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Roles and Capabilities

Group Site

Administrator | Administrator Teacher

Register for a new account ®
Purchase RISE Up licenses and materials Qo o
Get quotes for future orders [ ] [ ]

Grant (allocate) licenses to third-party organizations and
teachers

Allocate licenses to affiliated sites

Allocate licenses to affiliated teachers

Assign courses and exams to students

Assign students to a site

Assign students to a teacher

Withdraw unused licenses

Set up partner sites

Set up teacher accounts

Set up student accounts individually or in batches

Manage your personal information

Change your password

Manage your organization's information

View information about your associated groups

View information about your associated sites

View information about your associated teachers

View information about your students @ ® ]



Group Site

Administrator | Administrator Teacher

Request accommodations for students @ @

Apply to be an in-person proctor ) (] ()

Proctor in-person exams o ®

See outstanding invoices o o

See your order history and past receipts [ ] o

See saved quotes o o

Contact Customer Support to.. ¢ Add additional < Add additional
administrators administrators
to your group or to your site
your sites

s Make changes

to sites and

teachers



Getting Started

Signing up as an organization:

1. Go to the signup page at https://RISEUp.kaleidolearning.com/signup.
2. Enter your organization’s information. Fields with an asterisk * are required.

If an organization with that tax ID number already exists, the system will pop up a
dialogue box indicating that and will not process the signup further. (Note: If you want to
add additional administrators for your organization, please contact the RISE Up
Customer Support team.)

RISE UP

Organization Registration

RISE Up is the NRF Feundation training and credentialing program that provides foundational employability skills to help people land jobs and get promoted in retail and beyand.

To become a RISE Up Training Partner O ization, please the information below.

[ organization Information
Name*

Organi

Organization Type*

Address Line 1*

Address Line 2

City* Province/State*

Country® Zip/Postal Code*
United States of America (the) v

Phone Number*

Website

Federal Tax ID*

Tax Exempt?*

NEXT -

Registration Page 1

w

Click NEXT in the lower right-hand corner to continue.

Enter your administrator’s primary contact information

5. If your billing contact is different from your primary contact, enter the billing contact’s
information. If the billing and primary contact are the same, check the box that says
“Same as Primary Contact”.

6. When you have entered all your information, click SUBMIT in the lower right-hand

corner.

&


https://riseup.kaleidolearning.com/signup

rrrrrrrrrrr

To become a RISE Up Training Partner O please the below.

1) Organization Information 2 Contact Information

LLLLLLLLL

Registration Page 2

7. Upon submitting the application, you have provisionally registered your organization in
the platform. The RISE Up team will review the application as soon as possible.

8. When your application is approved, we will send an email to the designated contact
person. The email will contain instructions on setting up a password and accessing the
login portal. In the rare event that the application is not approved, we will promptly notify
you via email, providing a detailed explanation.

Financial Set Up

The new RISE Up Platform is a new platform that is not affiliated with the previous platform,

Penn Foster. As such, your organization may need financial details for our company in

order to set us up and authorize us as a vendor for purchases. Two commonly requested

documents are included below, but If you have any additional financial questions or
requirements for your organization, please send your email to
mailto:Riseupaccounting@kaleidolearning.com.

1. Sole Source Letter: This letter is to confirm that Kaleidoscope is the sole authorized
vendor and sole supplier of the NRF Foundation RISE Up credentials. So purchases are
made directly from Kaleidoscope Learning.

If you need a copy of our Sole Source Letter, please click Sole Source Letter to
download it.

2. W-9 Form: Provides Taxpayer Identification Number and Certification.

If you need a copy of our W-9 form, please click W-9 form to download it.



mailto:Riseupaccounting@kaleidolearning.com
https://docs.google.com/document/d/1hoT55PWU5NYKfc26-hT44X2yviE3pITK/edit
https://www.irs.gov/pub/irs-pdf/fw9.pdf

Creating and Removing Other Administrators for Your
Organization

To add additional administrators to your organization or to remove administrators from your
organization, please contact the RISE Up Customer Support team and provide the following
information: your full name, email address and organization name, as well as the full name
and email address of the administrator you wish to add or remove.

