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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

M s ‘ SIGNIN | )CD"TACT us
%"- Statewide Assessments \

For Wyoming District and
Building Test Coordinators
Sign in to the ETS Test Order
Management System (TOMS) to

manage student demographic
information and order materials.

NUsers may access the TOMS
login via this link.

Parents and Students
Wyoming Statewide Assessments Feamimars abouthe:Wyoming

Statewide Assessments and find
sample questions on the Wyoming

Department of Education’s website.

Welcome, Wyoming District Learn More

and School Administrators o About the Tests g . s

and Teachers Pre-Administration Training

This portal was created by e Training VIeV\{ \{ldeo;, that provide direc-tlon for

Educational Testing Service (ETS) on administering the 2013 statewide
assessments.

behalf of the Wyoming Department of
Education to provide administrators
and teachers with access to

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.
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At the Sign In screen, enter the user name and password provided via e-mail and click “Login.”

(ET: ) / Test Order Management System

Sign In

Username

Password

Forgot your username or password?

For best performance, download the latest version of IE, Firefox,
Chrome, or Safari.

%—. Statewide Student Assessments

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

(ET: ) / Test Order Management System

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

Create New Password L.
¢ A minimum of one upper case letter
New Password

_ e A minimum of one number

¢ A minimum of one special character

Confirm Password

SUBMIT

~%—. Statewide Student Assessments

Enter and confirm your new password and click “Submit.”
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2.1 Retrieving Lost Information for Logging In

( E TS ) / Test Order Management System

Sign In

Username

_ Should you forget your user hame or password on

o subsequent logins, click the link under the “Login”

] e

Forgot your username or password?

For best performance, download the latest version of IE, Firefox,
Chrome, or Safari.

—. Statewide Student Assessments

A pop-up allows you to direct the system where to e-
mail your user name or steps for resetting your
password.

2 t U P d . .

e —— Enter your e-mail address and user name and click
An email will be sent to your email account with a link for resetting your

o “Send.” You will receive a temporary password via e-
Email Address mail.

Username
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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.

ETS®TOMS | Wyoming Statewide Student Assessments @ Dashboara A Proile & Portal @ Help  # Logout

Organieations Dashboard
Students
Welcome, Alta Vista BC23 The Dashboard default is the
“News & Announcements” tab.
TOMS Preview Deploymont | Nov26, 2012 | Posted By User, oot This feature will keep you
Bt informed of important
announcements.

Student Transfer Announcement | Sch... | Nov 21, 2012 | Posted By
Student Transferred: Jacob Kuriakos

Student Transfer Announcement | Sch... | Nov 21, 2012 | Po. B Alta Vista
Student Transferred: Jacob Kuriakos.

Student Transfer Announcement | Sch... | Nov 21, 2012 | Posted By: BC23, Alta Vista
Student Transferred: Jacob Kuriakos

Student Transfer Announcement | Sch... | Nov 21, 2012 | Posted By BC23. Alta
Student Transferred: Jacob Kuriakos

Showing 10f13 NEXT @)

ETS® TOMS | Wyoming Statewide Student Assessments @ Dashboard A Profle & Portal @ Help  # Logout

Organizations Dashboard

Students

Welcome, Alta Vista BC23

Select the “Order Status” tab to
view order tracking status.

Order #: WYS0006015 | Date: Nov 9, 2012 | UAT13-SAWS
Type: Supplemental/Regular | Status: In Process

No tracking information available at this time.

Order # WYS0006016 | Date: Nov 9, 2012 | UAT13-SAWS
Type: Supplemental/Regular | Status: In Process

No tracking information available at this time

Order # WYS0006017 | Date: Nov 9, 2012 | UAT13-SAWS
Type: Supplemental/Regular | Status: In Process
No tracking information available at this time

Order #: WYS0006018 | Date: Nov 9, 2012 | UAT13-SAWS
Type: Supplemental/Regular | Status: In Process

No tracking information available at this time.

Order #: WYP0006023 | Date: Nov 9, 2012 | TW1
Type: Supplemental/Regular | Status: In Process

No tracking information available at this time.

