CERTIFICATION PROGRAM

Student Certification Guide

OVERVIEW

There are 3 different software
applications in this certification
program. As a teacher, you will have
to create 3 different accounts:

1. Jasperactive
2. GMetrix
3. Certiport/Compass

This guide will help you set-up your
accounts and show you how to get
started.

You will also find helpful tips, video
links, and resource information. If
you're using a home computer you
can download the software and
access all your programs.

During COVID-19
There may be an opportunity to take a
certification exam at home. Ask your

teacher for the latest update.
March 20th, 2020

Getting Started: step-by-Step Overview

Create your Jasperactive profile

Log into Jasperactive and see your courses
This is your learning component where you will work through exercises
and learn the software application.

Launch your Benchmark test
Taking your first exam at the begging will determine the number of
lessons you will need to complete in that application (like Word).

Create your GMetrix student profile
In GMetrix, you will practice your skills in a simulated testing
environment.

Create your Compass/Certiport profile (Test Candidate)

All students will create their own personal account with Certiport. This
account gives you access to take an official certification exam in
Compass (the testing software).
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Quick Access

Jasperactive

New User Access Code
XXXXX-XXXX-XXXX
Jasperactive Student Login

GMetrix

New Group Access Code:
xxxx-CCIDemo-xxxxx
GMetrix Student Login

Certiport
NO CODE
Certiport Web Registration



https://www.youtube.com/watch?v=P0PKm_MjrNc&feature=youtu.be
https://mos.jasperactive.com/Login.aspx
https://www.certiport.com/portal/Pages/Registration.aspx
https://www.gmetrix.net/Login.aspx?ReturnUrl=%2F
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Create your Jasperactive profile

Using your Access Code, create your new user/student profile.

Watch the Getting Started
with your Access Code
Video Tutorial

o Create your student profile:
Enter this code into the New User
box.

Jasperactive Support:
Click support to find video tutorials,
help guides, and to submit support

tickets.

Contact | Support

New User Registered User

J asperactive"" X G - |

W Remember Me | Forgot password?

loginwith: @ O f 6

Microsoft Office Digital Literacy

Jasperactive Desktop Icon:

If your school is providing you the
The world's first kinesthetic Microsoft

Office learning and validation system.

M ic rosoft Mapped to the Microsoft Office

Office Specialist Specialist Global Standard

Already Purchased?

>

Get Started

JaS el"aCtivem Disclaimer | Privacy Policy | Terms of Service

computer and programs, you can
click the J icon located on your
desktop. This will take you to this
website for logging in.


https://youtu.be/Vgv76JdFSwk
https://youtu.be/Vgv76JdFSwk?t=30
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Regi St rati O n Watch the Registration

. . . . . Video Tutorial
With your unique registration and profile, you'll have access to all

your courses and see your own progress reports.

Contact | Support Contact | Support

Jasperactive Jasperactive o

Registrati . .
egistration Registration

Connect Your Account
Speed up the registration process by connecting one of the following accounts. Log in with it later.
Activation Code: * Personal Information: Personal Information
Enter your profile information. ————@ ioac i the ollowing

Please user your student Gender: * Mandatory Fields
1 | . . _
u provided email address. Male or O Female
m First Name: * City: Email:

Last Name: * Zip/Postal Code: Confirm Email: *
Date of Birth: Company/School Type: * Password: *
l:l (yyyy-mm-dd) | High School v | | |
. ..
Clle on Sklp. Language: * Company/School Name: * Confirm Password: *

You can add your social [ Engiien v | | 1

accounts later.

Country: * Time Zone: *

| Choose an Option v | (UTC-12:00) Internatior '|

State/Province/Region: *

Choose an Option A

Submit your profile: * By providing your email, you agree to receive communications from CCI Learning. You may unsubscribe at any time.
Don't forget to click on the
Submit button to create your o EX2

new profile!


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/Vgv76JdFSwk?t=92
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Select your course

On your Dashboard page you will see all your courses.

Select your Microsoft year:
You need to work in the same
application that is installed on your

Jasperactive Installer:

Click on the J icon to install the latest version of Jasperactive on

your computer.

