Step-by-Step Procedure for Requesting:
NASA SPACE PROGRAM SPECIAL ITEMS

Note: Unlike other NASA Space Program Artifacts, a “Special Item” (such as a Thermal Protective Tile or Astronaut
Food Package) may only be requested by educational organizations with an NCES number (for schools) or IPEDS
number (for colleges and universities) issued by the Department of Education. Special items are also offered on a

first-come, first served, one-per-organization basis. Special ltems may not be requested through the State Agency
for Surplus Property (SASP)

All steps originate from the NASA Historic Artifacts Prescreening Home Page:
http://gsaxcess.gov/NASAWel.htm

A.  Obtain your NCES (school) or IPEDS (college or university) number (if not known):
1) From the “NASA Artifacts Prescreening Register” caption (right column of home page), select
the appropriate hyperlink; NCES for school or IPEDS for college or universities.

2) From the NCES home page (http://nces.ed.gov/), search for your organization’s statistical
information by following the search links
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B. Register to obtain you User ID and Temporary password:

1) From the “NASA Artifacts Prescreening Register” caption (right column of home page), select
the hyperlink, “Register”.

2) Select the appropriate radio button, “Schools (pre-K to 12" grade)” or “University”.

3) Complete the “School Certification Questions”.

4) Enter your NCES or IPEDS number as appropriate.

5) Select the “Special Items” radio button [This button will also allow you to request “Artifacts”

6) Provide the information requested on the screen and submit.

NOTE: Only the Approving Official may request a tile. The Approving Official for a school must be

the Assistant Principal, Principal or the Superintendent; the Approving Official for a college or
university must be Dean, Department Chairman or President.

7) A message will be emailed to the Approving Official providing a UserID and Temporary
password.
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C. Log in to the module by either selecting the red “Login” button, NASA Logo or the special

item icon.

1) Enter the UserID and temporary password provided.
2) You will be asked to select a permanent password and choose a clue question/answer.
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D. Request a special item. Depending on the path chosen in “C” above to log in to the module
you may see one of three pages (see below):
i. Selecting the item icon takes you to the “Property Data Sheet”, which features a photo of the

special item.
1) Select “Request”.

ii. Selecting the Log In Button or NASA Logo, takes you to the “NASA Space Programs Items by
Category” page, which features a listing of all artifacts available.
1) Select the “Special Items” folder at the top of the screen to go to the “Special Items

Listing” page
1) Select “Request”




E. Accept the Special Items Acceptance Terms and confirm shipping address.

1) Upon selection of “Request”, read the Terms and Conditions of the transaction in the
“pop-up” menu box and either select the “I Accept” or the “Cancel” radio button.
Cancelling the request will remove the transaction; your organization may request this
item at a later date if desired.

2) Upon acceptance, confirm the shipping address and correct as necessary by overtyping
the wrong address. No P.O. Box address will be accepted by the system. You may also
enter additional information in the “Attention Line”.
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F. Pay for Shipping and Handling.

1) Upon confirmation of the shipping address you will be directed to the Capitol Exhibit
Services Inc. (CESI) website to complete a credit card payment for the shipping and

handling fee.

NOTE: The CESI website may open in your computer “Task Bar” at the bottom of your
screen requiring you to maximize it; it should appear like the screen-shot below.

2) You will have 3 days to pay for shipping and handling before the transaction is voided.
If your transaction is voided, you may request this item at a later date provided
guantities are available.

3) Upon successful payment, a Transfer Control Number should appear on your screen.
You are encouraged to print this screen for your record and future reference. An email
will be sent to the Approving Official with an approved Transfer Order for this item.

Since 1988, Capitol Exhibit Services, Inc. (CESi) has been among the
nation's premier full-service providers of quality exnibits, carparate
HASA Space Programs.
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empower them to do amazing things!
WANT TO LEARN MORE? : :
Call 703.330.9000 p—
Visit www.capitolexnibit.com
We are happy to assist you in completing your order
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