Order # WYS0006019 | Date: Nov 9, 2012 | UAT13-SAWS
Type: Supplemental/Regular | Status: In Process
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3.1 Upper Navigation Bar Links

Navigation links are located along the upper right-hand of the TOMS screen.

ETS°TOMS | Wyoming Statewide Student Assessments Dashboard A Profile & Portal @ Help H Logout

Organizations Dashboard

Students

Welcome, Alta Vista BC23

Orders News & Announcements

TOMS Preview Deployment | Nov 26, 2012 | Posted By: User. Root
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.

ETS® TOMS | Wyoming Statewide Student Assessments Dashboard & Pro

Organizations Dashboard

Students

Welcome, Alta Vista BC23

Orders News & Ann

TOMS Preview Deployment | Nov 26, 2012 | Posted By: User, Ro
g TOMS Preview is being redeployed ri...
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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

ETS® TOMS | Wyoming Statewide Student Assessments D Dashboard A Profile & Portal @ Hep 8 Logout .
Note the series of
“breadcrumb” links;
click anywhere on
Viow & Edi » Organizations » View & Edit Organizations the Ilne Of
Students breadcrumbs to

To view the organization s collapse or expand parts of the organization tree by clicking on the minus or plus sign next to

the organization. To select a specific organization, click on the link for that organization retU m tO the

desired page.

Organizations i Organization Structure

Orders
View & Edit Organizations District/School List

& &9 Laramie County School District # 1 ( type: DISTRICT , code
i () Alta Vista Elementary ( type: SCHOOL , code: 1101001 )

To view the
organizations’
profiles you have
access to, click the
blue hyperlink of
the organization’s
name.

ES)

Listening. Learning. Leading®
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4.2 Organization Profile

The organization profile contains the organization’s mailing address and shipping address.

ETS®TOMS | Wyoming Statewide Student Assessments @ Dashooars A Profie & Poral @ Help  # Logout

Organizations | View & Edit Organizations

View & Edit
» Organizations ) View & Edit Organizations

Students

SCHOOL, Alta Vista Elementary (1101001)
Orders Organization Profile Contacts

Organization Mailing Address
This address will be used for all mailing and shipments unless you specify a different shipping address below. If your mailing and
shipping addresses are the same, you need only create the mailing address

1517 East 16th Street
Mailing box # 1

Cheyenne WY 82001

This address is used for:

E—— Click the pencil icon to edit address
information.
Organization Shipping Address
124 ssesament o DO NOT use the trash can icon;
brnceton WY 44444 you may inadvertently erase an
This address i usod for organization’s address.

N
Ogaizainifipingaiiess - B

Make any address changes and click “Save.”

ETS®TOMS | Wyoming Statewide Student Assessments @ pashboard & profile & Portal - @ Help &7 Logout

OQrganizations [l View & Edit Organizations
View & Edit
» Organizations ) View & Edit Organizations

Students
SCHOOL, Alta Vista Elementary (1101001)

Orders Organization Profile Addresses

Update organization mailing address

Address line 1* Address line 2

1517 East 16th Street Mailing box # 1

Address line 3 Address line 4

State * Postal code *

Cheyenne Wyoming [ 82001

Listening. Learning. Leading®
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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.

ETS®TOMS | Wyoming Statewide Student Assessments @ Dashboard A Profile € Potal @ Help  #1 Logout

Oiyanizations | View & Edit Organizations

View & Edit
‘ @ » Organizations ) View &Edit Organizations

Students

SCHOOL, Alta Vista Elementary (1101001)
Orders Organization Profile

The primary contact should be the Coordinator for the Wyoming Statewide Assessments and will be the person listed on
shipping information for all orders. Additional contacts may be entered here, but will not be created as users in the system and

will it beinclided on urde:nfcrmaﬂun CIle “Create Contact” to add
< additional contacts

Primary Name Email Note Actions

Buchmann, Dellat dellat@forprod.com Principal /7
N
Kurek, Mark Mkurek@school.com assistant /7

v Marx, Groucho groucho@whyaduck com Say the se /

The building coordinator is the
primary contact .

