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I. Overview of the Early Reading Instruments Online Ordering System 

Online Ordering System available May 3 through June 9, 2000
The Online Ordering System

The early Reading Instruments Online Ordering System is a new automated process for ordering early reading instruments for Kindergarten, Grade 1, and Grade 2.  Via the Internet, school district staff can connect to the online ordering system and select state-adopted instruments for use in their schools.  Through electronic database interchange the online ordering system automates many processes involved in ordering and shipping early reading instruments making the process of dissemination and delivery more efficient. 

Advantages of Ordering Online

The Online Ordering System will provide immediate and easy access to order (K-2) reading instruments.  A major advantage of the Online Ordering System is it eliminates extra internal processing, maintains accuracy of record keeping and speeds up the process of ordering the instruments.  When entering the order using the online system, you receive immediate notification of problems with your order that you need to correct.  As soon as you click the Submit Order button and indicate that you verified your entries, your order is stored in a database ready to process for delivery of materials.

A major goal of the Long-Range Plan for Technology is to utilize new technology and make tools and information more accessible to school districts.  The online ordering system streamlines the ordering process giving school district staff more time to focus on the important goal of educating the children of Texas.  
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II. Connecting to the Online Ordering System

Technology Requirements for Connecting to the Online Ordering System

To connect to the online ordering system, you will need the following:

· A personal computer.  You do not need any special software loaded on your computer, only an Internet browser. 

· Internet service from an Internet service provider (ISP). If you do not have Internet capability, you can request a paper order form by calling the Office of Statewide Initiatives at (800) 819-5713.  

· A standard Internet browser, either Netscape (3.0 or later) or Microsoft Internet Explorer (3.0 or later).  Both browsers are now available free of charge. You can download the Netscape browser at http://home.netscape.com/browsers/index.html or the Microsoft Explorer browser at http://www.microsoft.com/windows/IE/. 

Accessing the Online Ordering System

To log into the online ordering system, follow these steps:

1. Open your Internet browser – either Netscape or Microsoft Explorer.

2. Enter the following Internet address:

http://www.tea.state.tx.us/reading/era.html
3. After you enter the Internet address listed above, select Early Reading Instruments Online Ordering System. You can also access the ordering system through the Texas Education Agency Internet site in the sections of TEA Correspondences and Bulletin 742-TEA Data Collections and Forms.

Unable to Connect with the Online Ordering System?

If you are experiencing problems accessing the online ordering system, check to make sure there is no problem with your personal computer or Internet service provider.  If you need help, call the Office of Statewide Initiatives at (800) 819-5713 between the hours of 8:00 am – 5:00 pm, Monday through Friday. 


III. Information Needed to Order Reading Instruments

After you have located the Online Ordering System you will need to collect the following information to complete the ordering process:

· County District School Number – This 6-digit number is used to identify school districts according to the county in which they reside and the type of school district (e.g., common, independent, consolidated, municipal or charter). When entering this number do not use hyphens or commas, for example Austin ISD would be entered as 227901 not 227-901. 

· School District Name – Do not abbreviate.  Keep in mind that this will be the name that appears on the package used by the delivery service.

· District Contact Name – One person should be designated as the contact for the entire district.  This person should be available by telephone during the summer months in case of shipping difficulties. 

· Shipping Address – The address given should be able to accept large parcel deliveries during summer months.  No. P. O. Box Numbers please.

· Alternate Instruments – If the district is electing an instrument that is not on the state-adopted list, please indicate the grade level(s) using the alternate instruments.  Alternate instruments may be used in addition to instruments ordered via this form.

Optional: If using a locally-approved instrument you may choose to inform TEA what instrument you are using.  This information will not be used for accountability; rather, it will help TEA staff identify additional instruments that may be suitable for the Commissioner’s list.

· Number of Kindergarten Teachers – Districts may request additional instruments in cases where dual English and Spanish administration is being conducted and in cases where kindergarten teachers conduct 2 half-day sessions.  Please note: include the additional kits requested in the number of Kindergarten teachers.  The number of Kindergarten teachers must match the number of kits being requested.  

· Number of Kindergarten Students – Please enter the estimated number of Kindergarten students enrolling in the school district for the 2000-2001 school year.  This number does not have to be exact, only an estimation of the fall enrollment. 

· If selecting an English-language instrument from the state-adopted list, the name of the Kindergarten instrument ordered.

· If selecting a Spanish-language instrument from the state-adopted list, the name of the Kindergarten instrument ordered.

· Number of Grade 1 Teachers – Districts may request additional instruments in cases where dual English and Spanish administration is being conducted and in cases of teachers with a classroom of multi-grade students.  Please note: include the additional kits requests in the number of Grade 1 teachers.  The number of Grade 1 teachers must match the number of kits being requested.  

· Number of Grade 1 Students - Please enter the estimated number of Grade 1 students enrolling in the school district for the 2000-2001 school year.  This number does not have to be exact, only an estimation of the fall enrollment. 

· If selecting an English-language instrument from the state-adopted list, the name of the Grade 1 instrument ordered.

