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1 Introduction 

The Test Order Management System (TOMS) is a secure site designed to manage a wide variety of 
programs. The system’s roles and access to features of the various program areas can be customized 
for the management and communication needs of each program. 
 

2 Log In 

To access the TOMS site, go to the Wyoming portal at:  
 
 http://wyedu.ets.org 
 

 
 
Users may access the TOMS 
login via this link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
You will receive your TOMS user name and a temporary password via e-mail. The temporary 
password will expire in two days, so it is important to set a new password upon receipt of your login 
information.  
 
When you click the “Sign In” link on the Wyoming portal, the TOMS login displays. 
 
 
 
 
 
 
 
 
 

http://wyedu.ets.org/
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At the Sign In screen, enter the user name and password provided via e-mail and click “Login.”  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
First time users will immediately be prompted to change their temporary password. 
 
 

 
 
NOTE: Passwords must be a minimum of 8 characters and 
contain all of these items: 
 

 A minimum of one upper case letter 

 A minimum of one number 

 A minimum of one special character 
 
 
 
 
Enter and confirm your new password and click “Submit.” 
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2.1 Retrieving Lost Information for Logging In 
 
 
 
 
 
  
 
 
 
Should you forget your user name or password on 
subsequent logins, click the link under the “Login” 
button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
A pop-up allows you to direct the system where to e-
mail your user name or steps for resetting your 
password. 
 
Enter your e-mail address and user name and click 
“Send.” You will receive a temporary password via e-
mail. 
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3 TOMS Dashboard 

 
When you first login, you will proceed to the TOMS home page, the Dashboard. This section will 
briefly describe the functions you may carry out from the Dashboard; these functions will be explained 
in-depth in following sections. 
 

 
 
 
 
The Dashboard default is the 
“News & Announcements” tab. 
This feature will keep you 
informed of important 
announcements.  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Select the “Order Status” tab to 
view order tracking status. 
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3.1 Upper Navigation Bar Links 
 
Navigation links are located along the upper right-hand of the TOMS screen. 
 

 
 
 
 
 
 
 
 
 
 

 
These links will allow you to do the following: 
 
Dashboard – return to the home page Dashboard from anyplace in the TOMS interface. 
Profile – edit or update your TOMS profile. 
Portal – link directly to the Wyoming State Assessments Web site. 
Help – find the TOMS documentation and FAQs on the TOMS system. 
Logout – click Logout when you are ready to exit your TOMS session. 
 
 

3.2 Left-hand Navigation Buttons 
 
Additional navigation is available down the left-hand side of the TOMS screen. As TOMS is a role-
based system, the buttons you see depend on your user level. The illustration below shows the 
functions available to the Business Coordinator role. 
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The left-hand navigation buttons will allow you to do the following: 
 
Organizations – view and edit organizational information 
Students – view and edit students, also add new students and edit reasons 
Orders – view, edit, track, and place orders 
 
The following sections will cover these functions more in-depth. 
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4 Organizations 

Selecting “Organizations” from the left-hand navigation buttons will allow you to review and edit 
information pertaining to organizations appropriate to the level of your role.  
 

4.1 View & Edit Organizations 
 
 
 

 
Note the series of 
“breadcrumb” links; 
click anywhere on 
the line of 
breadcrumbs to 
return to the 
desired page. 
 
 
 
 
 
 
 
 
To view the 
organizations’ 
profiles you have 
access to, click the 
blue hyperlink of 
the organization’s 
name. 
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4.2 Organization Profile 
 
The organization profile contains the organization’s mailing address and shipping address.  

 
 
 
 
 
 
 
 
 
 
 
 
Click the pencil icon to edit address 
information. 
 
DO NOT use the trash can icon; 
you may inadvertently erase an 
organization’s address. 
 
 
 

 
Make any address changes and click “Save.”  
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4.3 Organization Contacts 
 
Choose the Contacts tab to view existing contacts, edit contact information, or create new contacts. 
An organization can have multiple contacts, but the building coordinator is the primary contact. The 
building coordinator is the individual to whom all test material are shipped.  

 
 
 
 
 
 
 
 
Click “Create Contact” to add 
additional contacts 
 
 
 
 
The building coordinator is the 
primary contact . 
 
 
 
 

4.3.1 Create a Contact 

 
Fill in the required information and click “Save.” 
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4.3.2 Edit Organization Contact 

 
You can edit contact information starting from the Contacts tab. 
 

  
 
 
To edit an existing contact, click the 
pencil icon under “Actions” on the 
Contacts screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 On the Edit Organization Contact screen, enter your changes and click “Save.”  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 
 
 

 11 
Copyright © 2012 by Educational Testing Service. All rights reserved. ETS, the ETS logo and LISTENING. LEARNING. LEADING. are registered trademarks of 
Educational Testing Service (ETS)  in the United States of America and other countries throughout the world. 

