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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. If itis 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

[ hereby authorize the National Institute for Automotive Service Excellence (ASE) to release ASE Entry-level Certification test results data, on behalf of the school(s) for which I am the ASE Entry-level Certification Site Administrator.
‘This permission applies to releases to the State Department of Education (Do) in my state and/or the School District with which my school s associated. upon a bona fide request from an authorized suthority 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 info your profile at www.ASE
agy time. If you change your permission during the academic year the latest permission status applies 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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BRIGHTSHIFT INSTRUCTOR GUIDE:
ADDING ROSTERS:

1. Navigate to the BrightShift 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 4

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

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

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

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

Select Test Series

Roster / Course Name

Description

4. Click the “Create Roster” button to create the new roster. You will then be redirected to the
“Instructor Dashboard”.

Cancel

5. To add students to a roster, select the desired roster from the roster list on the “Instructor Dashboard”.
User will get redirected to the “Roster Detail Screen”.

Select Active 2023 - 2024 Academic Year Class 2 - Collision

6. Scroll to the bottom of the “Roster Detail” screen and click the green “Add/Create New Student(s)"
button. User will get redirected to the “Add Student to Roster” screen.

Add/Create New Student(s) 5

7. If the student(s) you would like to add is already registered in the school’'s BrightShift account,
click the “Select Existing Student” button.

Add Student
@SELECT EXISTING STUDENT ONEW STUDENT

a. Select the student(s) you would like to add to the roster and then click the “Add Selected
Students to Roster” button.

Add Student
@SELECT EXISTING STUDENT

ONEW STUDENT

Remove Selected Students To Roster

FIRST NAME DATE ADDED REGISTERED ON ROSTER

student1 1/22/2024 Yes No
student2 test2 1/22/2024 No No

student3 test3 1/22/2024 No No
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ADDING ROSTERS CONTINUED:

8. If the student(s) you would like to add is not already registered in the school’s BrightShift account,
click the “New Student” button.

Add Student

(OSELECT EXISTING STUDENT

@NEW STUDENT

a. Enter the student’s first and last name and then click the “Add New Student to Roster” button

Add Student

(OSELECT EXISTING STUDENT @NEW STUDENT

[studenta |

[test

9. Click the "Go Back to Roster Detail” button at the top of the "Add Student to Roster” screen. You will
be redirected to the “Admin Dashboard".

Add Student to Roster

0 Back to Roster Detail

10. You will now see the newly added students listed at the bottom of the “Roster Detail” screen. From
here you can: view student’s usernames, roster keys, statuses, profiles, and test results. Additionally,

you can click the “Reset PW" button to reset a student’s password, “Remove” students from the
roster and “Enable Test Assignments”.

Last First User Name Roster Key Status

test student1 sTest2362 GUE-NPB Registered Profile Results Reset PW Remove

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.

Roster / Course Name  Description Student Count  Added Score Report
Active 2023 - 2024 Academic Year  Test Class 1 Test class created by Alyssa 8 01/23/2024 | EXPOTLPDF  Export CSV

Active 2023 - 2024 Academic Year  Auto An 1 8 10/24/2023 | EXPoTt ROF| | Export C5V

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 RosterKey  Status

[u]

test student1 sTest2362 NID-KCP Unregistered Profile Results Remove v

test2  student2  sTest22536  WYB-2BY Unregistered profile Results Remove Gy

test3  student3  sTest38366  8CS-5AB Unregistered profile Results Remove ABI

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

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 al

III

box at the top of

the roster to select the entire course roster. Then select the green “Assign Tests” button.

o s

LAST NAME FIRST NAME USERNAME

Red

brightshiftstudent1? @skiff.com

brightshiftstudent16 @skiff.com

brightshiftstudent15 @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.

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

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

Select

Aclive 2023 - 2024 Academic Year

Select Active 2023 - 2024 Academic Year

Roster / Course Name

Test Class 1

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.

Melon

Olive
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REVIEWING TEST RESULTS CONTINUED:

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.

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
questions and get quick answers. To access the BrightShift knowledge base visit this link:
https://brightshiftinc.com/resources/
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