· If selecting a Spanish-language instrument from the state-adopted list, the name of the Grade 1 instrument ordered.

· Number of Grade 2 Teachers – Districts may request additional instruments in cases where dual English and Spanish administration is being conducted and in cases of teachers with a classroom of multi-grade students.  Please note: include the additional kits requests in the number of Grade 2 teachers.  The number of Grade 2 teachers must match the number of kits being requested.  

· Number of Grade 2 Students -  Please enter the estimated number of Grade 2 students enrolling in the school district for the 2000-2001 school year.  This number does not have to be exact, only an estimation of the fall enrollment. 

· If selecting an English-language instrument from the state-adopted list, the name of the Grade 2 instrument ordered.

· If selecting a Spanish-language instrument from the state-adopted list, the name of the Grade 2 instrument ordered.

· Optional: If using a locally-approved instrument you may choose to inform TEA what instrument you are using.  This information will not be used for accountability. Rather, this information may help TEA staff identify additional instruments that may be suitable for the list.  

IMPORTANT:  Please verify that all your information is complete and correct.  You may not change any information using the Online Ordering System after you submit your order.  If you need to make a change to your order after submitting, call the Office of Statewide Initiatives at (800) 819-5713 between the hours of 8:00 a.m. – 5:00 p.m. Monday through Friday.


IV. Instructions for Completing Order Form
After you have gathered the information needed to complete the order form, proceed with entering this information on the form.  Listed below are the basic steps involved in ordering the reading instruments online.

1. Enter the county district number. 

2. Enter the school district name.

3. Enter the name of the school district contact.

4. Enter the shipping address where the instruments are being sent. No P. O. Box # please.

5. Enter the name of the city where the instruments are being sent. 

6. Enter the ZIP code where the instruments are being sent.

7. Enter the telephone number where the school district contact can be reached.

8. Enter the email address of the school district contact, this information is optional.

9. If the district is electing an instrument that is not on the state-adopted list, please indicate at what grade level(s) an alternate instrument is being used.  

10. Enter the number of Kindergarten teachers in the school district. 

11. Enter the name of the Kindergarten instrument administered during the 1999-2000 school year.

12. Enter the number of English-language instruments requested in the box that matches your selection. 

13. Enter the number of Kindergarten Spanish-language instruments requested in the box that matches your selection.

14. Enter the number of Grade 1 teachers in the school district. 

15. Enter the name of the Grade 1 instrument administered during the 1999-2000 school year.

16. Enter the number of English-language instruments requested in the box that matches your selected option. 

17. Enter the number of Grade 1 Spanish-language instruments requested in the box that matches your selected option. 

18. Enter the number of Grade 2 teachers in the school district. 

19. Enter the name of the Grade 2 instrument administered during the 1999-2000 school year.

20. Enter the number of Grade 2 English-language instruments requested in the box that matches your selection. 

21. Enter the number of Grade 2 Spanish-language instruments requested in the box that matches your selection.

22. Select the Submit button.

23. Check to verify that the information entered is complete and correct.  Important: You may not change any information using the Online Ordering System after you submit your order.  If you need to make a change to your order after submitting, call the Office of Statewide Initiatives at (800) 819-5713 between the hours of 8:00 a.m. and 5:00 p.m., Monday through Friday.

24. Submit the order.

25. Print a copy of the submitted summary order to keep for school district records. 

IV. Troubleshooting

When using new technology, situations arise that can cause difficulty and result in frustration.  Listed below are a few circumstances that may cause difficulty when submitting your order.

(Problem( System will not accept your county district number.


( Possible Causes:


Check the county district number to ensure it matches your school district.


Check the county district number to ensure it does not have any hyphens or commas.

Only one order per school district will be accepted.  If an order has already been placed by the school district a second order will not be accepted.  Supplemental orders will be accepted after August 25, 2000 via the Online Ordering System.

 (Problem( System will not accept the number of instruments requested.

( Possible Causes:


Check to ensure that the number requested does not exceed the number of teachers indicated.  All instruments are packaged as classroom sets that include teacher manuals and student materials. School districts should request instruments based upon the number of teachers administering the instruments.   

(Problem( System will not accept the option selected.


( Possible Causes:


Options that are packaged as a group of instruments require you to select one additional instrument from the list to complete the option.  For example, Option 2 in Grade 1 requires you select the Decoding Skills Texas, or the Roswell-Chall Diagnostic Reading Test, or the Slosson Oral Reading Test by clicking on the radio button of one of the instruments to complete the combination. Instruments are packaged into groups to ensure that phonological awareness, word reading, reading accuracy and reading comprehension are evaluated. 

As additional questions arise through using the system, TEA staff will update the Texas Reading Initiative Internet site with questions and answers.  You can access the Internet information at http://www.tea.state.tx.us.reading/era.
VI. Contact Information

If you have any problems or questions ordering reading instruments, please contact staff at the 
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 Office of Statewide Initiatives. 





Margaret Moulton, Program Manager


Rebecca Martinez, Planner


Nancy Dolan, Executive Assistant





( (512) 463-9027 or (800) 819-5713


( stateini@tea.state.tx.us
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