Note that all administrators for your organization will have full access to the organizations’
connections, account information (including credit cards), and license information, as well as
all the permissions to purchase, allocate, and withdraw licenses for your organization.

Purchasing Licenses and Materials

The RISE Up platform provides the ability for you to purchase program
and exam licenses and materials.

1. Click PURCHASE OR PRICE LICENSES AND MATERIALS on the dashboard, or
select it from the menu in the upper-left corner to open the Purchase Licenses and
Materials page.

MR FOUNDATION
= RISE UP/PLATFORM

%’1 Your Licenses Your Your Your
1) and Materials Partners People E Reports
° PURCHASE OR PRICE LICENSES AND MATERIALS 1 e MANAGE ADMINS
° ALLOCATE LICENSES e ADD SITES e MANAGE TEACHERS ° CREATE NEW REPORT
e MANAGE LICENSES e MANAGE SITES e VIEW PROCTORS ° ‘OPEN SAVED REPORTS
© ASSIGN LICENSES TO STUDENTS © MANAGE STUDENTS
LICENSES PER SITE
fl‘é';ﬁg’g 124 ADMINS | 1 SAVED REPORTS  Q
123 School 9
UNALII-.I%(éﬁgEE[s) 110 Kaleidoscope 1 TEACHERS | 3
Kaleidoscope Site O
ALLOCATED LICENSES | 14 Teachers Lounge 4 PROCTORS |
Test Group o
ALLOCATED/NOT YET
KSSIGNED 14 Test Learning o STUDENTS | 9
Test Site (o]

ASSIGNED/NOT YET 0
USED

2. Select the ITEM(S) you would like to purchase.



= RISE UP|PLATFORM

w cart

Customer Service & Sales
SUBTOTAL: $0.00
ITEM QTY

Select... vl [ 20 I TAX: $0.00

2 SHIPPING: $0.00

Business of Retail: Operations & Profit
RiseUp TOTAL: $0.00
ITEM QTY

Select... v ‘

Retail Industry Fundamentals
ITEM QTY

Select... ol [ 20 =N

RiseUP

Warehouse, Inventory & Logistics

ITEM QTY

Select... R [ 20 I

SAVE QUOTE GO TO CHECKOUT

= RISE UP PLATFORM

E cart

Customer Service & Sales

. SUBTOTAL: $0.00
RISEUP

ITEM QTY

v Online Course & Exam - $115.00 L [ o0 J=Y TAX: $0.00

Textbook & Exam - $115.00 SHIPPING: $0.00
Textbook, Online Course & Exam - $166.00

Online Course - $65.00
| & Profit
Textbook - $65.00 TOTAL: $0.00

Instructor Guide - $265.00 QTY

Exam - $55.00 f‘ ‘ BE

RisEUP

Retail Industry Fundamentals

ITEM QTY

S -

Warehouse, Inventory & Logistics

ITEM QTY

Select... v [ 200 J=5

S i ==
Remote Proctor Exam - $65.00

3. Enter the QUANTITY of the items that you want to purchase.
4. Click ADD to add your selection to your cart. The selected licenses and materials should
be visible in your cart on the right-hand side.



UNDATION

= RISE UP IPLATFORM

E cart

Customer Service & Sales
SUBTOTAL: $0.00
ITEM QTY

Online Course & Exam - $115.00 oL DB TAX: $0.00

SHIPPING: $0.00

Business of Retail: Operations & Profit
TOTAL: $0.00

SAVE QUOTE GO TO CHECKOUT

ITEM QTY

Select... N [ 200 IS

Retail Industry Fundamentals
ITEM QTY

Select.. v [ o0 J°Y

RISEUP

Warehouse, Inventory & Logistics

RiseUP
ITEM QTY

(- I3

Select... v ‘

5. To purchase additional items, repeat steps 2 - 4.
6. Click GO TO CHECKOUT.

= RISEUP PLATFORM

wcm

Customer Service & Sales Customer Service & Sales

ONLINE COURSE & EXAM
ITEM QTY

Online Course & Exam - $115.00 v w BB
Busi; of Retail: O ions & Profit
Business of Retail: Operations & Profit TEXTBOOK & EXAM e
ITEM Qry ($135.00 EACH)
Textbook & Exam - $135.00 v 15 m B

