Pearson for review and assigned a status of “Waiting for Approval.”

To see the status of your order, return to the Manage Orders screen. Here you can search for specific orders and filter them by their status.

Pearson will reach out directly if there are questions about your order.

Once shipped, additional orders should arrive within 5 business days.


Contact
INnformation

Email Pearson:

SCHIllinoisTeam@pearson.com

Illinois Customer Support:
1-833-213-3879

lllinois Support Page
il.mypearsonsupport.com



Presenter Notes
Presentation Notes
Please see the Test Coordinator Manual on the Illinois Support Page on the Resources tab for more information about Additional Orders.

This concludes the Spring 2025 Creating Additional Orders and Tracking Paper Materials training for the Illinois Assessment of Readiness and Science Assessment Administrations. Please watch for future trainings, which will be posted on the Illinois Support Page at il.mypearsonsupport.com.

We hope that you have found this training useful for learning more about the Spring 2025 testing season. For questions, please contact Pearson by email at SCHIllinoisTeam@pearson.com or call Customer Support at 1-833-213-3879. You may also visit the Illinois Support Page to schedule a meeting with customer support by selecting the Contact Support button.

SCHIllinoisTeam@pearson.com
https://il.mypearsonsupport.com/
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