 [image: ][image: ] 
PreACT.

To create a CCRIS account for ordering PreACT materials, go to: https://readiness.act.org/
If you have any problems or questions when ordering, please contact ACT Customer Support  at 877.789.2925, option 2.
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Select:
PreACT FUNDED BY OK STATE REGENTS FOR HIGHER ED 2016-2017 GRADE 10 ONLY
[image: ]





[image: ]
If you are testing students with accomodations, please complete this section.  
The Oklahoma State Regents for Higher Education leaves it up to the school district to decide 
whether to test for those who are developmentally or physically disadvantaged. 
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	 10th grade [image: ]
Select Standard Delivery Option Only.  



If you have any problems or questions when ordering, please contact 
ACT Customer Support at 877.789.2925, option 2.
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[image: ]

 	The information will be automatically populated for you.
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Subtotal and Total should say 0


If the above information is not populated for you, 
[bookmark: _GoBack]please call ACT Customer Support, 877.789.2925
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Please print your confirmation page and keep in a safe place. 
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If you have any problems or questions when ordering, please contact 
ACT Customer Support  at 877.789.2925, option 2.
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7. Read the details of the Delivery Requirements section in the gray box. Then select the box
attesting to the statement, ‘I agree to the Delivery Requirements!”

8. Select the Select Schools and Quantities button. The Order Test Materials dashboard
screen appears.
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Select Materials and Provide Shipping Information

1. On the Order Test Materials dashboard screen, select the school name or green plus sign
in the Add/Update column. If you're a district official, you'll see a list of schools affiliated
with your district in the ACT database. If you can't find a particular school you want to order
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2. On the next screen, enter the quantity of each item you want to order.
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You can select the name of each item for a more detailed description.

Note: A “standard materials package” contains everything needed to test one student.
The quantity entered here must equal the total number of students testing, including
accommodations students.
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3. To the right of the main order form, select the grade(s) of students you are testing.
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4. Use the Test Materials Delivery Date field (and calendar tool, if necessavy) to enter the date
you want to have your materials delivered to your school using standard ground shipping.
The system shows a confirmation of this date, if it is within the normal delivery window.
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10.

Select the School Contact Person from the drop-down list. If the name of the person you
want to select is not listed, select the “Add Contact” link and enter that person's name on the
new screen.

Select the address where you would like to have materials shipped from the drop-down list.
If the address you want to select is not listed, select the “Add Address” link and enter the
address on the new screen.

Note: A new shipping address is subject to verification by ACT and may affect your order
delivery date.

Select the shipping contact from the drop-down list. If the name of the person you want to
select is not listed, select the “Add Contact” link and enter that person’s name on the new
screen.

If you are a district official ordering on behalf of your schools, select the address and contact
person you would like the school-level reporting shipped to.

Select the Next button. You're returned to the main Ordering Test Materials screen. You'll
also notice that the name of the school has a check mark next to it.

If you want to order materials for another school, select the school name or green plus sign

in the Add/Update column and follow steps 2 through 9 above. ACT recommends that you
place an order for only up to 5 schools at a time.
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Note: If you are a district official and want to add a school for ordering purposes, select the
“Add a school to this list" link. Read the information that appears in the pop-up box and then
select OK to continue to add the school.

. Ifyou want to update an order that you have already entered during the current session, click

the pencil icon in the Add/Update column to make any changes to the ordering information
on the previous screen.

Note: Once you have finished placing your order, it cannot be changed from the system. If you
need additional materials, please place an additional order. For all other order changes, please
contact ACT Customer Care.

. If you have entered order quantities and shipping information for all of the schools you want

to order for, select the Enter Billing Information button.
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Select the Checkout button. The Payment Information screen appears.
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4. Select the Review Order button. The Review screen appears.

[Review - STANDARDINATIONAL PREAGT 2016-2017
Prae e s s o . o e s o e e
p— kg e ot

sactcoma B
et e Pt tptec
S o et e us
PR,

gt





image13.png
5. On the Review screen, review your order information. Select the “Update” or “‘Remove” links
ifyou want to change any of the information. If you are a district official ordering on behalf of
your schools, this page will also display the date on which district reporting will be generated.

