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T Credentia
AGENDA |

O Approving Student Applications

O Change Requests

O Purchasing Test Vouchers
O Managing Test Vouchers
O Adding User Accounts

O Managing Reports




Logging In

 Go to www.credentia.com
* Click on Login on the top right corner of the screen

+ Credentia Test Takers Test Centers + Nurse Aide Evaluator Help Center + Company +

Practice Exams

The exclusive partner for National Nurse Aide Assessment Program (NNAAP) & Medication Aide Certification Exam (MACE) with

Empowering the Next Generation
of Nurse Credentialing

Whether you're looking to enjoy a new career, or to take a
more active role in nurturing and growing your local health

care community, were here to help.

Find My Exam °

Announcements | Run your system test before the exar',

T Credentia

« Type in your registered email ID and Password to login
« Click on Login
*Credentia
;:a-i.ningprog ram@test.com
* Toreset your password, click on Forgot Password?
« Type in your registered email ID and click on Submit.

Check your email for an Access Code to reset the
password.

Forgot Password?

Enter your Mail ID to receive a reset link

\ {trainingprogram @test.com ‘

{ Back to Sign In



http://www.credentia.com/

Training Institute Console Menu

Left Navigation
Panel

Self Help Guides

— L-II-Credentia Training Institute Console

B0 Course Completions sl To view and action student applications by date

EJ Candidate Search Bl To view and action student applications by name
B3 Voucher il TO purchase and manage exam vouchers

& Manage Users Ll TO add / edit users

[] Reports

Ll TO View reports

[T Credentia

Shopping Cart




[T Credentia
Process Flow

4. Training
Program
Approval?

1. Complete state 2. Create Credentia

. . : i+ Aoplicati
training requirements Account (lowa page) 3. Submit Application

<

Retake Exam Submit Corrected

(3 attempts overall)

Application

8. Endorsement hﬂi 7. Passed

Viewable in lowa 6. Take the Exam e s
. Exam? Exam & Pay Fees
License Lookup

—




Approving Students

[T Credentia

There are two ways of validating course completions for the students

Option 1: By Course Completion

« Select “Course Completions” from main menu
« Access all verification requests by course completion

date

 Allows for easy reconciliation against class lists

 |ncludes candidate multi-select feature to complete full

« class verifications in seconds

= [*Credentia

Course Completion Verification

Course Dates

Course

Completion Pending Records Confirmed Records
Date

04-30-2024 ] 1

05-01-2024 ] 3

05-02-2024 ] 1

05-03-2024 ] ]

05-07-2024 ] 2

05-15-2024 ] 1

05-16-2024 ]

Candidate Details

Enter a date range

]

e Console La

All active training program users will receive a Credentia alert email for
each candidate seeking course completion verification

Option 2: By Candidate Name
» Select “Candidate Search” from main menu
« Best option to quickly find a specific candidate

= E.I'Credentia Training Institute Console [ 3 Q J'_j. 9

Candidate Search

Home / Candidate Search
Il search Q

Pending Approved Rejected All

Candidate Mame Last 4 SSN State Name Training Program Mame Completion Date Status Action

DDDDDDDDDDDDDD




+ C -
redentia
Training Program Console - Verifying Applications

Option #1: By Course Completion Date

O Enter course completion
date range

Course Completion Verification

@ Select pending records

Enter a date range

value for the desired Course Dates 12/1/2021 - 12/10/2021 G Candidate Detalls
course date s
|:| Lee Gilbert 118 2021-11-30 Lancaster
® Select the checkbox for
the candidate you want to e ’ ° ’ Diana Wells 115 2021-11-30 Harrisburg
verify (you can select I 2 D
mUItlpIe CandldateS as | Kelly Piper 122 2021-11-30 Harrisburg
deSIred) 2021-12-04 0 2 0 . . .
. 2021-12-05 0 ' 1
O Correct the completion Vertfioation
date If necessary or SeIeCt e i ‘ i () Update Completion Date (8 No Changes
nO ChangeS 9911908 . 5 . Selected Date
11/29/2021 Reason
verification request(s) for

the candidate(s) selected
(must provide a reason for
a reject)




