
Placing Additional Orders in ADAM 

Steps Screenshots 
1. In ADAM, navigate 

to Orders > 
Manage Orders 

 

 
 

2. From the Manage 
Orders screen, 
select the Create 
Order button 

 

 
 

3. A new Create 
Order window will 
populate 

 

 
 



4. The first section of 
the Create Order 
process is Order 
Details. In this 
section you will 
need to complete 
the following fields: 

a. Order Name 

b. Admin Code 
(select BIE 
Spring 
Summative 
2024) 

c. District 
(select your 
district) 

d. Order for 
(select your 
school) 

e. Ship To 
(select 
School) 

f. Date 
Needed 

g. Reason For 
Order 

 

 

 
 

5. Under Ship To 
Address be sure to 
enter US in the 
Country Code field, 
then select the Go 
to Order Items 
button 

 

 
 



6. In the Order Items 
section you’ll find a 
list all available test 
materials available 
to add to your 
additional order. 
Under the Quantity 
column select the 
number needed for 
each item, then 
once all items and 
quantities are 
entered select the 
Go to Confirm 
Order button 

 

 
 

7. In the Confirm 
Order section you 
can review all the 
details of your 
additional order. If 
needed, select the 
Edit Items button 
to add/remove 
items or update 
item quantities. 
Once details are 
confirmed, select 
the Confirm Order 
button 

 

 
 



8. Once the additional 
order is confirmed 
it will populate in 
the Manage Orders 
screen in a Waiting 
for Approval status. 
Once approved by 
the BIE, the 
additional order 
will update to an 
Ordered status and 
be processed by 
Pearson to ship. 
 

 

 
 

 


