
Using A 
Penn Foster Account in 

Customer Service 

and the
www.ATGfreshstart.com

website

http://www.atgfreshstart.com/




MERA GRANTS   
(for public high school students)

1. Apply for Customer Service Grant for licenses for your students.  This will save you $55 per student as MERA 
provides them in a grant.

2. Apply for The Business of Retail for licenses for your students.  This IBC will earn your school 110 points on the 
school’s report card.

3. Apply for the Workforce Prep grant.  This is a series of 10.5 hours of online course work which prepares teens and 
young adults for the workplace.  Each set of courses is $200 and paid by MERA.
BONUS:  high school seniors who complete the Workforce Prep are put in a drawing for 10 scholarships.

teachers who have 75% of their students complete the Workforce Prep course will be put in a drawing for 
a $250 gift card.

4. Apply for the School-Based Business Grant.  The grant is for $500 and can help start a business, buy equipment or 
buy inventory.

5. Apply for a DECA Conference Grant-the grant will pay registration costs for the state conferences held by the DECA 
student organization.



A T&G Fresh Start LLC
Website

www.atgfreshstart.com
Help for teachers, proctors, trainers, students

http://www.atgfreshstart.com/


Our Customer Service 
Teacher Website
We have our own website for 
Louisiana teachers who teach 
Customer Service and Business of 
Retail.
Please pull up 
www.atgfreshstart.com.

Think of this website as your file 
cabinet.

http://www.atgfreshstart.com/
















Proctor Page



Proctor Page

If you fail the 
credential exam 
today, contact Paul.  
You must mail us a 
check for $25, and 
we will purchase 
your Retake exam 
so you can retest.







The Penn Foster Site

For Proctors, Trainers, Administrators and Student Testing



Setting Up Your Penn Foster Account

For today’s class, you are the student under the organization named AT&GFreshStart.
After you get your certification, you will no longer use this account.  Never give this organization name to your students.

Setting up username in Penn Foster.

For today’s class and your certification, you set up your account under AT&GFreshStart.  
The location name is also AT&G FreshStart.

Once you finish this class and are certified, do the following:
1) contact your school district’s Partner Account Holder (the Administrator on the main account)
2) Have that person add you as a proctor/trainer along with your school’s name as the location.  When they do this, you 

will set up a new account (your 2nd account) under your school district’s name (or charter name) with a new 
username and password.

The Partner Account Holder (administrator) person is the only one who can purchase vouchers, books, etc. and has to
add you as a proctor/trainer.  This is the person you will contact when you need vouchers added to your account for your 
students. 



MERA SCREENING TEST

We recommend that you give your students the MERA Screening Test after you have taught the Customer Service
Curriculum.

We also recommend that a student not take the CS credential exam unless they receive 80% or higher on the 100 QUESTON 
Screening Test.

To access the written screening test, you can download it on the Class Materials page of the CS website located at 
www.atgfreshstart.com.  Password for the page is FreshStart.  Download the test and the answer key.  Your students will 
Take a paper and pencil test.

Another Option:
Take the online screening test.  It is grade immediately, and the student’s score 
is given on the last screen.  Tell students NOT to exit their test until you see 
their screen.
Get your students to the link for the online version by telling them to go to 
www.atgfreshstart.com and click on the Student page.  The link is toward the 
bottom.  They click it, fill in their first and last name, and type in the passcode 
of voucher.  Every student uses the same password.

http://www.atgfreshstart.com/
http://www.atgfreshstart.com/


How Do Your Students Register for a Penn Foster Account?

They will click on the graphic link shown found at www.atgfreshstart.com/Students (shown below)
to get to the site where they would register.  They also use this later on to sign in to take their exam.

You have a handout with this link. 
The handout is also on the Student page 

of our website.

On the screen that comes up, tell your students
what to put in the first 3 blanks (Organization,

Location and Program Name.
They will out the rest of the form and submit it.

.

http://www.atgfreshstart.com/Students


You must know these 3 
bits of information in 
order to get your 
students to the 
correction location and 
test.



For today’s class with you as the 
student

Organization is A T&G Fresh 
Start (you’ll never use this again.

Your location is A T&G Fresh 
Start
You Program is Customer 
Service & Sales - Exam Only

When you have your students 
register for vouchers in your district 
account, use this:

Organization is (school district 
name)
Your location is (the name of your 
school)
You Program is Customer Service & 
Sales - Exam Only

When you have your students 
register for vouchers in your 
MERA Grant account, use this:

Organization is MERA School 
Year 22-23
Your location is (the name of your 
school-your initial & last name)
You Program is Customer Service 
& Sales - Exam Only



For today’s class with you as the 
student

Organization is A T&G Fresh 
Start (you’ll never use this again.