O Start typing candidate
name in search box

@ Sclect view icon for
the candidate to
display the verification
page for the candidate

®Correct the
completion date if
necessary or select no
changes

O Submit or reject the
verification request for
the candidate (must
provide a reason for a
reject)

Training Program Console - Verifying Applications

Option #2: By Candidate Name

Candidate Search
Candidate Search

Pending Approved Rejected

Les Gilbert 36

Candidate Name

All

Pennsylvania Dec 1, 2021

T Credentia

Verification

/ Candidate Verification

(O Update Completion Date (@) No Changes

Candidate Verification




Change Requests

T Credentia

In case you've already approved or rejected an application and wish to make changes, submit a Change

Request form, which will be sent to the Student, along with instruction on what needs to be changed.

1. Go to Candidate Search on the left navigation panel, and click on the Approved tab, then click on the
View icon for the Student you wish to change the status for.

2. This will take you to the Change Request screen, click on Add Change Request.

= [*Credentia

Candidate Search

Candidate Search

Pending Approved

Candidate Mame

ghf def

TestK K

ETEWE Erswe

Al

Training Program Name

ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra
ExamroomERC_TrainingProgra

Completion Date

05-07-2024

04-30-2024

05-15-2024

05-01-2024

05-01-2024

05-07-2024

05-02-2024

Approv

Approv

Approw

Approv

Approw

Approv

Approv

= [*Credentia

View Details

E1 - Georgia State-Approved Nurse Aide Trained Candidate

Georgia Nurse Aide Testing Application
Eligibility Route: E1 New Nurse Aide

1) Training Program

{ ExamroomERGC_TrainingProgram - dsjfubhds dsguyhgs sdkbh

2) Course Completion Date 6]

Application Process

© Candidate
H Submitted

Training Program
endin

Approved




Change Requests

* Click on +Add New on the right panel.

T Credentia

» Add the notes on what needs to be changed by the Student and then click on Save, then

click on Submit.

* This now goes to the Student's Credentia account in order for them to make changes to the
application, after which it will come back to your console for further action.

= [*credentia

View Details

E1 - Georgia State-Approved Nurse Aide Trained Candidate

Georgia Nurse Aide Testing Application

Eligibility Route: E1 New Nurse Aide

1) Training Program

{ ExamroomERC_TrainingProgram - dsjfubhds dsguyhgs sdkbh

2) Course Completion Date ®

L . rA
enle
eConsole € I3

Change Request (Viewable by Candidate)

n o

x

+ Add New

&« Change Request (Viewable by Candidate)

Please update the Jourse Completion Date to

05/16/2024, s0 | can approve the application. |

Change Request (Viewable by Candidate) b4

+ Adc N EI..'I

Flease update the Course Completion Date to 05/16/2024,
50 | can approve the application.

Download Note




¥ Credentia
Purchasing Vouchers - Step 1

* 1. On the left navigation panel, click on Voucher
« 2. 0On the top right of the screen, click on Buy New Voucher

*Credentia Training Institute Console [ § @ Q (S

OF Course Completions + Buy New Voucher

Candidate Search
Q,

[termn Code Voucher Fee Total Vouchers YVouchers Used Action
:5: Manage Users
m Reports MA-WR-PPD 535 ] 21 i
MA-OR-FPD 535 4 2 +
MA-PR-PPD 595 5 110 +
T MA-WR/PR-FPPD 5135 ] 1 i
MA-OR/PR-FPD 5130 ] 1 i
MA-PS 595 0 0 +




¥ Credentia
Purchasing Vouchers — Step 2

* Click on the + icon to choose the required quantity for each voucher type and select the
“Add to Cart” button

4
= + = _:' 1Tl TETIT ,'_-'."'.|'_'. A -@
— Credentla aining Institute Console L = Q e
Voucher
ucher
Voucher Name Voucher Price
Murse Aide Written Exam i 1 @
Murse Aide Oral Exam i 0

Add to Cart




¥ Credentia
Purchasing Vouchers - Step 3

* You can pay by Credit/Debit Card, Bank Account or PayPal. Select the preferred method of
payment and add the prompted information on screen, the click on “Pay”.