E

Listening. Learning. Leading®

4.3.1 Create a Contact

Fill in the required information and click “Save.”

Oraanizations | Create Organization Contact

View & Edit
@ » Organizations ) Create Organization Contact

Students
Enter contact information

Orders First Name * Last Name *

Phone Number * Fax Number
() Number () Number
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4.3.2 Edit Organization Contact

You can edit contact information starting from the Contacts tab.

ETS® TOMS | Wyoming Statewide Student Assessments @ Dashboard A Profle & Potal @ Help  # Logout

Organizations H View & Edit Organizations

View & Edit

Students
SCHOOL, Alta Vista Elementary (1101001)

ETS)

®

Listening. Learning. Leading.

A e s e To edit an existing contact, click the

pencil icon under “Actions” on the

Orders Organization Profile ContaCtS screen.

The primary contact should be the Coordinator for the Wyoming Statewide Assessments and will be the person listed on
shipping information for all orders. Additional contacts may be entered here, but will not be created as users in the system and
will not be included on order information

'CREATE CONTACT

Primary Name Email Note
Buchmann, Dellat dellat@forprod.com Principal
Kurek, Mark Mkurek@school.com assistant

Marx, Groucho groucho@whyaduck.com Say the se

B

Listening. Learning. Leading

On the Edit Organization Contact screen, enter your changes an

ETS®TOMS | Wyoming Statewide Student Assessments @ Dashboard L Profle & Portal @ Help  # Logout

Organizations [l Edit Organization Contact

View & Edit
@ » Organizations ) Edit Organization Contact

Students
Enter contact information
Orders First Name * Last Name * Email *

Dellat Buchmann dellat@forprod.com

Phone Number * Fax Number
() Number () Number

07 |7 20 | M 307

Note

Principal

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

ETS® TOMS | Wyoming Statewide Student Assessments Dashboard ~ A Profile & Portal @ Help  # Logout

Organizations 39 view & Edit Students

Students » Students ) View & Edit Students

View & Edit To view and edit students, complete the search criteria below and click the SEARCH button. If you find that your search results

are limited, remove some criteria and search again
Add =
Edit Reasons Search for Students

Orders First Name Last Name Wiser ID

Grade Test Admin
Se\ectagradem Select Test Admin E

Organization
-- Select Organization - ()

Clear Org

@

Listening. Learning. Leading*

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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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.

ETS® TOMS | Wyoming Statewide Student Assessments (D Dashboard & Profile Portal # Logout

Organizations 39 view & Edit Students

Students » Students ) View & Edit Students

View & Edit To view and edit studen

are limited, remove som

search criteria below and click the SEARCH button. If you find that your search results

earch again

Add

Edit Reasons Search for Students

Wiser ID

Orders First Name Last Name

Test Admin

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

&

Select TestAdmin  [7]

Organization
— Select Organization — @

[onron |

Resuffs Per Page 20 20 [~]
10
20

We found 75 entries matching your search criteria. Results Per Page 20 20 [7] Actions

# NameV Wiser ID School Grade Test Admin Actions

1 Aldich, Paxton 13139026 Alta Vista EI 06 UAT13-PAWS 7 &

2 Aldrich, Alexis 13139027 Alta Vista El 06 UAT13-PAWS s &£

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

e Pencil — edit a student’s demographic information
e Linked Boxes — Transfer a student from one school to another
e Trash Can — Delete a student
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Click the pencil icon after the name of the student whose demographic information you wish to edit.

Organizations a Student Profile Back
Students » Students ) EditAStudent ) Student Profile
View & Edit View and edit student information here. Complete the three-part form. Required fields are marked with an asterisk*
Add
- View information for test admin
Edit Reasons
UAT13-PAWS [~]
Orders
Paxton Aldrich General Info Accommodations
Wiser ID * First Name * Middle Initial ~ Last Name *
13139026 Paxton A Aldrich
Student Date of Birth * Grade *
e
Sep 21,2003 EEE S =]

Ethnicity: select all that apply. You must select at least one option®

[¥] Hispanic/Latino [E] Native Hawaiian or Other Pacific Islander
[E] American Indian/Alaskan Native [ Asian
[T Black or African American @ white
Gender * IEP™® ELL Migrant
M [=] N [~] N [~] N =]
Free Lunch
Not Eligible E

Clicking the
“Back” button will
return you to
your Search
results.