Your location is A T&G Fresh 
Start
You Program is Customer 
Service & Sales - Exam Only

When you have your students 
register for vouchers in your district 
account, use this:

Organization is (school district 
name)
Your location is (the name of your 
school)
You Program is Customer Service & 
Sales - Exam Only

When you have your students 
register for vouchers in your 
MERA Grant account, use this:

Organization is MERA School 
year 22-23
Your location is (the name of your 
school-your initial & last name)
You Program is Customer Service 
& Sales - Exam Only



SIGNING INTO PENN FOSTER

STUDENT SIGN IN:  Direct your students to sign by clicking this link
found on the Student page of the website 

Students will fill in the first 3 lines with the correct info (shown on previous 
slide).  They then fill out the rest of that registration page and hit submit.  
They will then get an email from Penn Foster telling them that they have 
registered.  They are not finished yet.

PROCTOR/TRAINER SIGN IN:  The proctor will sign into their
Proctor account by clicking this link
which can be found on our website
on the Proctor page:



Proctor/Trainer Page at Penn Foster
Approving Students for Enrollment

You will see that on your Admissions Tile that in red and white there is a #.
This is the # of students 
who have registered.  
In the sample, there is 1
student.  There could be 
any number here.

Click on the Admissions 
Tile to see which 
student has registered.



Once you check the name(s) off and click Enroll Selected, 
students get a voucher license assigned to them, a Student ID 
is generated and emailed to the student (which they use to 
sign in), and the student moves to your Learners tile.

Don’t enroll unless you are sure 
the student will take the exam.



Click on the Enroll button, Status clock will 
rotate, and student should be enrolled.



If you get an error message, it could mean 1 of 2 things.
1) The student has put in the wrong test name OR
2) You do not have a voucher for this student.

If the student has put in the wrong test 
name, click on Edit and look to see that 
he/she typed under the Program Name 
this: 
Customer Service & Sales – Exam Only.





Once you have Enrolled your Selected Students, click on the Learners Tile (or Proctor tile) to see your students and their 
Student ID numbers.  If your student did not get the email with their Student ID, you can pull this up and give him/her the 
number or check the Pending (All) under the Admissions Tile.

If a student needs their Student ID #, you can 
find it in your Proctor/Trainer account under 
the Proctor or under the Learner’s tiles.



STEP 1:  With the Student ID number, the student 
goes back to the login screen, and click on Create 

Account.  The picture is linked to
https://my.pennfoster.com/Login/?cd=cf=nrf
(students can find this on our website on the 

Student Page.)

STEP 2:  Students will click on “I want to set up a 
Penn Foster account.”

STEP 3:  They will enter their Student ID # on next 
screen.

https://my.pennfoster.com/Login/?cd=cf=nrf


DON’T DO THIS STEP UNLESS YOU ARE SURE STUDENT WILL TAKE THE EXAM

STEP 4:  STUDENT CREATES ACCOUNT
Once you have Enrolled your Selected Students, click on the Pending/All to see your students and their Student ID 
numbers.  If your student did not get the email with their Student ID, you can pull this up and give him/her the 
number by clicking on Admissions and looking at Pending.

They will Create new username and password.

Create a username of at least 6 characters, numbers or symbols
Create a password of at least 6 characters, numbers or symbols



https://my.pennfoster.com/Login/?cd=cf=nrf

STEP 5:  After the account is created, they sign back in 
using their username/password to take the exam.

https://my.pennfoster.com/Login/?cd=cf=nrf


Once a student has created their username 
and password, on the next screen, they will 
click on the course name they are taking.  In 
this case it is Business of Retail.

Students will need the PASSWORD of the 
day from the Proctor/Trainer to start the test.



Giving 
Accommodations 
to Students

Sign into your Penn 
Foster Account and click 
on the Proctor Tile

To get an 
Accommodation, you 
first must have the 
student register and you 
must approve him/her.  
You will need to know 
their Student ID#.

Time Accommodations

Other ADA 
Accommodations

Daily Testing Password

Take 1-5 days



After the exam, if you look under your Learner Tile, you can see who failed the exam.
To get a copy of the certificate for those who passed, click on Certificate Documents Tile.  You will have to put in a date range
at the top and you can Look up a student by name.   Once you have this screen, download a copy of their certificate by clicking
the download graphic at the end of the line.



Resource Library Page at Penn Foster





Any Questions

Download this 
PowerPoint on 
the Proctor 
Page of our 
Website


