Using A
Penn Foster Account
in Customer Service

and the
www.ATGfreshstart.com
website
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@ A TS&G FRESH START, LLC

CONTACT US

Our team has been training teachers across Louisiana for several years, and our passage rate is 98% with about 1,000 teachers
certified. We also use the training to explain how teachers can apply for a MERA grant for which they can get vouchers paid for
their students. If you need to contact either of us, click our name below.

Rae Broussard

Paul Grethel

Rae Broussard is a former high school teacher who is certified in Customer Paul Grethel is a retired high school teacher having been certified in

Service and taught it for several years. She now works for Keller Williams Customer Service for over 15 years. He now works as a consultant for

as a real estate agent in the greater Baton Rouge area. In her spare time, MERA, for Knowledge Matters, and is the Louisiana DECA State

Rae coaches volleyball. Association Advisor. In his spare time, he also runs his own supply
company.

Visit \ call Contact © 2018
13967 | R Drive T: 504-301-7194 m paul.grethel@gmail.com © Created with
\ F:225-6838610 = Wix.com
f v o

Walker, LA 70785
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MERA GRANTS
(for public high school students)

Apply for Customer Service Grant for licenses for your students. This will save you S55 per student as MERA
provides them in a grant.
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.
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.
Apply for the School-Based Business Grant. The grant is for $500 and can help start a business, buy equipment or
buy inventory.
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
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® A T&G FRESH START, LLC

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.
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For upcoming teacher
certification classes, click
Registration tab above.

H“IUHH--
AL ]
(ﬂ \VLLELL D



http://www.atgfreshstart.com/

@ A T&G FRESH START, LLC

REGISTRATION REGISTRATION
CS TRAINING BOR TRAINING

CUSTOMER The Business of Retail:
Operations & Profit

TRAINING TRAINING

We are offering the virtual Training & Certification classes for teachers, and they will be posted here.

The Customer Service Training and Certification classes for The Business of Retail: Operations & Profit Training and
teachers will be held as follows with the trainings. Please Certification classes for teachers will be held as follows with
note Register By Date as we need time to ship a textbook to the trainings. Please note Register By Date as we need time
the teacher. to ship a textbook to the teacher.

Date Register by Date Date Register by Date

June 1, 2022—8 a.m.-2 p.m. May 25 June 15, 2022—8 a.m.-2 p.m. June 8

July 6, 2022—8 a.m.-2 p.m. June 30 July 13, 2022—8 a.m.-2 p.m. July &

August 24, 2022—8 a.m.-2 p.m. August 17 August 31, 2022—8 a.m.-2 p.m. August 24

September 21, 2022—8 a.m.-2 p.m. September 21 September 28, 2022—8 a.m.-2 p.m. September 21

Registration is $275/person and includes the training class, a Registration is $295/person and includes the training class, a

Customer Service & Sales Fundamentals textbook, full access to Business of Retail textbook, full access to this wehsite, and a
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STUDENT RESOURCES

NRF FOLUMNOATICN

RISEUP
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Click Graphic on left to get to sign up
for the exam, then click Enroll Today
at bottom of screen.

Once you have a Student ID#, click the

Mot a RISE Up leaner ye1? Enrall today

graphic to sign in to take your exam.

Enable Pop Up Blocker

Btudent DirectionsPenn Foster

Hign In to Penn Foster Account

MERA Online Screening Test

Sample Test

Visit
13967 | R Drive
Walker, LA 70785

Click the button to download directions on how to enable the pop-up blocker in order to take the CS credential
xam.

Students must click this button to get instructions on how to set up their learner account and take the exam

Click the button to get to get to Penn Foster site & then login

Click the navy button to enter the MERA Cnline Screening Test. Proctors must look up password on Class Materials
page. This is also where a proctor can access and download a hard copy of the screening test.

Click the Sample Test button to show your students what the screens looks like in the actual exam. The questions are
just general guestions.

A call Contact © 2018
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® A TS.G FRESH START, LLC

Hover your cursor over
Class Materials to see

Guest Area Business of Retail Appear,

Flease enter the password below. then click |t.

---------- <A FreshStart Use this password to get to
the Customer Service
materials or the Business of
Retail materials.