SUBTOTAL: $3,175.00

Retail Industry Fundamentals TAX: $0.00
B QrY SHIPPING: $31.00
Select. v [ == ]=

TOTAL: $3,206.00

Warehouse, Inventory & Logistics

Slect.. > @5 6

7. On the Check Out page, select which payment method you’d like to use.



8.

a. If you'd like to use a previously saved credit card, select it from the first
drop-down menu.

b. If you'd like to add a new credit card, click ADD NEW CREDIT CARD. A dialog
box asking you for the details of your new credit card will appear.

i.  Fillin the credit card details.
i. If you'd like to set this card as your new default payment method, leave
the box checked. If not, uncheck the box.
iii. Click SAVE CARD to save your card details and proceed with your
purchase.

c. If you'd like to invoice a purchase order (PO) purchase to a previously saved
address, you can select it from the second drop-down menu.

d. If you'd like to invoice a purchase order (PO) purchase to a new billing address,
click ADD NEW PURCHASE ORDER (PO). A dialog box asking you for the PO
details will appear.

i.  Fillin the billing address and PO details.
ii. If you'd like to set this PO billing address as your new default billing
address, make sure the box is checked.
iii. Click SAVE CHANGES to save your purchase order details and move
forward with your purchase.

__ eerouNDATION
= RISE UP|/PLATFORM

w Check Out

< Back to Cart Order Summary:

Payment

Credit Card

Visa ending 4242 v

AADD NEW CREDIT CARD
7B

Purchase Order
Send to:

7Cc
Select a Purchase Order v PLACE ORDER
ADD NEW PO ADDRESS

Delivery 7D

Electronic items will appear in your account.

PO Number (optional):

Physical items will be sent to:

123 Street A New York New York v/

ADD NEW SHIPPING ADDRESS

If there are physical items (like textbooks) in your order, select or enter a delivery
address.
a. If a shipping address has already been entered for your account, you can select it
from the list.



b. If there aren’t any previously entered delivery addresses or if you want to use a
new one, click ADD NEW SHIPPING ADDRESS. A dialog box will open.

i.  Fillin the address details.

i.  Check if you want this to become your default shipping address.

ii.  Click SAVE.

9. Click PLACE ORDER to complete your purchase. Upon successful payment, online
courses and exams will be available immediately. You will receive an email confirmation
of your purchase. If you paid by purchase order, an invoice will also be available by

clicking % in the upper-right corner.

= RISE UP IPLATFORM

<Back to Cart
Payment
Credit Card
0} Visaending 4242 v ‘
ADD NEW CREDIT CARD
Purchase Order
Send to:
o Select a Purchase Order |
PO Number (optional):
ADD NEW PO ADDRESS
Delivery
Electronic items will appear in your account.
Physical items will be sent to: -
123 Street A New York New York v )
ADD NEW SHIPPING ADDRESS
8B

Order Summary:

SUBTOTAL: $3,175.00
TAX: $0.00

SHIPPING: $0.00

TOTAL: $3,175.00

o]

9

Your purchase has been completed.
You should receive a confirmation
email shortly.




Pricing Licenses and Materials (Creating Quotes)

The RISE Up platform lets you create and save a quote to get a total
cost for an order before proceeding with a purchase. You can then
download the quote to share it if you need to get approval for an order,
submit it for budgeting, or share with others in your organization.

1. Click PURCHASE OR PRICE LICENSES AND MATERIALS on the dashboard or select
it from the menu in the upper-left corner.

NAE FOUNDATION
= RISE UP/PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS 1 © MANAGE ADMINS

° ALLOCATE LICENSES e ADD SITES e MANAGE TEACHERS ° CREATE NEW REPORT
° MANAGE LICENSES e MANAGE SITES e VIEW PROCTORS ° OPEN SAVED REPORTS
© ASSIGN LICENSES TO STUDENTS © MANAGE STUDENTS
LICENSES PER SITE
CIRRENT 124 ADMINS | 1 SAVED REPORTS | O
123 School 9
UNALLOCATED Kaleidoscope 1
LICENSES 110 TEACHERS | 3
Kaleidoscope Site 0
ALLOCATED LICENSES | 14 Teachers Lounge 4 PROCTORS | 0
Test Group o
ALLOCATED/NOT YET
/(SSIGNED 14 Test Learning [ STUDENTS | 9
Test Site (o]