Chris Tucker

Log Out

Contact | Support

Jasperactive

Hello Chris Tucker! Welcome to Jasperactive.

computer. Don’t know, instruction
here.

. The Prescriptive Learning Pathway
Group: \

View Active Courses:
Click on Active courses. This is also

where you can see your previous
courses. To activate these old courses
Click HERE to get instructions.

Open a Microsoft Course :
Click on the course your teacher has
activated for you.

i (@
. ® Active ' Expired 4
/_,3 (Validate )
Microsoft Word

m Ends on: 2021-03-16 /')z
- =
1 3
([Learn ]

Microsoft Excel
Ends on: 2021-03-16 EI

Microsoft PowerPoint

Ends on: 2021-03-16

Microsoft Word Expert
Ends on: 2021-03-16

Ends on: 2021-03-16

Microsoft Access

You can only log into one application
at a time.

Ends on: 2021-03-16

Microsoft Qutlock
Ends on: 2021-03-16

a Microsoft Excel Expert

Activate a New Course

Disclaimer Privacy Policy Terms of Service

Jasperactive e ———

Language

English v

Watch selecting your
courses
Video Tutorial

Manage profile settings:

Change your password, change your
pic, or update your personal info,
click on the Avator image.

Follow Jasperactive!

You can find the latest news and
events here! Watch for our news on
the Microsoft Office Specialist
World Championship!

Language Options

You can switch to Spanish using the
language option. More languages will
be out coming soon!


https://support.jasperactive.com/support/discussions/topics/36000005307
https://support.jasperactive.com/support/solutions/articles/36000077589-how-to-reactivate-expired-courses-
https://support.jasperactive.com/support/solutions/articles/36000131130-how-do-i-know-what-version-of-office-i-am-using-
https://www.moschampionship.com/
https://www.moschampionship.com/
https://youtu.be/Vgv76JdFSwk?t=125
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Launching the Benchmark

After completing the benchmark exam Jasperactive will determine the lessons

you need to work on.

Header colour:

Each course is represented by the
colour banner at the top of the
screen. Word is blue, Excel is green
etc!

View your progress:
You can see how far you you've
progressed in the course.

Launch Benchmark:

Don't worry, this test will assess how
much you know and then build a
tailored lesson plan for you. Plus, this

test is only 50 minutes long! If you
need special accommodations for
time, talk to your teacher as they can
assist you.

Contact | Support

Chis Tucker

Jasperactive #+Q@E &

Log Qut

Microsoft Word Expert
Ends on: 2021-03-16

. m Overall Progress:

Let's Get Started

The benchmark test will analyze your current skills to build a custom lesson plan just for you.

l Launch Benchmark

Disclaimer Privacy Policy Terms of Service

Jasperactive’ By ) ==
]

English v

58 Microsoft Azure

Watch the Launching
Benchmark
Video Tutorial


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/Vgv76JdFSwk?t=365
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UnIOCk|ng yOUI’ |€SSOnS Watch how to navigate

) Video Tutorial
The Benchmark test looks exactly the same as the lesson view. The red area

below show you the main work spaces.

Toggle:

The Jasperactive pane can be
displayed vertically or horizontally.
Use this button to switch back and
forth between views.

Farm to Table Report A eries @ Jasperactive w™ Microsoft Word Exper(2 (:I

Ribbon:

All the application functions are
accessible through the Ribbon. As
you can see, the application is live!

Home Insert Design Layout References Mailings Review View Help  Acrobat 0 Search ‘ =1 ‘ | = |

)

E} Time left: 46 mins, 54 secs.

‘Georgia '|10 '| E

:
pee L0 | BT U -3 x x| :on Styles | Editing | Create and Share Request | Dictate
i A- 2 -A-A- A A - z Adobe PDF  Signatures

Clipboard & Font 5 Paragraph ol syles ® Adobe Acrobat Voice

1. Customize the Quick Access Toolbar

4 2. Display hidden ribbon tabs

¥ 3. Use language options

/' 4. Find and replace formatting and styles

%0 5. Insert and modify captions

1 Add the Open command to the Quick Access Toolbar, and then remove i

Jasperactive Pane:
@—— This area is will tell you which tasks to
complete.