RETAIL-CLASSROOM I\/IATERIIALS

Table of Contents for Business of Retail
Business of Retail Task Analysis
Business of Retail Information
Business of Retail Certification Info
After the Credential Exam Info

Quizlett Game links for Retail

NRF FOUNDATION

RISEUP

e
BUSINESS OF
RETAIL
CERTIFIED SPECIALIST

Chapter PowerPoints
Our Own PowerPoints
Chapter 1 PP

Chapter 2 PP

Chapter 3 PP

Chapter 4 PP

THE BUSINESS OF
RETAIL: OPERATIONS

AND PROFIT

NRF/Penn Foster's PowerPoint

These PowerPoints include videos and Lecture Notes (below).
Ch. 1 NRF Business of Retail PP

Ch. 2 NRF Business of Retail PP

Ch. 3 NRF Business of Retail PP

Ch. 4 NRF Business of Retail PP

TRAINER GUIDE

Teacher Lecture Notes (goes with PowerPoints directly above)
Chapter 1

Chapter 2 (coming soon)

Chapter 3 (coming soon)

Chapter 4 (coming soon)

Chapter Tests-Retail

Chapter 1 Retail Test

Chapter 1 Retail Test Answer Key
Chapter 2 Retail Test

Chapter 2 Retail Test Answer Key
Chapter 3 Retail Test

Chapter 3 Retail Test Answer Key
Chapter 4 Retail Test

Chapter 4 Retail Test Answer Key

MERA Screening Test (only paper/pencil version available)



MERA SCREENING TEST

We recommend that you give your students the MERA Screening Test after
you have taught the Business of Retail curriculum.

We also recommend that a student not take the any credential exam unless
they receive 80% or higher on the screening test. The test is 50 questions.

To access the written screening test, you can download it on the Business of
Retail page of our website located at www.atgfreshstart.com.

Password for the Class Materials/Business of Retail is FreshStart. Download
the test and the answer key. Your students will take a paper and pencil test.
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@® A TSG FRESH START, LLC

RESOURCES

ROLE PLAYING SCENARIOS

Role Play 1-Angry Customers

Role Play 2-Difficult Customers

Role Play 3-Difficult Customers

Role Play 4-Angry Customer

Role Play 5-Listening Skills and Store Policy

DECA CS Role Play 1
Role Playing-Solve Problems and Gain Loyal Customers

ACTIVITIES

Eight Phone Problem Lessons

Change a Selling Feature into a Selling Benefit
Customer Service Introduction

Customer Needs & Wants

Customer Problems

Customer Problems Solved

Letter & Email

Phone Problem Lesson

50 Customer Service Activities

Disability Awareness Packet

Understand the Customer 1.2 Fill in the Blanks
Customer Service Practice Situations

Legal Cases Student Worksheets Teacher's Key
Vocabularny Words/Terms Vocabularny Words/Terms Key

Teacher's Key

Customer Service Classroom Activities
Math Problems Math Problems Key

ADDITIONAL CLASSROOM MATERIALS

TEACHER RESOURCES

Student Learning Target (SLT)-Sample 1
Student Learning Target (SLT)-Sample 2

TEXTBOOK INFO

The textbook used to teach the Customer Service class and prepare for the
credential is titled Customer Service and Sales. The new books are priced as
follows and can be ordered by the Penn Foster administrator in your school
district. A proctor CANNOT make the purchase.

Customer Service and Sales-textbook $65.00
Customer Service and Sales-Teacher Guide $255.00
Shipping charges will be added to any order

ORDERING LICENSES/BOOKS

Use the Purchase Tile on your home screen to order licenses and textbooks.
If you do not have access to this tile, check with your Administrator for the
Penn Foster site in your district.

MBAResearch.org-go to this sit and click current List of LAP Modules for names of



@ A TS&G FRESH START, LLC

MERA CS GRANT RESOURCES

MERA Grant Application

ustomer Service Voucher & PassfFail Form

PII Confidentiality Agreement

MERA Evalnation Form

Coping Bkills PowerPoint

Simplified Business Plan for SBE Grant

Click the green button to download a copy of the MERA Grant Application. Everyone must complete (type)
all pages of the grant application. You must mail your grant application in to the address of MERA in the
grant application.

When you applied for your grant, you email to Paul Grethel a list of all students who might be taking the
Customer Service credential exam during this schoel year. Click the green button to download a blank
form (if needed). After you have given your students the Screening test and they have scored 80% or
higher, you must re-submit the same form you sent in with your grant application with any names
removed that are not taking the exam, their screening test scores, mark if the student passed or failed and
the date the student tested. Email this form in Excel format (not .pdf) again to Paul Grethel. Students
must be 15 years old when testing (or in 10th grade).

Click the button to download the Confidentiality Agreement if you need one between your school and MERA.

Click the button to download a copy of the MERA Evaluation form. This form must be filled out by any
student who used a MERA grant vouchers, The teacher must also fill one out. Mail these to the MERA office
by mid-March.

Click the Coping Skills PowerPoint button to the left to download a PowerPoint that goes with Coping Skills.

Click the Simplified Business Plan button to the left to download an easy 1-page version for the MERA SBE
Grant Business Plan.
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HOME REGISTRATION STUDENTS CLASS MATERTALS RESOURCES MERA PROCTORS

Click the graphic Click the graphic| weeromosmon
on left to access on right to access| RISEUP

Click Here to

proctor site. student/learner| Jesefre
. Account
site.