— - Traininn Inetitvite Conenla rA @
— +Credentla aining Institute Console Lo = ﬂ e
Payment
) yment
Payment Method Payment Summary
Mote : A non-refundable 6.2% service charge will be applied to the transaction amount when using Hurse Aide Written Exam n/s
PayPal. If you would prefer not to continue using PayPal, kindly select an alternative payment method
Credits/Debit Cards ACH Bank PayPal 9
TTT1I1I111T111711111 =
Hurze Aide Oral Exam ns
Test Center Q
2029-05 [ e ]
B




+ C -
redentia
Managing Vouchers — Assigning Vouchers

Click on a Voucher Type on the voucher summary page to see the voucher details.

ﬂ On the Available” tab, click on +Add Candidate” next to the voucher to be assigned. 9 Select from the Candidate Name list or type the name in the search box.

— r+ : S R~ A S - Click on the Candidate Name once it shows up.
= Li Credentia RN . = L
s
Voucher
! ! VoucherList = Q‘
Candidate Mame Course Completion Date Training Institute Mame
M Ai o ~ . i ) . ) ExarnroocmERC_TrainingProgra
urse Aide Oral Exam NA-OR-PPD ExamroomClient 4 john ew red Oct 28, 2024, 12-:00:00 AM
m
Ex ERC_TrainingProgra
Form Tester Aug 12, 2024 4:00:00 AM ramresmERL_frainngrTegrs
m
Voucher List .
Ex ERC_T Frogra
Alejandrin Hills Kessler Aug 14, 2024 4:00:00 AM ramresmERL_frainngrTegrs
Available All |z Expirec Assigned Transfer Voucher m
- ExarnroocmERC_TrainingProgra
- : ) esteruser he Mov 21, 2024, 12:00:00 AM
ltem Code Expiration Date Candidate Mame Voucher Status Action SEIETUEET gl sHes m
- R S ExamroomERC_TrainingProgra
ERCBHEEDDAD Mov 4, 2025, 11:58:00 AM +Add Candidate Available ¥ esteruser KK Mow 20, 2024, 12:00:00 AM -
P ExamroomERC_TrainingProgra
ERCSEFSSF2ZDP Mow 4, 2025, 11:58:00 AM +Add Candidate Available L 2 Demo 3 Tester Aug 8, 2024, 6:30:00 P o
. ExamroomERC_TrainingProgra
ERCOESS5DCEK Mowv 4, 2025, 11:58:00 AM +Add Candidate Available ¥ Laverne Kautzer Kuphal Mowv 5, 2024, 5:00:00 AM o
ERCAZABRUEB3C Mov 4, 2025, 11:58:00 AM +Add Candidate Byailable + 1 a >

9 Click on Assign next to the candidate’s name

Candidate Mame

Testeruser KK Azsign




+ C -
redentia
Managing Vouchers — Distributing Vouchers

To distribute vouchers to candidates not registered on Credentia:

ﬂ On the Voucher summary page, click on the gicon to download the Vouchers. g The complete list of Voucher Codes will be downloaded as an excel file
on your local computer.
- +CrEdentiﬂ Training Institute Console [ ] Q n e
You can see the status of each, as well as the expiration date.
e e
Q,
Voucher Mame tem Code Voucher Fee Total Vouchers Vouchers Used Action
Murse Aide Written Exam MA-WR-PPD 335 ] 21 h
Murse Aide Oral Exam MA-OR-FPD 535 4 2 e E RCOO L3 LC03 U 10/30/202 5 U Sec
Murse Aide Skills Exam MA-PR-PFPD 595 3 110 ¥ E RC6 8 CX7X44Q 1 1/04/202 5 U Sec
Murse Alde Written Exam AND Skills Exam MA-WR/PFR-PPD 3135 ] e E RC8 H E EOOAOI 1 1/04/202 5 Ava i a b e
Murse Aide Oral Exam AMD Skills Exam MA&-OR/PR-PPD 5130 0 e E RC5 6 FSS F 2 D P 1 1/04/202 5 Ava i a b e
Murse Aide Spanish Skills Exam MA-PS 595 ] ¥ E ch E 58 5 D C6 K 1 1/04/202 5 Ava i a b e
ERCA2AB6UB3C 11/04/2025 Assigned )
1 8




