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STEP 2: OPENING THE BRIGHTSHIFT APP

1. Once the BrightShift app is installed, click on the app from the Clever home screen
or the course where it was installed.

Clever smutierisn ~ Homeroom

9 Animation

Animation - Guava -

Select an application to launch

2. Once the BrightShift app is clicked, the user may be redirected to select the certification
program they are utilizing in their course. This screen only appears if your school is utilizing

multiple BrightShift Programs.
? BrightShift

You ASE and BrightShift account. For ASE click ASE, for all other

®

BrightShift
Ay asE

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

ROLE 1: BRIGHTSHIFT INSTRUCTOR:

ADDING ROSTERS:
1. Navigate to the Instructor Dashboard as directed above.

2. Click on the “Add Roster” button seen below to be redirected to the roster set-up page.

Betty Grape's Instructor Dashboard (brightshiftteacher10@skiff.com)

Rosters

Add Roster

3. Enter all of the required information for the new roster.

1. "Select Test Series": Select the desired Test Series, these
options are prefilled based on the testing program and Add New Roster
determines which tests are available to be assigned to
students.

2. “Select Provider Course”: Select one of the instructor's Clever
courses, these options are prefilled.

3. “Select Provider Class”: Select one of the instructor's Clever

classes for the course selected above, these options are Select Provider Class E"; Animation - Grape -

Select Test Series

Select Provider Course

prefilled.

4. “Roster/Course Name”: Create a memorable name for the
new roster here.

5. “Description”: Describe the roster here for later reference.

Roster / Course Name

Description

4. Click the “Create Roster” button to create the new roster.

Create Roster Cancel
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ASSIGNING TESTS:
1. Navigate to the Instructor Dashboard as directed above.

2. Select the roster you would like to assign tests to. You will then be redirected to the
“Roster Detail” screen.

Status  Year Roster / Course Name  Description Student Count  Added Score Report

Select  Active 2023 - 2024 Academic Year  Test Class 1 Test class created by Alyssa 8 01/23/2024  EXPOrtPDF  Export CSV

Select  Active 2023 - 2024 Academic Year  Auto An 1 s 10/24/2023  EXPOTCPOF  Export CSV

Add Roster

3. “Enable Test Assignments” for the roster: In order to assign tests to a roster you must “Enable Test

Assignments” for the students who will be taking the tests. Each student you select will account for 1
credit, deducting from your total available credits.

a. To do this, scroll to the button of the screen, locate the student roster list and check the
“Enable Test Assignments” box for all rostered students you want to assign tests to in the future.

Last  First User Name Roster Key ~ Status

0

test  studentl  sTest2362 NID-KCP Unregistered profile Results Remove NABLE TE N

test2  student2 STest22536 WYB-28BY Unregistered profile Results. Remove NAE

test3  student3  sTest38366  BCS-SAB Unregistered Profile Results Remove NABLE TE

4. Once Test Assignments are enabled, you can assign specific tests to students in the roster.

5. Click the “Assign/View Student Tests” button shown below. You will then be redirected to the
“Assign Tests” screen.

Assign/View Student Tests

6. Select the students you would like to assign a test to or click the “select all” box at the top of
the roster to select the entire course roster. Then select the green “Assign Tests” button.

Unassign Tests

LAST NAME FIRST NAME USERNAME

Pepper Red brightshiftstudent17@skiff.com

Pears Yellow brightshiftstudent16@skiff.com

Peaches Scarlett brightshiftstudent1S@skiff.com

7. Select the test(s) you would like to assign the selected students and choose any desired advanced
options. Click continue once you have made your selections.

Select Tests to Assign x

Advanced Options

A Selectea

8. A verification screen will appear. Confirm the information is accurate and click the “Apply” button to
assign the chosen tests.

Confirm Actions.

The following actions will be taken:
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REVIEWING TEST RESULTS:
1. Navigate to the Instructor Dashboard as directed above.

2. Select the roster you would like to view test results from. You will then be redirected to the
“Roster Detail” screen.

Rosters

Status  Year Roster / Course Name

Select Active 2023 - 2024 Academic Year Test Class 1

Select Active 2023 - 2024 Academic Year Auto An 1

3. Scroll to the bottom of the “Roster Detail” screen to locate the list of students in the roster. Click
each student's “Results” button to get redirected to their “Student Exam List” dashboard.

Fruit Passion Results
Melon Green Results
Olive sally Results

4. Click the “View Test Results” button for any completed exam to view the student’s test results.

Completed View Test Results‘

5. View Test Results. Click the “Back to Student Exam List” button to return to the previous screen or the
“Return to Roster” button to return to the “Roster Detail” screen.

ROLE 2: BRIGHTSHIFT PROCTOR:

UNLOCKING TESTS:
1. Navigate to the Proctor Dashboard as directed above.