PARTHER PORTAL

Using Penn Foster (PowerPoint Training) for CS Using Penn Foster (PowerPoint Training) for Retail

CUSTOMER SERVICE
AND SALES

REARREE UL

PENN FOSTER PROCTOR/TRAINER

RISEUE

If you are ready to test and are about using your MERA Grant voucher licenses, after you've requested your licenses by filling out the Customer Service/Business of
Retail License Order form (attached), then do the following steps.

If you have licenses purchased by your school district, you must sign into that account, which is a different account than MERAs. Penn Foster Account. If you are
using district-purchased licenses, for Step 3, change your organization name to your school district name (meost likely) and your location name to your school's

name (most likely). Call me if you're confused on this.

SCREENIMG TEST: Make sure your students have completed the Screening test and earned 80% or higher. This is required by MERA in order for the student to
“earn” their license. They can access the online version of the Screening test by going to www.atgfreshstart.com, clicking on the Student tab and then clicking the
online Screening test button. They sign in with their name and the passcode is "voucher.”




Proctor Page

IF USING LICENSES PURCHASED BY YOUR SCHOOL DISTRICT
If you have Customer Service or Business of Retail licenses purchased by your school district and then transferred to your district Penn Foster account, you must
sign into that account and replace Steps 1-4 above with these steps:

1. To have students register for the exam, have each click this link: www.atgfreshstart.com. Students then go to the Students tab (at top) and will click the

graphic at the top of the screen to get to it to the NRF RiseUp registration screen. =
2. On the small screen that pops up, have them click Enroll Now (at the bottom) Pl Grehel
3. The organization name for your MERA vouchers is (type in your school district’s name) = cusm"ﬁsﬁ%ﬂw:s
4. The location name is (type in your school's name) RisEUs ——

CURTERLE g E e
AEEVESE & TALEE

Between 1-2 days students will receive an email with a link to their certificate. You can also access their certificate,
download and print the certificates under your Certificate Documents tile.

GETTING AN UNUSED LICENSE BACK TO YOUR ACCOUNT
If you enroll a student a 2nd time by accident, or if you enroll a student wheo never sets up their username and password, you can get that license back from Penn
Foster. To do so use the link below to request that a license assigned to a student but never used can be returned to your proctor account as a reallocation:

https:/fforms.office.com/Pages/ResponsePage.aspx?id=NyffiwHoWA0USo1-¥IN2-ht1 ¥Y3mTTIFDgNHmMB8eGWkmSUREOWMThKUVBRREZBWUAzSUSPWKEZOTZGTCAu

STUDEMNTS WHO FAIL THE EXAM
If you have a student fails either the Customer Service exam or the Business of Retail exam, you must get a different license that is the same as the original test
name but has Retake at the end of the name of the license.
Example: Regular credential license name might be Customer Service & Sales-Exam Only
Retake credential license name will be Customer Service & Sales-Retake

The MERA Grant does not provide a student a 2nd license, so your school district administrator who has the Partner Account at Penn Foster will need to make this
purchase for you at $25/retake (instead of $55/license). This person is usually a CTE Supervisor but can be another person.

For this person to purchase the Retake license, have them go to https://pfdev8.mybigcommerce.com/additional-products/ to select and purchase the
Customer Sarvice & Sales - Retake exam license or Business of Retail—Retake exam license. Students can retake the exam immediately, but we suggest you have
them study before retaking it. They have 30 days to retest.

The administrator will need to transfer the license to your Penn Foster account which you use for your school district—not the one you use for MERA grants (if you
have a grant). The student will need to register all over again to your district account. The student's first account (where they failed) is no longer good to use, so
they must re-register.

ARE YOU MISSING LICENSES?
Please check the following:

1. Did you possibly enroll any students twice, but they only used 1 license?
2. Did any student test 2 times and use 2 licenses?
3. Check your Learner's file to see if anyone is listed there who did not test. Do not count any that failed.

To figure out how many licenses you have enrolled/used,
1. Count how many students have their certificates in your Certificate Documents tile.
2. Count how many students failed in your Learners tile.
3. Count how many students are listed in your Learner’s tile who haven't tested.
4. The total you get is how many licenses you have used and enrolled.



Proctor Page

If you fail the
credential exam

ACCOMMODATIONS
The NRF Foundation wishes to ensure that individuals with disabilities are not deprived of the opportunity to participate in the assessment solely because of a
disability. The NRF, Penn Foster and Rise Up (testing partner) follow the ADA laws on accommodations. Keep in mind that anyone assisting the test-taker with an
accommodation must be a certified proctor. The testing facility must have any required equipment for accommodations. The accommodations include:

e Braille or large-print exam booklets;

* Google Chrome has an extension you can add that gives you screen reading technology. Look for Natural Reader Text to Speech. Do not contact Paul
Grethel for information on this extension or the use of this technology.
Scribes to transfer answers to Scantron bubble sheets or record dictated notes and essays;
Extended time;
Wheelchair-accessible testing stations;
Distraction-free rooms;
Physical prompts (such as for individuals with hearing impairments); and
Permission to bring and take medications during the exam (for example, for individuals with diabetes who must monitor their blood sugar and administer
insulin).
After the Learner is register and before the proctor Enrolls the student to take the online exam, the proctor/trainer must fill out the Accommodations form. The
Learner (student) must have an IEP, approved documentation from a licensed professional or certified specialist who diagnosed the learner with a disability and is
recommending the accommodation. To access the Accommodations forms, click on the Proctor tile and look the the right side. There is a form for Time
Accommodations and a different form for other ADA Accommodations.