+ .
Adding Users Credentia

Activate/deactivate a user with the status toggle
Select the edit icon to change profile information for a user
Select the "Add New User” button to add a new training program user

x
+ @ Add User ¥
—_— . T T i e r-a
I CrEdentla o ) I-.”t. B - .. Q e First Name La=t Mame
FMame Middle Name LMame

07  Course Completions -

. L _ User@traningprogram.com

Candidate Search

= . 1111171771
2. Manage Users Contact Number Traning Program Name Email Created Date Status Action

[i] Reports

ExamroomERC_TrainingProgra Training Program

+13214596787 - testerctp@mailinator.com May 13, 2024, 7:15:00 AM [ @ 7
ExamroomERC_TrainingProgra ExamroomERC_TrainingProgram
+1M 7271777 " T arred ProdERCTP@mailinator.com May 17, 2024, 6:23:00 &M C' f‘ - e
g

Fill in the details of the new user and click on Submit.
After adding a new user, Credentia will send an automated email to new
user with a temporary password

Ty 4




¥ Credentia
Disabling Users

Activate/deactivate Users with the status toggle
Click the pencil icon to update profile information for Users

Manage Users
0O MName Contact Number Traning Program Mame Email Created Date Status Action
e - ExamroomERC_TrainingProgra . ) . o i , "
D testip +13214596787 . testerctp@mailinator.com May 13, 2024, 71500 Ak ] g
I ExamroomERC_TrainingProgra . ) o i "
O ERCcTp HANTIINTTT - ProdERCTP@mailinator.com May 17, 2024, 6:23:00 AM [ @ p.

8

‘ Disabled Successfully. X




* Credentia
Reports

Log in to the Credentia Platform, then select the Reports Tab. Choose the report you need and pick the exam date range you
want to see. If you're looking for a specific training program, you can filter by that too. To save the report, click the 3 dots in the
top right corner of the report and choose to export it as an Excel file or PDF.

+Credentla Training Institute Console (@ 3k ﬂ e
Q
OF  Course Completions Global Search
enedare e First Time Test Takers > Repeat Test Takers > Roster - Pass/Fail by Training Program > Training Program Report >
2% Voucher

:&x  Manage Users

=

First Time Test Takers

w ©

Examdate (Select) Trainingprogramename (Select) State (Select)




* Credentia
Types of Reports

Training Program Cumulative

e This report shows specific pass rate percentages by training program.
e The report displays the number of exams delivered and the pass rates overall.

Training Program Performance
e This report shows specific pass rates by training program.
e This report is like the Cumulative report, in a different format.

Training Program Report

e This report shows specific pass rates by training program.

e This report displays the number of exams delivered and the pass rates for each
content area of the exam.

Roster Pass Fail by Training Program

e This report displays data at candidate level, along with training program pass
percentage.

e This report includes exam details and results.




Report Formats

detailed tabular format.

T Credentia

Once you've selected the filters, you can view the reports in a graph layout, as well as in the

First Time Test Takers > Repeat Test Takers

Roster - Pass/Fail by Training Program

Roster - Pass/Fail by Training Program ? Training Program Report

N

Pass V/s Fail (Candidate) Pass V/s Fail (Percentage)
Unique Count of Candidates w.r.to Examtype (Skill and Written/Oral) Unique Count of Candidates w.r.to Examtype (Skill and Written/Oral) an...
39 ©® Fail 100.00% ® Fail
| o - - - o

:5 - - :i

o o

c c

2 0 2 0.00%

skills written/orals skills written/oral
Exam Level Exam Level

Candidate Details
Details of Candidates w.r.to Training institutes and eligibility status.

State Papertestingid Firstname Middlename Lastname social security nu... Candidateid Dateofbirth Ex




T Credentia

Thank you

Credentia Omni-Channel Support:

©

(@) Support@credentia.com

A

\ 888-204-6249 (8:00 AM to 8:00 PM EST)

N

Webform located at https://www.credentia.com/contact-credentia/

Y o
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