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Entering a Test Materials Order for 

IL – Funded 
EXPLORE-PLAN 2011-12 

using ACT’s College and 
Career Readiness Information System

Screen Walkthrough 

Presenter
Presentation Notes
[Instructor Notes, if any, will appear here.]
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This short presentation will show you how to enter 
an order online for Illinois-funded EXPLORE and 
PLAN, using the ACT’s College and Career 
Readiness Information System.
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Begin by logging in to ACT’s College and Career Readiness 
Information System and navigating to the home page.

The URL is: https://readiness.act.org/ccris/login/login.jsp

https://readiness.act.org/ccris/login/login.jsp�
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Select the ordering function.

Click the Order Test Materials link or Shopping Cart icon.
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Select the assessment for which you want to order test materials.

For this example we will click the EXPLORE link.
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Click the Choose Program list.
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Select the appropriate choice from the drop down list: 
• EXPLORE: IL State Board of Education EXPLORE 2011-12 GRADE 8 ONLY 
(114EXPL); or
• PLAN: IL State Board of Education PLAN 2011-12 GRADE 10 ONLY 
(114PLAN)

For ISBE to fund testing, one of the above options must be selected. Otherwise 
your district will be liable for payment.

Orders placed under the wrong program (e.g. EXPLORE or PLAN National 
Testing Programs, which should be used for  an additional grade level or grades 
other than 8 or 9 for EXPLORE or 9 or 10 for PLAN) may require change fee of 
up to $400 which will be assessed to your district.

• Remember, ISBE will fund only 
one grade level for each product. 

• If you wish to test “off-grade” or 
additional grades, it will be at your 
district or school’s expense and 
require a separate order.
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Click the appropriate list item: EXPLORE: IL Board of Education EXPLORE 2011-12 
GRADE 8 ONLY (114EXPL); 
or
PLAN: IL Board of Education PLAN 2011-12 GRADE 10 ONLY (114PLAN)
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Click the scrollbar to page down to read the online District 
Participation Agreement (DPA). 

This lists terms and conditions outlined by the IL Board of 
Education for participation in the ISBE-funded EXPLORE 
or PLAN program.
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Indicate your acceptance of the agreement by clicking in the box.

Note:  The screen-
shot  to the right is 
an example of the 
DPA from the 
National EXPLORE 
testing program.  
This is different from 
the DPA you will see 
as part of the ISBE-
funded EXPLORE 
or PLAN programs 
and appears here 
only as an example.
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Once you have clicked “I agree” you can begin ordering test 
materials for the schools in your district. 

Click the Select Schools and Quantities button.
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All schools that are part of your district and eligible to participate  in the 
2011-12 ISBE-funded EXPLORE and/or PLAN program should be 
displayed.

After entering order details for one school, the system will return to this 
page so you may select and order for another school.
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Click the School Name link, or the +Add button.

In the event a school in your district is not listed, you may request that the 
school be added either online (see below) or by calling Customer Services at 
ACT.  Once ACT is able to confirm the school’s eligibility to participate in ISBE 
funded EXPLORE, you will be able to place an order for the school.  The 
addition of “new” schools may take 2-3 days to complete.
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Click in the EXPLORE TEST MATERIALS PACKAGE Quantity field.
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Enter the number of materials (student n-count) in the Quantity fields. 

1. In the “PLAN TEST MATERIALS PACKAGE” field: Enter the number of 
students using the standard test, and the number of accommodated materials 
needed.

Note:  Enter the exact number of students you plan to test at each school.  Extra test materials, 
referred to as “overage” will be calculated and sent to each school based on the quantity entered.  If 
the enrollment at the school changes substantially prior to testing, you may place a supplemental 
order for that school using CCRIS or by calling Customer Services at ACT. 
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Click the scrollbar to page down and complete the order 
details.
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Enter the date or use the 
calendar to indicate the date on 
which you would like to receive 
materials.

Please note this is NOT the 
test date, but rather the date 
you want materials to arrive 
at the school. 

Note:  ACT recommends receiving 
materials one week before the test date; 
this ensure adequate time for ordering 
additional materials (if needed), 
completing pretest activities, and 
distributing test materials. 

Standard shipping will be used 
for all ISBE-funded orders and 
may take up to 13 days from 
when your order is placed.  
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Select the grade level you will be testing with the materials ordered.  Remember that you 
can test at either grade 8 or 9 for EXPLORE or grade 9 or 10 for PLAN under ISBE-funded 
EXPLORE and PLAN.  If you plan to test at both grade levels, you will have to place one 
order under the ISBE-funded program and a separate order under the ACT National 
program (you will receive a discounted rate, however) through CCRIS.  If you have any 
questions, call Customer Services for assistance..
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Use the drop down list in the School Contact Person field to identify the 
EXPLORE or PLAN test administrator for each school, or provide the 
information if that person does not appear in the list. 

This is the person responsible for the security of materials and the testing 
process.  It is your responsibility to ensure that they know about the Pre-ID 
requirement and use the labels you order for their school.  Failure to use the 
Pre-ID labels may make your order ineligible for ISBE funding and make your 
district financially responsible for the cost of testing and a Change Fee that 
could be as much as $400..
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If you do not see the test administrator for your school listed, click the 
Add Contact link. 

In this example, we selected from the drop down list a contact for this 
school, Mary A. Counselor.
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Choose the address from the drop down on Where Should We Ship 
Test Materials list.
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Select the materials shipping address.
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Choose the address from the drop down where school reports should 
be shipped.
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If there is not an address that you would like to use from the drop down, you may use the 
Add Address link to enter an alternative address. 

Important Note: ACT will verify this new address to ensure it is as an official addresses for 
your school/district or organization.



25

You have now finished entering test materials order details for 
a school.
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Click the Next button to return to the Select a School page.
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The list is now updated to show:
1) A check mark to the left of the school for which you ordered materials.
2) The number of students testing
3) The test materials delivery date.

You may order for another school on the list.

If you need to order materials for a school that is not on the screen, click on the
Add a school or district to this list link or call Customer Services.
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As part of the ISBE-funded program, ISBE’s billing address will be pre-
populated in the Where should we send the invoice? You do not need to 
enter information here.  

Click the District Reporting Information Button to confirm or indicate 
where ACT should send the district reports.
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From the drop down menu choose the address where district reports 
should be mailed.
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From the drop down menu, select the individual who should receive the 
district reports.

If the appropriate individual isn’t listed, click the Add Contact link.
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Click the Review Order button to review your order before submitting it.
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Review order details (screen 1 of 2).

Use the Update and Remove buttons if you need to make changes.

Click the scrollbar to page down to review and verify additional details
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Review order details (screen 2 of 2).

Once you have verified the order details and made any changes, 
review the terms and conditions.

Click the Terms and Conditions link.
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Scroll through the terms and conditions. 

You may save or print a copy using your windows functions.
[Ctrl + S] or [Ctrl +P] 

Click the Close button to exit the window.
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Click the I Agree to the Terms and Conditions option.
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.

Click the Place Order button
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This presentation showed you how to enter an order using the ACT’s College 
and Career Readiness Information System. If you have any further questions 
please contact ACT Customer Services.

What happens next? 
1) The confirmation screen appears on the screen once you have 
successfully submitted your request. From this page you can link to other 
options:
- Order Pre-ID labels (free service – REQUIRED to participate in ISBE-
funded EXPLORE or PLAN)  
- Take a short survey about ordering
- ACT PLAN resources
2) You’ll receive an email confirmation for your order. (You’ll needyour order 
number to place your PRE-ID Order)
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