OTHER LANGUAGES
There is a Spanish version of the Customer Service credential exam. The Partner account holder can purchase it for $55.

today, contact Paul. $25

You must mail us a
check for $25, and
we will purchase
your Retake exam
SO you can retest.

A student can retake an exam one time and can do so immediately as long as the student has completed the steps to begin a test and the student has a new
"retake license”. We recommend that a student take a day or so to review before re-taking the exam. The Penn Foster Administrator in your school district can
purchase them by clicking the blue button to above and purchasing the Retake Legacy exam license for Customer Service (bottom of page) at a cost of $25.

ReCertification

RE-CERTIFICATION

Every 3 years a certified teacher must renew their certification. The teacher does not re-take the exam but can retake the training and exam if wanted. The
teacher will just complete the renewal form and pay $25 to the NRF. Itis the teacher's responsibility to keep his/her certification up-dated. Click the blue button
to the left to get to re-certify.

Click on Customer Service & Sales (in the middle) or Business of Retail (on right side). You will have to sign in once you have your recertification in your shopping
cart and pay $25 with a credit card to renew your credential.

A student's certification is good for 3 years and he/she can re-new his/her certification the same way that a teacher does. The Louisiana DOE states that the
certification must be earned while in high school. This means that if a 14-year old earns the certification but does not graduate within the 3 year certification
period that the certification will still count toward the graduation requirement.



Teacher/Proctor/Trainers Flow Chart
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PENN FOSTER ADMINISTRATOR

BELOW ARE TYPICAL THINGS A PENN FOSTER ADMINISTRATOR WILL DO

1

. PURCHASING MATERIALS: To make a purchase of vouchers or books, the Administrator will sign into Penn Foster

.ADDING PROCTOR/TRAINERS (teachers): Next, you will want to add your teachers. Click on the Add Users tile

.ADDING SCHOOL LOCATIONS: You can now add your testing locations (school names) by clicking on the Add

. CREATING ADMINISTRATOR ACCOUNT: Go to https./Ipp.learnermanagement.com/Partners/NewPartner.aspx to set up your

account as the Administrator. You will need your school district's Federal Tax ID in order to register, so please make sure you
have that on hand. Having this account will allow you to order Customer Service licenses for students to take the credential
exam, to purchase textbooks and other materials, and to add proctor/trainers and school locations for your school district.
Only 1 person per school district is allowed to create an account; you can, however, add other people to your account to give
administrative roles.

Once you submit the application, it may take 1-2 days to get approval. You should receive an email from Penn Foster approving
your account. You then create your username and password for the account. Log in to your account at
https://Ipp.learnermanagement.com. Once you have logged in, please click on the PURCHASE Tile in Order to complete your
account set up.

Sales (middle section of screen) or Business of Retail (if that license is needed and select Tax Exempt from
pull-down menu, select Individual Products (for just a few copies) or Bundle & Save (for larger quantities), select
whether you want the exam licenses or the textbook and follow screen instructions.

to do that. Add each teacher in your school district as a PROCTOR/TRAINER. Trainers can then add their own
students for teaching. Each trainer that you add will receive an email with login information to their account.

Locations tile and then click on Create New Site. Because the CS credential was originally set up for businesses,
they will ask for your business name and store #. What you can do is set up the school name as the business
name. Then assign each teacher a 3-digit number and put that in the Store # box. This will help keep everyone's
vouchers separate. After completing this step, you can then use the "Manage Licenses" tile to divide licenses up
between proctors and school sites.

. MANAGING/TRANSFERRING LICENSES: Once you have ordered licenses, they will appear in your account. Click on Manage

Licenses tile. You should see your purchased licenses on the top half of your screen under Open Licenses. To transfer them to
a proctor/school site, click on Manage Licenses (right side of line where your order licenses show up). Click YES to

continue. Click on +add site. Select your site/proctor and put in the # of licenses you want to transfer to that proctor. Now click
Transfer. The transferred license(s) should now appear on the bottom half of your screen under Transferred/Location Licenses.
If any licenses are not used, you can always move any licenses later on but clicking on Manage Licenses on the bottormn half of
your screen.

. PURCHASING RE-TAKE LICENSES FOR THOSE STUDENTS WHO FAIL: CLICK HERE. Scroll down to the bottom and look for the

Re-Take button. Click it and it will link you to the page where you can order retake licenses for $25.