   

  

www.ets.org 

5 Students 

 
Student information can be easily managed via the “Students” button. 
 

 
 
 
You may search for a student by first name, last name, or 8-digit Wiser ID. You may further refine your 
search by selecting grade level or test administration. You may also search for an organization within 
your permitted access. 
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5.1 Search for Students 
 
Enter your criteria and click “Search.” The TOMS system will return a list of all students meeting your 
criteria. The illustration below shows the results for Grade 06.  
 

 
 
 
 
 
 
 
 
 
 
Note that you may 
use the drop-down 
box to select how 
many results you 
can view on a single 
screen. 
 
 
 
 
 

 
 
The icons in the “Actions” column allow you to perform the following functions: 
 

 Pencil – edit a student’s demographic information 

 Linked Boxes – Transfer a student from one school to another 

 Trash Can – Delete a student 
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5.1.1 Edit a Student’s Demographic Information 

 
Click the pencil icon after the name of the student whose demographic information you wish to edit.  
 
 

 
 
 
 
Clicking the 
“Back” button will 
return you to 
your Search 
results. 
 
 
 
 
To navigate to 
the other 
screens, use the 
tabs 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Note that there are additional tabs on this page where you may add accommodations and review 
school and shipping information. 
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5.1.2 Accommodations 

 
To assign testing accommodations, select the “Accommodations” tab. 
 
When the page displays, select the desired accommodations and click “Save.” 
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5.1.3 School Info 

 
To review details of the student’s attending school and the location where the student’s test materials 
will be shipped, select the “School Info” tab.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click “Save” to return to the student’s General Info page. Click “Back” to return to your search results.  
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5.2 Add a Student 
 
To add a student, begin at the Students section home page on the left-hand navigation column and 
select “Add.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The “Add a Student” page displays. Note that this is a three-page form. Fill in the required information 
and click “Continue.” 

 
  
 
 
 
Note the handy markers that let you track 
what step you are on. 
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Fill out page two and click “Continue.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On page three, you will select both the student’s school location and where their tests will be shipped 
to. Under School Location, click “Select School.” 
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Type the name of the student’s school, if known, in the pop up’s search box.  
 

 
 
If the school is not known, select “Browse.” Click on the name of the student’s school. You will have 
access only to the schools appropriate to the level of your role 
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Selecting a school name will automatically populate the School Location field. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To add the shipping location if different from the school location, click the “Select School” link and 
follow the same steps as for adding the school location. You will be presented with a list of all 
available schools, so be sure to have the shipping location site identified before you begin this 
process. Highlight the school name and click “Save.” 
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You will receive a confirmation 
message that the student has 
been added. 
 
 
 
 
 
 
 
 

 
 

5.3 Transfer a Student 

 
To transfer a student from one school to another, or to change shipping location, first use the search 
feature to find the student’s name. 
 

 
 
 
 
 
 
 
 
 
Once you have located 
the student, use the 
Linked Boxes icon to 
transfer. 
 
 
 
 
 
 
 
 
 
 
 

 
Click the Linked Boxes icon and the Transfer pop-up displays. This is a three-part form. 
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On page one of the transfer form, 
select whether you are transferring 
the student to a new school location 
or you are transferring the shipping 
location, or both. 
 
 
 
Click “Next” to continue. 
 
 
 
 
 
 

 
 

 
 
 
Select the school the student is transferring to and 
click “Next.”  
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Select a reason for the 
transfer and click 
“Submit.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

You will receive 
notification that your 
transfer was 
successful. Click 
“Close.” 
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5.3.1 Edit Reasons 

 
If the reason for the student’s transfer does not already exist, you may add a reason using the “Edit 
Reasons” button on the left-hand navigation.  
 
 

 
 
 
Enter the reason name and description and click “Save.” To edit reasons, click the pencil icon. Use the 
trash can to delete a reason. 
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6 Orders 

 
To view, edit, track, and place orders, select  “Orders”  from the left-hand navigation buttons. 
 
NOTE: This function is available only to business coordinators. 
 

 
 
 
The screen displays all current orders (initial and supplemental) at the bottom of the screen. You may 
use the search feature to find a specific order. When found, click the magnifying glass icon to display 
more detailed information.  
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6.1 Place Order 
 
Select the “Place Order” button and enter the test administration window, order window, and school.  
 
 

 
 
 
 
When you select your school, the screen will self-populate with the building coordinator’s name and 
shipping information. 
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Click “Continue” to proceed. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Place your order selections for a 
new order and click “Continue.” 
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Review your order. If you need to change click “Edit Order” to return to the “Select Quantities” page; 
make any changes required. If no changes are required click "Submit Order." 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click “Submit Order” to exit.  
 
 
 
 

 
 
 
You will receive a pop-up message that your order has been successfully placed and an Order Status 
notification will appear on the Dashboard. 
. 
Close the pop-up to return to the Place Orders home page. 
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