N

To navigate to
the other
screens, use the
tabs

DELETE STUDENT ﬁ

Note that there are additional tabs on this page where you may add accommodations and review

school and shipping information.
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To assign testing accommodations, select the “Accommodations” tab.

When the page displays, select the desired accommodations and click “Save.”

Organizations a Student Profile

Students » Students )» EditAStudent )» Student Profile

View & Edit

Add

View information for test admin

UAT13-PAWS [~]

Edit Reasons

Orders

View and edit student information here. Complete the three-part form. Required fields are marked with an asterisk*

Paxton Aldrich Accommodations School Info

Does the student need a special form?

N[zl

Other available accommodations, select all that apply

[E] Magnification Devices [F Clarification of Directions
[T Overlays [F1 Audio Amplification Devices
[E Template [T Text to Speech Software
[T] Tactile Graphics [F] Scribe Dictation

[T sign Language Interpreter Directions [F] Word Processor

[T Visual Cues [E] speech to Text

[T] Directions Read Orally [ Brailler

ELL accommodations, select all that apply

[T Translate Written Directions [F] Different Location
[T Simplify Directions [T Muttiple Breaks
[T] Test Questions Read Orally [T Multiple Days

[T Bilingual Dictionary

DELETE STUDENT

[F] Tape Recorder

[ Student Responses
[F1 Visual Organizers
[F] Testing Location
[F]1 Extended Time

[E Multiple Breaks

[Z1 Time of Day

14
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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.

Qi 3% Sstudent Profile

Students % Students » EditAStudent » Student Profile

View & Edit View and edit student information here. Complete the three-part form. Required fields are marked with an asterisk®

Add
View information for test admin

UAT13-PAWS [~]

Paxton Aldrich Accommodations School Info

School Location

Edit Reasons

Orders

Home Schooled? *  School Location Name: Alta Vista Elementary ]

N[l

Shipping Location

Shipping Location Name: Alta Vista Elementary Q

DELETE STUDENT

‘3

E

Listening. Learning. Leading®

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

ETS®TOMS | Wyoming Statewide Student Assessments @ Dashboard & Profie & Potal @ Help  # Logout

Organizations 39 view & Edit Students

Students » Students ) View &Edit Students

View & Edit To view and edit students, complete the search criteria below and click the SEARCH button. If you find that your search results
are limited, rem, ¢ criteria and search again

Add

Edit Reasons Search for Students

Orders First Name Last Name Wiser ID

Grade Test Admin
Selecta grade 7] Select TestAdmin  [x]

Organization
~ Select Organization - @

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

Organizations n Add A Student

Students @ » Students ) AddAStudent ) StudentProfile

View & Edit To add a student to the system, complete tf

are marked with an asterisk.
Add

Edit Reasons Step 1: Student Information

Note the handy markers that let you track
Test Admin * Wiser ID * First Name * Middle Initial Wh at Step you are On )

Select TestAdmin [z

Orders

Last Name * Student Date of Birth * Grade *
=2 Selectagrade[¥]

Ethnicity: select all that apply. You must select at least one option”

@ Hispanic/Latino [T Native Hawaiian or Other Pacific Islander
[ American Indian/Alaskan Native [ Asian

[ Black or African American [ White

Gender * IEP* ELL Migrant

Select Gender[] SelectlEP ] SelectELL[7] Select Migrant[z]

Free Lunch

SelectaLunch [=]
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Fill out page two and click “Continue.”

& Profile & Portal

@ Help
@ OO

View & Edit Step 2 is for adding accommodations if the student has a disability. If the student does not need disability accommodations
click Continue on the bottom of the page to go to the final step

ETS®TOMS | Wyoming Statewide Student Assessments 1) Dashboard H Logout

Organizations 39 Add A Student

Students D » Students ) AddAStudent ) StudentProfile

Add

Edit Reasons
Step 2: Accommodations

Orders

Does the student need a special form?