ASSIGNED/NOT YET 0
USED

2. Select the ITEMS you would like to add to your quote.



NRE FOUNDATION

= RISE UP|PLATFORM

Customer Service & Sales

RiseUs
ITEM QTY

Seloct.. J | o5

Business of Retail: Operations & Profit
ITEM QTY

e 10 @8

Retail Industry Fundamentals

ITEM QTY

Select... v [ 200 J=5

RiseUP

Warehouse, Inventory & Logistics
RiseUP

ITEM QTY

Select... < L= )

w Cart

SAVE QUOTE

SUBTOTAL: $0.00

TAX: $0.00

SHIPPING: $0.00

TOTAL: $0.00

‘GO TO CHECKOUT

= RISE UP|PLATFORM

Customer Service & Sales
ITEM QTY
v Online Course & Exam - $115.00 11 ‘ m 5
Textbook & Exam - $115.00
Textbook, Online Course & Exam - $155.00
Online Course - $65.00
Textbook - $65.00 | & Profit
Instructor Guide - $265.00 QTY
Exam - $55.00 .
Exam Retest - $25.00
Remote Proctor Exam - $65.00

. Retail Industry Fundamentals
_:Ls::“ ITEM QTY

F et J | [ I8

Warehouse, Inventory & Logistics
ITEM QTY

Select... o [ a0 ]

w Cart

SAVE QUOTE

SUBTOTAL: $0.00

TAX: $0.00

SHIPPING: $0.00

TOTAL: $0.00

GO TO CHECKOUT

3. Enter the QUANTITY of the item you would like to add to your quote.
4. Click ADD to add that program to your cart.



P |PLATFORM

e
Customer Service & Sales
RisEUR SUBTOTAL: $0.00
ITEM QTY

Online Course & Exam - $115.00 oL DB TAX: $0.00
SHIPPING: $0.00
Business of Retail: Operations & Profit

ITEM QTY

Seloct.. J | o5

TOTAL: $0.00

Retail Industry Fundamentals
ITEM QrY

Seloct.. . o5

RiseUP

Warehouse, Inventory & Logistics

RisEUP

ITEM QTY

Select... v ‘7 [ o0 ]

5. To add additional programs, repeat steps 2-4.
6. Click SAVE QUOTE.

= RISE UP PLATFORM

'WCM

Customer Service & Sales Customer Service & Sales
ONLINE COURSE & EXAM
ITEM QTY $1,150.00 e
Online Course & Exam - $115.00 v 10 ma ($115.00 EACH)
Business of Retail: Operations & Profit
Business of Retail: Operations & Profit TEXTBOOK & EXAM .
ITEM Qry ($135.00 EACH)
Textbook & Exam - $135.00 v s BB
SUBTOTAL: $3,175.00
Retail Industry Fundamentals TG 9000
ITEM QrY SHIPPING: $31.00
Select.. v [ = ]=Y

TOTAL: $3,206.00

Warehouse, Inventory & Logistics

Saet. . @s 6

7. Enter a name for the quote.



8. Click Save.

Please provide a name for this quote:
Quote_Name|

Purchasing Licenses and Materials from a Saved Quote

Once you've saved a quote, you can come back to it at any time to
purchase the items.

1. Click the Quotes icon EL in the upper-right corner of any page to open the Manage
Quotes page.



— RISE UP|PLATFORM

e PURCHASE OR PRICE LICENSES AND MATERIALS ° MANAGE ADMINS
© ALLOCATE LICENSES © ADD SITES © MANAGE TEACHERS © CREATE NEW REPORT
© MANAGE LICENSES © MANAGE SITES © VIEW PROCTORS © OPEN SAVED REPORTS
e ASSIGN LICENSES TO STUDENTS ° MANAGE STUDENTS
LICENSES PER SITE
ﬁ‘é‘;‘,‘é’g 124 ADMINS ' 1 SAVED REPORTS | 0
123 School 9
UNALll_.%éﬁ';EEg 110 Kaleidoscope 1 TEACHERS ' 3
Kaleidoscope Site 0
ALLOCATED LICENSES | 14 Teachers Lounge 4 PROCTORS
Test Group o
ALLOCATED/NOT YET
KSSIGNED 14 Test Learning [+] STUDENTS O
Test Site (o]
ASSIGNED/NOT YET 0
USED