Farm to Table

Academy of Natural Resources

Working area:

The application opens up
real documents! All the
functionality is available.
Jasperactive will log each key
stroke to see if you know
how to do the task!

Use the scroll arrows or Next or Previous buttons to navigate.

[soe ] (][> ] [submt]

4 [@) Word Files

A Taste of Greece Menu.docx
Antonio’s Menu.docx
FieldExperience.docx
Tolano Culinarv School | atter docx.
Jasperactive 1.1.9.1

Page10f3 390 words

£ Type here to search


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/Vgv76JdFSwk?t=425
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Using the Jasperactive Window

There are lots of features in this pane. Familiarize yourself with them before at the

beginning of your Benchmark exam!

Timer:
Keep your eye on the clock during
the benchmark exam!

Finished that task:
Click in the square to show your task
has been completed.

COPY:
Click on this to copy the text, then
click paste in the actual document.

Instruction Pane:

Here is where you will find the
instructions. In the Benchmark exam,
the instructions are limited, but in a
lesson you will be given explicit step-
by-step instructions.

Save:

To save your progress, you will need
to manually save your work. Click
save to see the instructions.

Jasperactive W™ Micosoit word Exper(@) £ () (%

—. E} Time left: 36 mins, 41 secs.

— e

[ . 1. Customize the Quick Access Toolbar

0 2. Display hidden ribbon tabs .
. 3. Use language options

0 4.Find and replace formatting and styles

0 5. Insert and modify captions v

1 Add the Open command to the Quick Access Toolbar, and ten remove it.

LUse the scroll arrows or Next or ious buttons to navigate.

@ [s-] [ ]
|Resourees

4 @ Word Files -

A Taste of Greece Menu.docx

I Submit J'_

Antonio’s Menu.docx .
FieldExperience.docx

Tolano Culinary School 1 etter docx
Jasperactive 1.1.9.1

Tasks:

Each task is listed. After finishing a task you can
click on the next one or use the Next Button in
the pane below.

s @ Text Size:

Click on the A+ to increase the text size or the
A- to decrease the text size.

Next Button:
Click here to move to the next task.

Submit:
This will submit your ENTIRE exam for grading!

Resources:
The files you need will be displayed here as well
as in the Jasperactive Resources folder.

Watch how to use the
Jasperactive pane
Video Tutorial


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/Vgv76JdFSwk?t=436
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Start Learning!

After completing the Benchmark exam and seeing your results, you are ready to
use the Learn exercises and you can practice them till you get them 100%.

Contact | Support

Watch how to use the
course interface/pane
Video Tutorial

. ™ - Chriis Tucker
2\ =
Jasperactive 4 ¢ El
Log Out
. Badges:
Microsoft Word : . . .
Ends on: 2021-03-16 Achievements: With each level progression, you can
Overall Progress: ﬁ @ earn badges to showcase your
= @ learning and skills!

Lessons:

There are 8 core lessons to

cor’r:ple’ze. Ead: one starts with a Lesson 1: Getting Started
grL:Lzlaera\?n’ic:gh opens up the tasks /' Moving Around in the Document E ﬂ'ﬁ @
Tasks:

v Working with Documents E ® Leam E“

Under each header there will be a

series of sub tasks to complete. @ Saving Documents E
You need to complete all of them.
¢ Opening  Document (0] © i [ @ e

Legend: o Required O In Progress © correct 0 Incorrect |E Optional Exercise EI] Read

E-Book:
Click the book icon for the full written
description on this function.

Learn:

This area is will tell you which tasks to
complete. Green check mark means
you can move onto the next task

Practice:

Use the practice feature to do your
tasks again. You can use this as many
times as you like! Try to get
comfortable with tougher questions.


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/Vgv76JdFSwk?t=825
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OVERVIEW

There are 3 different software
applications in this certification
program. As a student, you will have
to create 3 different accounts:

1. Jasperactive
2. GMetrix
3. Certiport/Compass

This guide will help you set up your
accounts and show you how to get
started.

You will also find helpful tips for
quick access to resource
information. If you are using a
computer at home, you can access
all your programs from home.