. REALLOCATION REQUEST: If a proctor enrolls a student (meaning the student has been issued the license) and the student

never takes the exam, you probably want to license back. To do this, tell your proctors (teachers to send you the student’s
name and student ID license #. Then click on the Resources tile, look in the top right corner for the Reallocation Request link,
click it and submit the information. Penn Foster will send you a replacement for that license and it will show up under your

Mange Licenses tile.
TCLIIAKICIRISE ARBRKAIKIICTD ATODC: |fvimarannll o Lo mrs st 2ot 15 s rdtemoe vt —bhveriled Fraomm vommt i A Adrmmirmtieteratinrem mvomment 1t oy sme Fov F oo



The Penn Foster Site

For Proctors, Trainers, Administrators and Student Testing
Use this site for Customer Service and for The Business of Retail Testing



Setting Up Your Penn Foster Account ©A T&G FRESH START, LLC

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.

: : PENN
Setting up username in Penn Foster. 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 2" 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 licenses, books, etc. and has to add
you as a proctor/trainer. This is the person you will contact when you need licenses added to your account for your

students.



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. NRF FOUNDATION

The handout is also on the Student page
of our website. RISE

Click Here to

On the screen that comes up, tell your students Register for a
what to put in the first 3 blanks (Organization, Student Learner
Location and Program Name. Account

They will out the rest of the form and submit it.


http://www.atgfreshstart.com/Students

New Enrollment - NRF

LEARMER INFORMATION

Which organization are you affiliated with? *
(If your Organization is not listed, please contact your administrator.)

Location *

(If your Location is not listed, please contact your administrator.)

Program *

Select a Program

First Mame *

First Name

Last Name *

Last Name

Address *

Address Line 1 *

Address Line 2

Address Line 3

Address Line 4

City, State, Zip Code *

City Select a Siale

All fields with an * are required

o Zip Code

Q. Look up a student Gol

Mobile Number{ex. 5705551234) *

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

Email Address *

Email Address

Verify Email *

Email Address

Date of Birth *, Gender

MM/DDAYYY Select Gender w
Ethnicity
Select Ethnicity i

Are you a Veteran of the United States Military?

Select an answer W

CONTACT L

By clicking the submit button, I understand that the NRF Foundation and Penn Foster may email, call, and/or text me about educational services and for related purposes at the email address and phone number provided, including a wireless number, using automated technology. I understand that
I am not required to provide this consent to participate in RISE Up courses. As an alternative to providing this consent, you may receive information and/or enroll in a RISE Up course by calling 800-986-6482.

Add as an Enroliment



Which organization are you affiliated with? *
(If your Organization is not listed, please contact your administrator.)

Location *

(If your Location is not listed, please contact your administrator.)

Program *

For today’s class with you as the When you have your students When you have your students

student register for vouchers in your district register for vouchers in your MERA
account, use this: Grant account, use this:

Organization is A T&G Fresh Start Organization is (school district name) Organization is MERA School Year

(you’ll never use this again. Your location is (the name of your 22-23

Your location is A T&G Fresh Start school) Your location is (the name of your

You Program is Business of Retail- You Program is Business of Retail - school-your last name)

Exam Only Exam Only You Program is Business of Retail -

Exam Only



Which organization are you affiliated with? *
(If your Organization is not listed, please contact your administrator.)

Location *

(If your Location is not listed, please contact your administrator.)

Program *

For to u as the When you have your students When you have your students

studen register for vouchers in your district register for vouchers in your MERA
account, use this: Grant account, use this:

Organizati G Fresh Start Organization is (school district name) Organization is MERA School Year

(you'll neve : Your location is (the name of your 22-23

Your lo i Fresh Start school) Your location is (the name of your

You Py of Retail You Program is Business of Retail - school-your last name)

- Exam Only Exam Only You Program is Business of Retail -

Exam Only



SIGNING INTO PENN FOSTER

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

Click Here to
Register for a
Student Learner

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. Account
PROCTOR/TRAINER SIGN IN: The proctor will sign into their NREFOUONDATION
Proctor account by clicking this link
which can be found on our website RISE el

on the Proctor page:

=



Approving Students for Enroliment

You will see that on your Admissions Tile that in red and white there is a #.
PENN Resource Library

This is the # of students FOSTER

who have registered.

In the sample, there is 1 ”*”‘“‘il

student. There couldbe __ ¥

Your Partner Portal
any number here. ‘

Click on the Admissions 7

Tile to see WhICh

v

Proctor Exams

If you're a proctor, trainer or partner you have access to these functions.