N

Other available accommadations, select all that apply

[E] Magnification Devices [T Clarification of Directions [E] Tape Recorder

[ overlays [E Audio Amplification Devices [E Student Responses
[ Template [T Text to Speech Software [T Visual Organizers
[T Tactile Graphics [T Scribe Dictation [O Testing Location
[T Sign Language Interpreter Directions  [C] Word Processor [E Extended Time

[ Visual Cues [£] Speech to Text [E Multiple Breaks

[T Directions Read Orally [T Brailler [E Time of Day

ELL accommodations, select all that apply:

[ Translate Written Directions [T Different Location
O simplify Directions [0 Multiple Breaks
[E Test Questions Read Orally [E Multiple Days

[0 Bilingual Dictionary

ETS)

®

Listening. Learning. Leading.

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.”

ETS® TOMS | Wyoming Statewide Student Assessments D Dashboard A Profle & Portal @ Help  # Logout

Organizations 39 Add A Student Step: . . e

Students @ » Students ) AddAStudent ) StudentProfile

View & Edit

Step 3 is the final step, adding school information for the student. Click Student at the bottom to create the student

Cancel to exit the Add Student feature, or Back to go back to the previol

ep.

Add

Edit Reasons
Step 3: School Information

Orders

School Location

School Location Name *
~ Select School - @

Home Schooled? *

N[

Shipping Location
Are the School Location and Shipping Location the same? [ Yes [ No

Shipping Location Name *
~ Select School - @

CANCEL BACK E

17
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Type the name of the student’s school, if known, in the pop up’s search box.

ﬁ Select Organization

Org Selected: - Select School -

Type part of the organization name or code to get selectable values

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

ﬁ Select Organization

Org Selected: Alta Vista Elementary [1101001]

Browse Browse

B &3 Laramie County School District # 1 ( type: DISTRICT , code: 1101000 )
i~ () Alta Vista Elementary ( type: SCHOOL , code: 1101001 )
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Listening. Learning. Leading.

Selecting a school name will automatically populate the School Location field.

Organizations 38 Add A Student

Students @ » Students ) AddAStudent ) StudentProfile

View & Edit Step 3 is the final step, adding school information for the student. Click Submit Student at the bottom to create the student

o Cancel to exit the Add Student feature, or Back to go back to the previous step.

Edit Reasons
Step 3: School Information

Orders

School Location

School Location Name *
Alta Vista Elementary [1101001] (]

Home Schooled? *

N

Shipping Location
Are the School Location and Shipping Location the same? Yes No

Shipping Location Name *
~ Select School -- @

CANCEL BACK

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.”

ﬁ Select Organization

Org Selected: —- Select School -
Browse m Browse

TS000001 )

3 (type: DIS

ype: DISTRICT , cod
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Listening. Learning. Leading.

You will receive a confirmation
message that the student has
been added.

& confirmation: Add A Student

The student has been added to the system.

53 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.

ETS® TOMS | Wyoming Statewide Student Assessments D Dashboard A Profile & Portal © Hep ] Logout

Organizations 3% View & Edit Students

Students D » sStudents » View & Edit Students

View & Edit To view and edit students, complete the search criteria below and click the SEARCH button. If you find that your search results
are limited, remove some criteria and search again

Add
Edit Reasons Search for Students
Orders Firpst Name Last Name Wiser ID Once you have |0cated
o the student, use the
o . Linked Boxes icon to
06 [+] Select Test Admin = transfer.

Organization
Alta Vista Elementary [1101001] (]

Clear Org
SEARCH

We found 4 entries matching your search criteria. Results Per Page 20 20
# Name V¥ Wiser ID School Grade Test Admin Actions
1 Aldich, Paxton 13139026 AltaVistaEl.. 06 UAT13-PAWS s £

Click the Linked Boxes icon and the Transfer pop-up displays. This is a three-part form.
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Listening. Learning. Leading.