During COVID-19
There may be an opportunity to take a
certification exam at home. Ask your

teacher for the latest update.
March 20th, 2020

GMetrix Set-Up

. ;o . . CClLearning
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o _ Quick Access

GMetrix Access Code:
28963-CCIDemo-32754

Student Login Page
GMetrix Student Login

Video Tutorial
Get started

9 Create your GMetrix student profile
In GMetrix, you will practice your skills in a simulated testing
environment.



https://www.youtube.com/watch?v=P0PKm_MjrNc&feature=youtu.be
https://www.gmetrix.net/
https://youtu.be/H1w5fVEJdeY?t=269
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Create your GMetrix Account Want more information

Watch a
Create your student profile in GMetrix to gain access to your practice tests. Video Tutorial

Click on GMetrix Desktop Icon: User Name:
This will open up the GMetrix Sign in Use your student email address as
window. your username. It is unique to you

and easy to remember.

!
i

GMetrix

5M5e

User Registration

Welcome! - -
Please ensure that the contact information provided is correct. G ‘ M ETRIX

Note: Your personal information will be kept confidential.

./’\
G METRIX

Skills Management System

Personal Info Account Information

lUsername [First Name: Erjail Address:

l Password l l Last Name: Username
[English v Password:
lSeIecl a Country lPassword Don't forget your
“ password!
lSeIecl a State/Province l Confirm Password:
Sign up here: Forgot your password?
Click the “Sign up here!” link No account? Sign up here! lStudent Number: l lWho is your favorite actor?
to create your student prOflle' OR (Student Number - Enter if required by Instructor)
l Secret Answer:
Sign in with an existing provider.
D accept the terms of the GMetrix License Agreement Accept the Terms:

Don't forget to click

P .
— this box.
.. “ * Required Information

-"ﬂ Go to Administrator Portal

(2]



https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/H1w5fVEJdeY?t=267
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Unlock your Practice Tests

To unlock your practice tests, enter in your GMetrix access code provided below.

Enter in Your Access Code:
XXXXX-CCIDemo-xXxxxx

= G METRIX TestTest2 Vv

Start New Test

Redeem:

This will unlock the
practice tests and
open the window
Or select one of the tiles below for a free trial! 1) S 01 RS,
Books You are now linked
to your student
group and your

ﬂ teacher. Please
. follow their
MOS Practice Test Trial Online Practice Test Trial Course Trial instructions for

when to start the
tests.

Db If you havefan access code, enter it here
XXXXX-CCIDemo-xxxxx

Access codes can be obtained from an instructor, or purchased from wwwi.gmetrix.com

Tests

Courses

Redeem



https://support.jasperactive.com/support/discussions/topics/36000005307
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Navigating your Student Dashboard

GMetrix offers a simple navigation menu.

Start New Test:
Anytime you want to start a new test click on
“Start New Test".

Tests:
By click on the word “Tests” the dropdown menu
will appear.

Clicking on “Saved Tests” will allow you start a test
that you have already saved.

Clicking on “Completed Tests” will show you your
progress.

Redeem Key:
If your teacher gives you a new access code, you
need to click on this key to enter it in.

For example: if you are in two different classes
and each teacher gives you an access code for
their course, you would redeem the second
access code with this "Redeem” blue key.

G METRIX

Start New Test

Dashboard

Saved Tests

Completed Tests

Courses

Redeem

=

o % Incognito

[ Other bockmarks

My Account

English  w

Help

Download

User Guide

Log Out

Want more information?
Watch a
Video Tutorial

YOUR NAME Right hand corner:
Clicking on your name in the right hand corner
of the screen will open up this profile menu.

Download:

To work at home on Microsoft Office
applications, you need to download the
software. Click on download here.

User Guide:

A ebook User Guide is accessible any time by
clicking here. You can also download your own
pdf copy.


https://support.jasperactive.com/support/discussions/topics/36000005307
https://youtu.be/H1w5fVEJdeY?t=312
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OVERVIEW Compass Set-up

There are 3 different software
applications in this certification

program. As 2 tuen;you will have O EEEESSESEie N uick Access

to create 3 different accounts:

. NO Access Code is needed
1. Jasperactive

2. GMetrix
3. Certiport/Compass g

This guide will help you set up your
accounts and show you how to get
started.