To get started, download the Quick Start Guide. Then explore your role in the resources be



NRF FOUNDATION

RISEUF

HOME

MY PROFILE

LOGOUT (Paul Grethel)

@1

Admissions Purchase

e

Add Manage
Locations Licenses

Admissions RISE Up Q Go! CONTACT US

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

To enroll a learner immediately and use a license click New Enrollment and fill out the fi
To add a learner as a lead and save their information for later enrollment click New Lggfd
To Enroll a Lead click on the View button next to the learner's name
To enroll more than one learner at a time select the desired learners using the cigfck boxes and click Enroll Selected
To add more than one learners as leads and save their information for later eggbliment click Bulk Leads

To delete one or more learners select the desired learners using the check #bxes and click Delete Selected

LEADS Q -
= Last Name First Name Status SubmittedOn LastStatusOn = Action
1 Gonzalez Allison Pending Enroliment Sep 18, 2020 Sep 18, 2020 B Edit

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.




Multiple Enroliment

Are you sure to Enroll the following leads ? Status:

m Waiting for Cenfirmation

StudentName QrderlD StudentNumber Description

Saige Jones

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




NRF FOUNDATION

RISE

HOME

MY PROFILE

LOGOUT (Paul Grethel)

@1

Admissions

e

Add Manage
Locations Licenses

Admissions RISE Up
ENROLL

Q Gol! CONTACT US

To enroll a learner immediately and use a license click New Enrollment and fill out the form
To add a learner as a lead and save their information for later enrollment click New Lead

To Enroll a Lead click on the View button next to the learner's name

To enroll more than one learner at a time select the desired learners using the check boxes and click Enroll Selected
To add more than one learners as leads and save their information for later enrollment click Bulk Leads
To delete one or more learners select the desired learners using the check boxes and click Delete Selected

LEADS
ast Name irst Name tus
= LastN First N Sta
1 Gonzalez Allison Pending Enroliment

Q -
SubmittedOn LastStatusOn = Action

Sep 18, 2020 Sep 18, 2020 B Edit

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.




Are you sure to Enroll the following leads ?

Summary

Status:

Completed.

StudentName Status OrderlD | StudentNumber

Description

Melikk
Stewart

X

There is an error with your enroliment. Please call 888-427-3200 for an account representative to
assist you Please reference error code: 104.

Error Code 104 means you

don’t have the license for this end of this student’s name line and see if

student’s test or content.

Go back to Admissions, click on Edit at the

the student put in the correct test name.
If not, fix it and re-enroll the student. If

you still get a 104 Error, you don’t have a
license.




NRF FOUNDATION

RISEUFE

HOME

MY PROFILE

LOGOUT (Paul Grethel)

Dy 1

Admissions Purchase

Proctor

Add
Locations

Manage
Licenses

Learners

Certificate
Documents

Resources

Admissions RISE Up

Q Success ! Selected lead/s deleted successfully.

[ =1} | A4 S

To enroll a learner immediately and use a license click New Enrollment and fill out the form
To add a learner as a lead and save their information for later enrollment click New Lead

To Enroll a Lead click on the View button next to the learner's name

To enroll more than one learner at a time select the desired learners using the check boxes and click Enroll Selected

To add more than one learners as leads and save their information for later enrollment click Bulk Leads

To delete one or more learners select the desired learners using the check boxes and click Delete Selected

Add Users

LEADS

O #

Last Name

Abram

Lemaire

Bryant

George

May

Chester

LeBlanc

First Name

Shunerica

Melloanne

David

Brandon

Audrey

Abrielle

Carrie

| Search

|a |

Status

Lead Enrolled - 57936011

Lead Enrolled - 57935931

Lead Enrolled - 57935923

Lead Enrolled - 57935594

Lead Enrolled - 57935880

Lead Enrolled - 57935851

Lead Enrolled - 57935843

SubmittedOn

Aug 31,2022

Aug 31, 2022

Aug 31,2022

Aug 31,2022

Aug 31,2022

Aug 31,2022

Aug 31,2022

Q Look up a

LastStatusOn -

Aug 31,

Aug 31,

Aug 31,

Aug 31,

Aug 31,

Aug 31,

Aug 31,

2022

2022

2022

2022

2022

2022

2022

tudent

Pending

- |

Action

# Edit
# Edit
# Edit
# Edit
Pa=
# Edit
Pa=

{BEEBEEE
iEAAAERE

CONTACT US



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.