On page one of the transfer form,

© select whether you are transferring
iz ranster Studen .
S Tnsersuden 000 the student to a new school location

or you are transferring the shipping
(ool ion [l ot B location, or both.

1) Select Transfer Type.
Select the school location, shipping location, or both

Click “Next” to continue.

60 Transfer Student

2) Select School.
Enter the school name or ID that you are looking for and click Search. In the

: _ Select the school the student is transferring to and
results, select the school that the student will be transfered to, then click . « »
Next. click “Next.

Enter School Name or ID

Alta Vista Elementany| ﬁ

# Select  School Name School ID
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Select a reason for the
transfer and click
éo Transfer Student “Submit.”

3) Review
Select a Transfer Reason. Review your selections and submit.

Student To Transfer
Aldrich, Michael

eason for Transfer
referred school : I

Transfer 10
Alta Vista Elementary

You will receive

0 notification that your
o  Transfer Student transfer was
successful. Click
“Close.”

3) Review
Select a Transfer Reason. Review your selections and submit.

Student To Transfer
Aldrich, Michael

Reason for Transfer
| Preferred school E]

Transfer To
Alta Vista Elementary

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.

Organizations n Manage Student Transfer Reasons

Students » Students ) Manage Transfer Reasons

View & Edit To add a reason to the system, complete the required fields (marked with an asterisk®) and then click on the SUBMIT button

Add You can edit the current reasons in the list below by clicking on the Edit icon, or delete reasons by clicking on the Delete icon

Edit Reasons Create New Reasons

Orders
Reason Name * Reason Description *

Total Reasons: 16
# Reason Name Description Actions

Family Moved Family moved to new school district /’ @

Accomodations Student needs accomodation provided at school / m

3 Preferred School Family wants student at specific school /’ m

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 O r d e r S Listening. Learning. Leading.

To view, edit, track, and place orders, select “Orders” from the left-hand navigation buttons.

NOTE: This function is available only to business coordinators.

Organizations & vView, Edit, & Track Orders

Students Y Orders )» View, Edit, & Track

Orders To search for an order. complete the search criteria below and click the SEARCH button. The matching order(s) will display in
the table below. If you find that your search results are limited, remove some criteria and search again. To view or edit an order

click on the edit icon under the actions column. To track an order, click on the track icon under the actions column

View, Edit & Track

Placs Ordors Search for Order
Testing Program Test Admin Order Number
Select Testing Program E] Select Test Admin B
Order Type Test Form Type
Select Order Type B Select TestForm Type EI

Select District or School
-- Select District or School —- (o]

Clear Org

Results: 30
Order Number  Order Date Status Org. Name Order/Test Form Action
wyso00s0ts  Nov9, 202 (@ Ata Vista Elementary supplemental @
WYS0006016 Nov 9, 2012 0 Alta Vista Elementary Supplemental Q
WYS0006017 Nov 9, 2012 O Alta Vista Elementary Supplemental q

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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Listening. Learning. Leading.

6.1 Place Order

Select the “Place Order” button and enter the test administration window, order window, and school.

ETS® TOMS | Wyoming Statewide Student Assessments Dashboard A Profle & Portal @ Help #] Logout

Organizations

Students

Orders

View, Edit & Track

Place Orders

@ Place Supplemental Orders Step: o ’ .

% Orders » Place Orders

To place a supplemental order, complete the three part form. Required fields are marked with an asterisk*. Begin by selecting
the Test Admin and Order Window. Then select a school by clicking on the search icon to open the organization selector. You

y search by name or school code, or choose the school from the hierarchical list. The een will populate with the contact
and shipping information for the selected school. Click on the CONTINUE button to proceed to the next step

Select Criteria

Select Test Admin. * Select Order Window *

Select TestAdmin E Select Order Window

Select School
— Select School - @

Listening. Learning. Leading*

When you select your school, the screen will self-populate with the building coordinator’'s name and
shipping information.
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Place Orders