Alternative Registration

If Compass is not downloaded
you can register online for your
home computer

Certiport Web Registration

Video Tutorial

You will also find helpful tips for Get started

quick access to resource
information. If you are using a
computer at home, you can access
all your programs from home.

Downloading Compass

Launching an Exam

Create your Compass/Certiport profile (Test Candidate)

All student create their own personal account with Certiport. This
account gives you access to take an official certification exam in
Compass (the testing software).

During COVID-19
There may be an opportunity to take a
certification exam at home. Ask your

teacher for the latest update.
March 20th, 2020


https://www.youtube.com/watch?v=P0PKm_MjrNc&feature=youtu.be
https://www.certiport.com/portal/Pages/Registration.aspx
https://youtu.be/CN5F1LPFDrc?t=107
https://youtu.be/CN5F1LPFDrc?t=23
https://youtu.be/CN5F1LPFDrc?t=528
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Creating your Certiport/Compass Student Profile 1

This Certiport account will be your login information for both the Certiport website ‘ j
account and for accessing the Compass Testing Software

Testing Center Name (your institution):
Make sure your software is linked to your
district testing center!

Create an account now:
Start here by clicking “create an account

now.” This will launch the registration page.

HEY! Use your student email address as your
username.

CERT|PORT

A PEARSON VUE BUSINESS

. CCl Learning Solutions Inc. (90001083)

Welcome
Log in to take your exam

{* indicates a required field)

Username *

Password *

Forgot your username or password? | Cannot Access My Account

. Don't have an account? Create an account Now.

Test Candidate Support Test Candidate Support

Exam Tutorials Exam Tutorials .

Copyright @ 1996-202( i its affiliate{s). All rights reserved.

Close Window

Username & Password:

After you finish creating your personal
account, you'll be prompted to use that new
username and password to log into Compass.

Exam Tutorials:

This will take you to the Certiport website. You can
follow the links to the exam tutorials to see a pdf of
the exam instructions. The instructions will also be
provided at the start of all your exams, prior to the
timer starting.


https://support.jasperactive.com/support/discussions/topics/36000005307
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User Registration for Certiport/Compass f

Complete the following registration with Certiport. J

o
CERT|PORT

A PEARSON WUE BUSINESS

User Registration

5 Sections to fill in:

) . » Welcome to Certiport Preferred language: English r
The side menu will show you an orange
B B o o Account Setup T B - v
arrow to indicate which section you are ——@ TR e <-Select->
Working on. el e T Welcome to Certiport User Registration. This is the first step to accessing globally recognized certification exams and unlocking the
Profile many resources available to you.
Summary
CANDIDATE AGREEMENT
By accessing this website and checking the box below you understand and agree to the terms set forth in this Candidate ick Regi N G .d .
Agreement (“Agreement”). This Agreement is entered into by and between you as a test taker, Certiport, a business of NCS Qu“: e.g|St.rat|°n uide:
Pearson, Inc., and your testing program owner ("Test Sponsor”). This Agreement represents your understanding and For full directions on the
acceptance of Pearson VUE's Privacy Policy and Cookies Policy including the collection of your data and Certiport’s Terms of registration process, C“Ck on
Service, in conjunction with your acceptance of the policies and procedures as established by the Test Sponsor and our . , .
obligations to provide you process your test results. - Certl ort's UIde‘

I Agree * Certiport Privacy Statement

RAGHR M |

Enter the characters shown on the above image: *

Next: To avoid creating duplicate user accounts, you can verify that you have not previously registered with Certiport by using the Login
R q g Assistant.

After filling everything in, move to the

next screen by clicking the “next” [* indicates 2 required field)

button. o

Next - | | Cancel

> 2020 Certiport, a business of NCS Pearson, Inc. | Privacy and Cookies Policy | Sitemap » f

This website uses cookies. Continuing to use this website gives consent to cookies being used. For more information see our cookies policy.


https://support.jasperactive.com/support/discussions/topics/36000005307
https://certiport.pearsonvue.com/Support/PDFs/QRG-Test-Candidate-Registration.pdf
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