1
PENN Learners Q ol
.
If a student needs their Student ID #, you can
nll3 LEA.\?’ER SEaRcH . .
MY PROFILE ind it in your Proctor/Trainer account under
’ .
LOGOUT (Nicol Dicke: h P d h L I - -
(Nicol Dickerson) the"Proctor or under the Learner’s tiles.
LEARNER Q - -
SN NuNgFer Name Status Program Organization Enrcliment Date Expiration Date Exam Date Grade Sem#
1 @ Dirake Eric Active CUSTCMER SERVICE AMD SAL... Mational Retail Federafion Expans... 12-16-2020 12-16-2021
‘ 2 55635267 Gauthreaux Keelyn Active CUSTOMER SERVICE AMD SAL... Mational Retail Federafion Expans... 12-16-2020 12-16-2021
View Learners
Li 3 55635232 Kibodeaux Gauge Active CUSTOMER SERVICE AMD SAL... Mational Retail Federafion Expans... 12-16-2020 12-16-2021
icenses
4 55836260 hebert bruce Active CUSTOMER SERVICE AMD SAL... Mational Retail Federation Expans... 12-16-2020 12-16-2021
3 55835241 Arvie Quonterious Active CUSTOMER SERVICE AND SAL... MNational Retail Federation Expans... 12-16-2020 12-16-2021
Resources
6 55836251 Lumpkin Devonte Active CUSTOMER SERVICE AND SAL... MNational Retail Federation Expans... 12-16-2020 12-16-2021
7 55835152 Richard Allisen Active CUSTOMER SERVICE AMD SAL... Mational Retail Federation Expans... 12-16-2020 12-16-2021
] 55835161 Handy Malik Active CUSTOMER SERVICE AMD SAL... Mational Retail Federation Expans... 12-16-2020 12-16-2021
Certificate . . . i X
9 55536243 Lyons Jeremiah Active CUSTOMER SERVICE AMD SAL... MNational Retail Federation Expans... 12-16-2020 12-16-2021
Documents
10 55831400 Hebert Zoie Active CUSTOMER SERVICE AMD SAL... Mational Retail Federation Expans... 12-15-2020 12-15-2021
Page | 1 of2 s wi | 1D W

CONTACT U

]
2
=
3

ililiii

View 1- 10 of |



STEP 1: With the Student ID number, the student goes back [ Foiten
to the login screen, and click on Create Account. The picture is linked to Welcome to Penn Focter
https://my.pennfoster.com/Login/?cd=cf=nrf Sign n to your accourt
(students can find this on our website on the Student Page.) )

@ =

STEP 2: After the account is created, they sign back in
using their username/password to take the exam. | .......

[: PENN
FOSTER
STEP 3: Students will click on “l want to set up a Penn

!
Welcome to Penn Foster! Foster account.”

To get started, let’s create your account.

STEP 4: They will enter their Student ID # on next screen.

| want to set up a new Penn Foster account

I want to link to an existing Penn Foster

account

Cancel


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

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

STEP 5: STUDENT CREATES ACCOUNT

Once you have Enrolled your Selected Students, click on the Learners 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 by clicking on Learners. w1 JUNUATIUIN

To get started.

Once the student has their 8-digit student ID# and have signed ®Create new useman
in, this page will pop up.
They will choose “Create new username and password” and Select your username

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



|~ Program Materials

No additional program malerials

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.

Courses

BUSINESS OF RETAIL




NIRF FUUMNUAT TUM

RISEUE

MY PROFILE

Proctor
Giving
Accommodations
to Students

LOGOUT (Paul Grethel) Location(s): A T&G FreshStart

Before releasing the exam password, please validzte all student I0s.

If a student does not follow any of the exam rules please mark the viokation ard report it at the end of vour
session.
Purchase
Q
I Check MNzme © StudentiLt violation
Procion Add Users P
Q Bell April 55392085 —

Ciue Fermando GO835140 =t

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

] Davidsan Emmanuel 55200255 B

To get an Ada - o -

. Locations igaro Tuskan 66671521 -

ACCOmmOdatI0n, you ] Guilaume Geriine 54702482 )

fi rSt mu St h ave t h e /] Hzlsy Shaly ARB470A0 B
student register and you e O teerkes com1eas
g = James Pristilla 55030851

e St 2 p p oMe h I m/h e ] Johnsen Jafi 56418005 [

Certiticate —
Kidd Christian 55395283 —
Drocunnenils

You will need to know
their Student ID#.

View 1 -100f 123

Time Accommodations

Other ADA
Accommodations

& TODAY"S PASSWORD

Once all 1Dg have been validated and pronibitad matenal have been pul away please distribute fhe password Once
you share the pessword all exam rules will be in effect

—JPRJBB9843

Daily Testing Password

Exam Rules

List of Prohibited Items
« MNotes Eooks or other materials
» Cellphones and smart devices.
» Web searches or other tabsiwndows
open on their compute”

Stucents must have a valid government
issued Id.

Stucents can not leave the room at any
point during their exam

Stucents have 90 minutes 1o completa their
gxam. The exam will automatically clesa
once fime s up

Exam Time Extensions

To renquest addrional time please ~omrplels
this online form

Take 1-5 days
ADA Accommodations

To accommodate astudent's disatility,
please complete this online form.

Violation Protocol

If a student breaks any of the exam rules,
flag the violation under Aclive
Stucents'. The student does not nesd to
leawva tha room After the exam use the
‘Report Violations' button to have teir
exam nullined.



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.