2. Identify the quote you would like to purchase; you can click on the quote icon to see the
details for that quote.

3. Once you've identified the quote, click the cart icon for that quote. The Purchase or Price
Licenses and Materials page will open, with the items from the quote in the cart.

= RISE UP|PLATFORM

QUOTE * DATE CREATED

Quote1 6/23/2023 w

Quote 2 6/23/2023 g 2w

4. Make any adjustments to the items in the cart.
5. Click GO TO CHECKOUT.



= RISE UP PLATFORM

Rise

Fise

\/ Select...

_~"\._ Warehouse, Inventory & Logistics
Rise

N Select...

Purchase Licenses and Materials o7 con

-\ Customer Service & Sales Customer Service & Sales

ONLINE COURSE & EXAM

Business of Retail: Operations & Profit
TEXTBOOK & EXAM

~"~._ Business of Retail: Operations & Profit

"\ Retail Industry Fundamentals
Rise

6. On the Check Out page, select the payment method you’d like to use.

a.

If you'd like to use a previously saved credit card, select it from the first
drop-down menu.
If you'd like to add a new credit card, click ADD NEW CREDIT CARD. A dialog
box asking you for the details of your new credit card will appear.
i.  Fillin the credit card details.
ii. If you'd like to set this card as your new default payment method, leave
the box checked. If not, uncheck the box.
ii.  Click SAVE CARD to save your card details and move forward with your
purchase.
If you'd like to invoice a purchase order (PO) purchase to a previously saved
billing address, you can select it from the second drop-down menu.
If you'd like to invoice a purchase order (PO) purchase to a new billing address,
click ADD NEW PURCHASE ORDER (PO). A dialog box asking you for the PO
address will appear.
i.  Fillin the billing address and PO details.
ii. If you'd like to set this PO billing address as your new default billing
address, make sure the box is checked.
iii. Click SAVE CHANGES to save your purchase order details and move
forward with your purchase.




P IPLATFORM

< Back to Cart Order Summary:

Payment
SUBTOTAL: $3,175.00
Credit Card

TAX: $0.00
® Visaending 4242 v

ADD NEW CREDIT CARD
6B

SHIPPING: $0.00

TOTAL: $3,175.00
Purchase Order
Send to:

6C
e} Select a Purchase Order PLACE ORDER
PO Number (optional):
ADD NEW PO ADDRESS

Delivery 6D
Electronic items will appear in your account.

Physical items will be sent to:

123 Street A New York New York v

ADD NEW SHIPPING ADDRESS

7. If there are physical items (like textbooks) in your order, select or enter a delivery
address.
a. If a shipping address has already been entered for your account, you can select it
from the list.
b. If there aren’t any previously entered delivery addresses or if you want to use a
new one, click ADD NEW SHIPPING ADDRESS. A dialog box will open.
i.  Fillin the address details.
ii.  Check if you want this to become your default shipping address.
ii. Click SAVE.
8. Click PLACE ORDER to complete your purchase. Online courses and exams will be
available immediately. You will receive an email confirmation of your purchase. If you

paid by purchase order, an invoice will also be available by clicking B in the upper-right
corner.



= RISE UP PLATFORM

Order Summary:

SUBTOTAL: $3,175.00

TAX: $0.00

SHIPPING: $0.00

TOTAL: $3,175.00

Electronic items will appear in your account.

Physical items will be sent to:

< Back to Cart

Payment
Credit Card

® Visa ending 4242 v‘
Purchase Order
Send to:

o [ Select a Purchase Order v |
PO Number (optional):

Delivery

123 Street A New York New York ’

ADD NEW SHIPPING ADDRESS

PLACE ORDER

Your purchase has been completed.
You should receive a confirmation
email shortly.

9. If you'd like, you can return to Manage Quotes and delete the quote now that you have

purchased it.

