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© BrightShift

LOGGING INTO BRIGHTSHIFT:

1. Click the correct login link for the program you are accessing to log in to your BrightShift
Dashboard.

a. To access the ASE Entry-Level Certification BrightShift Program, click here:
https://test.asestudentcertification.com/

b. To access any other BrightShift Program, click here:
https://www.testwithsummit.com/Login.aspx

2. Ensure that you are in the correct login screen for your role by checking the login title, faculty
must log in on the “School Staff Login” page and students must login on the “Student Login”
page. To switch between the two login pages, click the purple role-based login button.

School Staff Login Studept Login

Username

Password

Forgot password?

3. Fill in your username and password then click the “Sign In" button to get redirected to your role-based
BrightShift Dashboard.

School Staff Login Student Login

Username

Password

Forgot password?

4. Ifitis an Admin User's first time logging into their school's BrightShift account, system terms and test
score release agreements will be displayed before getting redirected to their BrightShift Dashboard.
Admin Users must agree to all terms and conditions before their school can access BrightShift
Programs.

ASE ENTRY-LEVEL CERTIFICATION PERMISSION TO RELEASE SCORE DATA

I hereby authorize the National Institute for Automotive Service Excellence (ASE) to release ASE Entry-level Centification test results data, on behalf of the school(s) for which I am the ASE Entry-leve] Centification Site Administrator.
‘This permission applies to releases (o the State Department of Education (DoE) in my state and/or the School District with which my school is associated, upon a bona fide request from an authorized authority in such State or District. |
understand these data may include the following information: School Name, Student First Name, Student Last Name, Local Student ID (if provided), Student Date of Birth, Test Assigned By, Test Identifier, Total Score, Pass/Fail Result,
Test Window and Test Date,

This authorization is limited o the current academic year as defined by the ASE Entry-level Certification test administration system.

By answering " YES", | also certify that | am authorized to grant such permission on behalf the school(s) for which I serve as the ASE Entry-level Certification Site Administrator.

ASE will deliver these data via secure file transfer or other secure method as deemed appropriate, in our discretion. You may return to this page by logging into your profile at www ASE.convenirylevel and change your permission status at
agy time. If you change your permission during the academic year the latest permission stams applics to all data for that academic year.

Yes, | authorize the release of information | No, | do NOT autharize the release of information.

Note: Updated: August 1, 2019

5. The user will be redirected to their role-based Dashboard, look below for further role-specific instructions.
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ROLE 3: BRIGHTSHIFT ADMIN:

PURCHASING CREDITS:

*Credits must be purchased in order to assign a test series to a student. Each credit corresponds
to the allocation of one test series to one individual student.

1. Navigate to the BrightShift Admin Dashboard as directed above.

2. Click the "Purchase Credits” button in the top section of the Admin Dashboard. User will
be redirected to the "Purchase Credits” screen.

purchase by credit or in bulk.
*Credits purchased in bulk include | o
a discounted price-per-unit. Ty

30 seat site license e

$1,470.00 Madiocart

50 seat site license:

$2,350.00 Add 0 Cat
Add to Cart

100 seat site license:
$4,600.00

200 seat site license:
$9,000.00

4. Choose your payment method, enter your payment information and click the “Continue” button.

To edit your cart click the “Edit Cart” button.
*The "Purchase Order/Check" option is only available to pre-approved schools.

Payment Method

© PURCHASE ORDER / CHECK
O CREDIT CARD

5. User will be redirected to their order confirmation. To download and print the order confirmation,
click the “Print Order Confirmation” button at the bottom of the screen.

°+ Print Order Confirmation

1. Navigate to the BrightShift Admin Dashboard as directed above.

ADDING INSTRUCTORS:

2. Click the “Add Instructor” button on the Admin Dashboard.

‘ ‘ Instructors
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ADDING INSTRUCTORS CONTINUED:

3. If the instructor you want to add is already a registered BrightShift user, click the “Select
Existing User” button and enter their BrightShift associated username in the “username”
search box then click the “find user” button.

@SELECT EX

User Name: ) -
instructor1@summitcgi.com

Find User

4. Verify you have located the correct instructor by confirming their account details. Once verified,
click the “Select This User” button to add the instructor to the school system.

User Name instructor1 @summitcgi.com
NamePrefix

First Instructor

Last one

NameSuffix

Title

Telephone

Select This User

5. If the instructor you want to add is not already a registered BrightShift user, click the “Create
New User” button and fill out the “Add New User” form with the instructor’s information. Click
the “Create User” button once all of the instructor’s information is entered.