PENN
FOSTER

HOME

MY PROFILE

LOGOUT {Nicol Dickerson)

Admissions

View

Licenses

Learners

Resources

Certificate Documents

CERTIFICATE DOCUMENTS

Download certificates, badges, and completion documents from this page. You can choose as individual students document or a group of bulk download.
1. Choose a date range and dick the "Apply" button.

2. Use the filters to narrow down the results. You can dlear filter choices with
3. You can select individual student documents by using the check boxes on

4, Click the "Download” button to start the download process.

Completion Date Range:

Filter By:

(] Program

Select All

Student Id

52874274

55889370

55920524

55852039

55852362

52928367

55859200

55871719

55916868

558580156

From:

2021-01-01

[C] Location/Partner

First Name
Garlington
Evans
Summitt
Crymes
Eckman
Albert
Davis
Jackson
Rivera

Phillips

o dropdown.

of the table, to download all files just click "Download”.

To: | 2021-01-24

v (] Department/Sites A

Last Name ~

Zachary

Victoria

Tylar

Trenton

Travis

Tiliyah

Taghalynn

Tamara

Scarleth

Savannah

Program

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

CUSTOMER SERVICE AND SALES

Page 1

of 11

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

- EXAM ONLY

[

~

Q

Location/Partner

Marketing Ed Retail Alliance cfo LRA
Marketing Ed Retail Alliance cfo LRA
Marketing Ed Retail Alliance c/lo LRA
Marketing Ed Retail Alliance clo LRA
Marketing Ed Retail Alliance clo LRA
Marketing Ed Retail Alliance cfo LRA
Marketing Ed Retail Alliance cfo LRA
Marketing Ed Retail Alliance c/lo LRA
Marketing Ed Retail Alliance clo LRA

Marketing Ed Retail Alliance clo LRA

Department Sites Completion Date

Marksville HS - Dupond Jan 08, 2021

Beekman Charter School - Freeland Jan 14, 2021
Anacoce High School - Draughn Jan 22, 2021
Beekman Charter School - Freeland Jan 13, 2021
Dienham Springs HS - Carter Jan 13, 2021
East Ascension HS - Taylor Jan 22, 2021
Donaldsonville HS - Butler Jan 08, 2021
Glenmora HS - Newman Jan 07, 2021
East Ascension HS - Taylor Jan 19, 2021

Alexandria Senior High - Savage Jan 14, 2021

!

Wiew 1-10 of 105



Resource Library Page at Penn Foster

; ‘ |
EFSOLEDG”()pN' Resource lerary Q Look up a student] Gol CONTACT
HOME Admin Change Request | Refund Request | Technical Error Request | Quote Requests | Reallocation Request
MY PROFILE Need Assistance? Click here to schedule an appointment with an NRF specialist!
LOGOUT (Paul Grethe)

Your P: rtner Portal

To get started, download the Quick Start Guide. Then explore your role in the resources below.

Admissions Purchase

e

Add Manage
Locations Licenses

Learners

Proctor Exams

, If you're a proctor, trainer or partner you have access to these functions.
®
Resources Certificate
Documents

Proctor Tile Learner Exam Rules FAQs




—

Signin to
Proctor/Trainer
Account at
Penn Foster

Y

——

Click an the
Admissions
Tile

Y

Check off
and Enrall
Selected
Students

Y

e’

Students
Enrolled
maove fram
Admission's
Tile to
Learner's Tile

Proctor/Trainer Flow
Chart for Enrolling
Students After They
Have Registered

What Happens:
1} Swudent is assigned a
license

" 21 Swudent receives an

email from Penn Foster
with their Swdent 1D #

Click on
Proctor's Tile to
download Extended
Time or ADA
Accommodation
forms & fil out if
needed.

Student is
ready to take
—|credential exa

Students who
pass moved
from
Learner's Tile
to Certificate
Document’s

Tile

Y

Trainer can
print out
student

certificates

24-48 hours

after exam

Students who
fail remain in
the Learner's
Tile and ars

rmarked "Fail” exam

Failed students
can obtain a
retake license for
$25 to retake the

Student goes o
WA ARG TFRSNSIAN. Coum
and clicks on
Student tab

1

Student clicks
graphic at top
of page to link to
sign in

'

Student clicks
on
"Enroll Today™
at bottom

Student fills
out the
application to
recister

Student Flow Chart for
Registering and then
Signing in To Take Exam

Link ks
— I1I[|]S ftmwpenniosier com{SiudentLMSPFX?=NRF

_

'

Organization
Mame, Location Name
and Program info must
be given by the procior
trainer to student

Student goes

Upon submission,
the registration
application goes to
the
ProctorTrainers's
Admissions Tile

back to link and
this time uses

Student 1D £ to
sign in.

FroctonTrainer
Enralls the
Student

Student Receives
Email from Penn

Foster with a
Student 1D &

Proctor/ Trainer can

look up Student 1D

#in their Learner's
Tile




Any Questions

Download this
PowerPoint on
the Proctor Page
of our Website