2. Locate the desired student and test from the roster below and click the “Unlock” button.

e et s . T owerine oaerrne 2R/
o o S .
ResetPW  Passion Fruit  brightshitstudentid@skiffcom Registered o e

ResetPW  Passion Frit  brightshiftstudentid@skificom Registered 3 Unlock
T
ResetPW  Passion Fuit  brightshitstudentid@skificom Registered unlock
e — ur- vay202 1232020 12372000
ResetPW  Passion Frut  brightshiftstudenti4@skifiom Registered 1| ns Smans meet
7
ResetPW  Passion Frut  brightshifstudentid@skiffcom  Registered Automobile  Brakes Assigned  Unlock

3. Once a test is unlocked, students will be able to access it from their dashboard.

4. Proctors can also view the exact date and time a student starts and submits each test from the
Proctor Dashboard.

ke, ueeame S I e Teavame Seei [T e
Resetpw  passen Frut  brmsnitsdentisositcon Regstered U Untock
Resetpw  passon Pt brighshtsudentis@skitcom Registered U Untock
Reset PW Passion Fruit ‘brightshiftstudent14@skiff.com Registered il Unlock

»v

ur.

1232024 1232020 12372024
»v : 5

Reset P brightshiftstudent1a@siiff.com  Registered e ok ek

Reset P
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RESTARTING TESTS:
1. Navigate to the Proctor Dashboard as directed above.

2. Locate the paused test in the student exam roster and click the “Pause” button.
IPassion Fruit brightshiftstudent14@skiff.com Registered :’:;\;7 Automobile Engine Performance In_Progress Pause

3. Click the “Restart” button.

Automobile Engine Performance Paused Restart

uvT-
IPassion Fruit brightshiftstudent14@skiff.com Registered e

4. A “Test Restarted” confirmation should appear at the top of the Proctor Dashboard and the
student will now be able to re-access the paused exam.

Smurfville High (CT)

Test Restarted.

ROLE 3: BRIGHTSHIFT ADMIN:

ADDING INSTRUCTORS:
1. Navigate to the Admin Dashboard as directed above.

2. Select the school you would like to edit from the dropdown menu. This will redirect
you to the desired School’s Admin Dashboard.

Select a School

Ocean High .

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

Instructors
Add Instructor

4. Select the Instructor(s) you would like to add from the pre-populated list and click the “Add Selected”
button.

Add Instructors From Clever

4

5. You will be redirected to the Admin Dashboard and see the added instructors listed in the “Instructors”
section. From here you can either “Assist” or “Retire Instructors”.

Instructors

Assist Sand Breezy brightshiftteacher17 @skiff.com Retire Instructor
UPDATED: January 26, 2024 * BrightShift _
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ADDING PROCTORS:

1. Navigate to the Admin Dashboard as directed above.

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

Proctors

Add Proctor

3. Select the Proctor(s) you would like to add from the pre-populated list and click the “Add Selected”
button.

Add Proctors From Clever

Proctors

Email Address

Beach andy brightshiftteacher18@s

Cancel  Add Selected

4. You will be redirected to the Admin Dashboard and see the selected proctors listed in the “Proctors”
section. From here you can add additional proctors or “Retire Proctors”.

Proctors
First Last User Name Date Confirmed
Beach Sandy brightshiftteacher18@skiff.com 1/25/2024 11:14:49 AM Retire Procts

Add Proctor

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 Acad: al
(2016-2017 Academic Year) Spring 2017
(2017-2018 Acadenmic Year) Fall 2017

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

M Export PDF  Export CSV M
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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

sand Breezy brightshiftteacherl 7@skiff.com Retire Instructar

Breeze Stormy brightshiftteacher1 6@skiff.com Retire Instructor

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)

ROLE 4: BRIGHTSHIFT STUDENT:

STUDENT DASHBOARD FUNCTIONALITIES:
1. Navigate to the Student Dashboard as directed above.

2. To take a test, students will click the “Launch Test” button next to the desired
assigned test.

2023 - 2024 Smurfville Electrical/Electronic

Aut bil Unlocked L h Test
Academic Year High UEOMOBTIE 1 stems niocke BHTCILIES

3. After completing the test, students will be automatically logged out of their BrightShift dashboard
for security purposes.

4. To view test results, students will re-launch the BrightShift App and click the “View Test Results”
button next to the desired completed test on their Student Dashboard.

2023 - 2024 1/31/2024 Smurfville

Al P |
Aendbrric Year High utomobile  Engine Performance Completed View Test Results

5. To log out of the BrightShift Student Dashboard, click the “Logout” button at the top of the Student
Dashboard.

Passion Fruit's Dashboard

My Exams My Badges User Manual Quick Start Guide Logout:
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