Organizations

Students

Orders

View, Edit & Track

Place Orders

Select Criteria

Select Test Admin. *
UAT13-PAWSALT =

Select School
Alta Vista Elementary [1101001] @

Information

Ordering Contact's Name

Shipping Address

Address Line 1
Address Line 2
Address Line 3

Address Line 4

City/Province State

Select Order Window *

Supplemental, Nov 12, 2012 - Nov 30, 2012

Phone Email

Zip Code

& Place Orders

Place Orde

@ >

Orders )

To order materials, enter the quantity f

Step 2: Select Quantities

Materials

769589, WY PAWS ALT STIMULUS CARDS
GRADE 3

769584, WY PAWS ALT T/B GRADE 5

769576, WY PAWS ALT DATA/SCORE CARD

769583, WY PAWS ALT T/B GRADE 4
769562, WY PAWS ALT T/B GRADE 3
769588, WY PAWS ALT T/B GRADE 11

769573, WY PAWS ALT STIMULUS CARDS
GRADE 7

769567, WY PAWS ALT T/B GRADE 8

769572, WY PAWS ALT STIMULUS CARDS
GRADE 8

769575, WY PAWS ALT STIMULUS CARDS
GRADE 11

769586, WY PAWS ALT T/B GRADE 7
769565, WY PAWS ALT T/B GRADE 8

769574, WY PAWS ALT STIMULUS CARDS
GRADE 8

769581, WY PAWSISAWS ALT DFA

789570, WY PAWS ALT STIMULUS CARDS
GRADE 4

769580, WY PAWS ALT BUILDING TEST
COORDINATOR'S MANUAL

769571, WY PAWS ALT STIMULUS CARDS
GRADE 5

770344, WY PAWS ALT HEADER SHEET

CANCEL

s »

Order Quantities

ch material in the fields on the table

Alta Vista Elementary

1101001
Quantity (2 Max) 0
Quantity (2 Max) 0
Quantity (2 Max) 0
Quantity 0
Quantit 0
Quantity 0
Quentity 2 Mex} 0
Quantity ) 0
Quantity (2 Max) 0
Quantity 2 Max) 0
Quantity (2 Max) 0
Quantity 2Max) 0
Quantity (2 Max) 0
Quantity @ Max) 0
Quantity 2 Max; 0

Quantity 2 Mex) 0
Quantity 2 Max) 0

Max) 0

Quantity

=D

Click “Continue” to proceed.

ETS)

®

Listening. Learning. Leading.

Place your order selections for a
new order and click “Continue.”
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Listening. Learning. Leading.

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."

Place Orders

School Name Test Administration Ordering Contact's Name
Alta Vista Elementary UAT13-PAWSALT Marx, Groucho

Phone Email
(609)555-1111 groucho@whyaduck com

Shipping Address

Address Line 1

124 assessment dr

Address Line 2

ETSUATALT

Address Line 3

PO Box1234

Address Line 4

City/Province State Zip Code
princaton WY 44444
Materials

Materials Quantity
GRS iy v Click “Submit Order” to exit.
789576, WY PAWS ALT DATAISCORECARD  Quantity (2 Max) |

789562, WY PAWS ALT T/B GRADE 3 Quantity (2 Max) 1

770344, WY PAWS ALT HEADER SHEET Quantity (2 Max) 1

EDIT ORDER SUBMIT ORDER

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.

Q Confirmation: Placed Order

Order Placed Successfully!
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Listening. Learning. Leading.

ETS° TOMS | Wyoming Statewide Student Assessments @ Dashboard A Profile & Portal # Logout

Organizations Dashboard

Students

Welcome, Betty Cooper

Orders News & Announcements Order Status

Order #: WYP0006007 | Date: Dec 5, 2012 | PAWS-2013 Demo
= Type: Supplemental/Regular | Status: In Process
.
No tracking information available at this time

Order #: WYP0006008 | Date: Dec 5, 2012 | PAWS-2013 Demo
Type: Initial/Regular | Status: In Process

3 No tracking information available at this time
Order #: WYT0006003 | Date: Dec 5, 2012 | SAWS-ALT 2013 Demo
Type: Initial/Regular | Status: In Process

.

No tracking information available at this time
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