6. If your order information is correct, select the “Terms and Conditions” link at the top or
bottom of the page to read the terms and conditions in a separate window. Then select the
box next to “l Agree to the Terms and Conditions”

7. Select the Place Order button. Please only select this button once, to avoid duplicating your
order
An order confirmation page displays. This page will list your order information and the order
number you should reference if you need to call the ACT Customer Care department.

Note: This page also includes links to Place Another Order or Return to the Home Page.
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What's Next?

= Shortly after you place your order, you'll receive an order confirmation email. You may want to
print out this email for your records.

= Your test material shipment will be delivered by the Test Material Delivery Date you selected
during the ordering process. If your materials were shipped in multiple boxes, it is possible
that all boxes will not be delivered at the same time. Please allow 48 hours for all boxes to be
delivered.
Note: If you placed an expedited order for test materials, the labels on the boxes will show the
date you placed the order, not your test material delivery date. Expedited orders placed late in
the business day are not guaranteed to ship the same day.
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Document Overview

‘This document contains information about using the College and Career Readiness Information
System (CCRIS) to order test materials for PreACT™.

Who Orders Test Materials and Reporting Packages

School or district customers are responsible for ordering materials for PreACT:
= Customers can order standard time and accommodations test materials.

= Customers do not need to request ACT approval before ordering accommodations test
materials.

= Customers provide information about schook-level reporting during the test material ordering
process. ACT uses this information to automate the production of reports after testing.

= Distrct officials wishing to receive district-level reporting must order test materials on behalf
of their schools.

When to Order Materials

Use the following points to order test materials according to your test date:
= ACT recommends that customers order test materials at least three o four weeks before
their test date. It takes ten business days for ACT to process and deliver test material orders.

= Customers typically have the time they need if they ask to receive their test materials, the “test
‘materials delivery date” by at least two weeks before their scheduled test date.
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Do | Need to Create an Account?

Do not set up a new account if you have an account:

= in CCRIS for ordering ACT Explore® or ACT Plan® test materials
m for the Supplier Registration and Payment System (SRPS),

m or for the Test Accessibility and Accommodations System (TAA).

Use your established username and password to access PreACT materials ordering system and
skip ahead to the “How to Order Materials” section of this document.

How to Create an Account

To create a CCRIS account for ordering PreACT materials, go to:
https://readiness.act.org/ccris/login/login.jsp and follow the instructions. If you have any
issues with creating your account, you can visit an FAQ section here.

Note: If after creating your account you need to change your email address, you can visit an FAQ
section here.
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How to Order Materials

To order materials for PreACT, take the following steps:

Access the Ordering Platform and Select Your Program

1.
2.

o o

On the CCRIS log-in screen, enter your username and password.

Atfter you have logged into your account and are on the next screen, select the radio button
next to the school or district for which you want to order test materials, if it is not already
selected. Then select the Continue button. If you do not see your organization, select the
Add an Organization button and complete the form on the next screen.

On the CCRIS dashboard screen, select the shopping cart icon or the “Order Test Materials”
link.

Note: You may see a screen that has a Request Ordering Access button. If you do, follow
the online instructions to read and accept terms and conditions, request access, and receive
an authorization email. You do not need to wait for the email. Ordering access will be available
iimmediately.

On the Choose a Product to Order screen, select the “PreACT” link under the logo.

On the next screen, select the appropriate Testing Year from the drop-down list.

Select the contract you are participating in from the Choose Program drop-down list.

Note: if you are not ordering materials to test under a specific contract, select “Standard/
National PreACT 2016-2017" from the drop-down list. The Delivery Requirements section

appears. If you have any problems with selecting the correct contract, you can visit an FAQ
section here.

Read the details of the Delivery Requirements section in the gray box. Then select the box
attesting to the statement, ‘I agree to the Delivery Requirements!”

Select the Select Schools and Quantities button. The Order Test Materials dashboard

screen appears.
A
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4. On the Choose a Product to Order screen, select the “PreACT” link under the logo.
5. On the next screen, select the appropriate Testing Year from the drop-down list.
6. Select the contract you are participating in from the Choose Program drop-down list.