Add New User Form
* = Required Field

Email Address (user name) *

Prefix

First Name *

Last Name *

Suffix

Title

Telephone

Password Recovery Question

Password Recovery Answer

6. The user will be redirected to their Admin Dashboard and see the newly added instructor
displayed in the “Pending Assignments” section. Instructors must login to their accounts
and accept their role to confirm their role assignment. Once confirmed, Instructors will
appear in the “Instructors” section. From here you can “Assist” Instructors or click the
“Edit Profile”, “Retire Instructor” and “Send Password Reset Link” buttons to edit
Instructor accounts.

Pending Assignments

pocor e roctr@smmicacom Pocor  rening 2272024 15501 o
Wsmcor Fowr inrctord@summicicom swcor g 27512024 11:39:43 A
O p—— nwctor penaing 17222024 30906

Cancel Assignment Proctor Three proctor3@summitcgi.com Proctor Pending 1/22/2024 3:16:19 PM

Instructors

First Last  User Name
Assist Instructor One instructori@summitcgi.com Edit Profile Retire Instructor Send Password Reset Link

Add Instructor
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ADDING PROCTORS:
1. Navigate to the BrightShift Admin Dashboard as directed above.

2. Click the “Add Proctor” button on the Admin Dashboard.

Proctors

Add Proctor

3. If the proctor you want to add is already a registered BrightShift user, click the “Select
Existing User” button and enter their BrightShift associated username in the “username”

search box and click the “find user” button.

SELECT EXISTING USER

User Name:

proctorl@summitcgi.com
Find User

4. Verify you have located the correct proctor by confirming their account details. Once verified,
click the “Select This User” button to add the proctor to the school’s system.

User Name proctorl @summitcgi.com

NamePrefix
First
Last

NameSuffix

Title

Telephone

Select This User

5. If the proctor you want to add is not already a registered BrightShift user, click the “Create New
User” button and fill out the “Add New User” form with the proctor’s information. Click the
“Create User” button once all of the proctor’s information is entered.

@cresr

Add New User Form
* = Required Field

Email Address (user name) *

Prefix

First Name *

Last Name *

Suffix

Title

Telephone

Password Recovery Question

6. The user will be redirected to their Admin Dashboard and see the newly added proctor displayed
in the “Pending Assignments” section. Proctors must login to their accounts and accept their role
to confirm their role assignment. Once confirmed, Proctors will appear in the “Proctor” section.
From here you can click the “Edit Profile”, “Retire Proctor” and “Send Password Reset Link”
buttons to edit Proctor accounts. pr———

pppppp

rrrrrrrrrr
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EXPORTING REPORTS:

1. Navigate to the Admin Dashboard as directed above.

2. Scroll down and locate the “Export Exam Reports” section of the Admin Dashboard. Click on the
“Select Test Window” drop-down and select the Test Window you would like to export.
*A “Test Window” is a timeframe during which tests are taken.

Export School Report

Select Test Window

Ik Import) Bulk Import
(2015-2016) Fall
(2015-2016) Spring
(2016-2017
(2016-2017
(2017-2018 Acads

3. Click “Export PDF” or “Export CSV” to download the chosen Report in the desired file format.

M Export PDF  Export CSV M

ASSISTING INSTRUCTORS:

* Admin accounts have the ability to “Assist Instructors”, meaning they have access to all Instructor
Accounts within their School and can enter Instructor Dashboards of individual instructors to make
any needed changes or adjustments.

1. Navigate to the Admin Dashboard as directed above.

2. Click the “Assist Instructor” button next to the name of the Instructor you would like to assist.

Instructors

First Last User Name
ssist Sand Breezy brightshiftteacherl 7@skiff.com
Assist Breeze Stormy brightshiftteacher1 6@skiff.com

3. The user will be redirected to the selected Instructor’s Dashboard. Refer to the “Instructor” section
of this document for further instructions on the functionalities of the “Instructor Dashboard”.

Ocean High (MH)

Sand Breezy's Instructor Dashboard (brightshiftteacher17@skiff.com)

sssssss

------
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ADDITIONAL RESOURCES:

SCHEDULE A PERSONAL ONBOARDING MEETING:

For additional, personalized help with the onboarding process, schedule a BrightShift Success Support
meeting with our BrightShift Customer Support Expert at this link:
https://calendly.com/brightshiftinc/brightshift-success-support

JOB AIDS FOR OTHER BRIGHTSHIFT ROLES:

For additional role-based and district-specific job aids, visit the BrightShift resources page at this link:
https://brightshiftinc.com/resources/

VIDEO TUTORIALS:

For role and task-based video tutorials, visit the BrightShift resources page at this link:
https://brightshiftinc.com/resources/

INTERACTIVE KNOWLEDGE BASE:

BrightShift has created and trained an interactive knowledge base that users can utalize to ask specific
guestions and get quick answers. To access the BrightShift knowledge base visit this link:
https://brightshiftinc.com/resources/
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