PLATFORM

DATE CREATED

Quote1 6/23/2023

Quote 2 6/23/2023




Paying an Invoice

If you’ve made a purchase with a Purchase Order (PO), an invoice will
be sent to you by email. You can also access the invoice on the Manage

Invoices page.

1. Click the Invoices icon % in the upper-right corner of any page to open the Manage

Invoices page.

= RISE UP|PLATFORM

© ALLOCATE LICENSES
© MANAGE LICENSES
© ASSIGN LICENSES TO STUDENTS

CURRENT
LICENSES 124

UNALLOCATED
LICENSES 110

ALLOCATED LICENSES | 14

ALLOCATED/NOT YET 14
ASSIGNED

ASSIGNED/NOT YET 0
USED

© PURCHASE OR PRICE LICENSES AND MATERIALS

© ADD SITES
© MANAGE SITES

LICENSES PER SITE
123 School
Kaleidoscope
Kaleidoscope Site
Teachers Lounge
Test Group
Test Learning

Test Site

© MANAGE ADMINS
© MANAGE TEACHERS
© VIEW PROCTORS
© MANAGE STUDENTS

ADMINS

TEACHERS

PROCTORS

STUDENTS

O O O » O = o

© CREATE NEW REPORT
© OPEN SAVED REPORTS

SAVED REPORTS | O

2. ldentify the invoice you would like to review or pay.
3. Click on the invoice to see the full invoice.

PLATFORM

INVOICE DATE CREATED

AMOUNT DUE

Order # 1059

5/22/2023

$575.00

STATUS

Order # 1069

6/7/2023

$325.00

Order # 1151

6/21/2023

$580.00




4. Remit payment by mailing a check to the address listed or via wire transfer sending to
the account details noted on the invoice.

Allocating Licenses

After licenses are purchased or allocated to you, you can allocate them
to your sites or teachers. This allows them to assign the courses or
exams to their students. You will be able to see the status of these
licenses, and you can withdraw unused licenses from the organizations
if needed.

Allocating multiple licenses of the same kind can be done from the
Allocate Licenses page. Allocating a selection of specific licenses can be
done from the Manage Licenses page.

Before you can allocate licenses to a site or a teacher, you need to add
that site or teacher first. You can do that by following the process for
Adding Sites or Adding Teachers, and you can check the Manage Sites
and Manage Teachers pages to confirm that you are connected to the
site or teacher you want to allocate to.

To allocate multiple licenses:

1. Click ALLOCATE LICENSES on the dashboard in the first column under Your Licenses
and Materials, or select it from the menu in the upper-left corner. You can also click GO
TO LICENSE ALLOCATION from the Manage Licenses Page.



= RISEUP PLATFORM

© PURCHASE OR PRICE LIC=NSES AND MATERIALS
© ALLOCATE LICENSES 1

© MANAGE LICENSES

© ASSIGN LICENSES TO STUDENTS

CURRENT
Licenses 159

UNALLOCATED LICENSES | 142
ALLOCATED LICENSES | 17
ALLOCATED/NOT YET 14

ASSIGNED

ASSIGNED/NOT YET USED | 3

© ADD SITES.
© MANAGE SITES.

© MANAGE ADMINS
© MANAGE TEACHERS
© VIEW PROCTORS
© MANAGE STUDENTS

LICENSES PER SITE ADMINS
123 School 9

TEACHERS
Kaleidoscope 1
Kaleidoscope Site 0

PROCTORS
Teachers Lounge 4
Test Group o STUDENTS
Test Learning o
Test Site [+]

31

© CREATE NEW REPORT
© OPEN SAVED REPORTS.

SAVED REPORTS | O

2. On the Allocate Licenses page, select the course name and license type you would like

to allocate.

= RISE UP PLATFORM

Available Licenses
COURSE 2

Select

TYPE

Select

2

3. Click SEARCH to find the number of licenses available to allocate.




UP | PLATFORM

Available Licenses
COURSE TYPE
Customer Service & Sales v |Exam

4. Enter the number of licenses you’d like to allocate in the Number field. You can only
allocate up to as many licenses that are shown as available in the search results.

RISE UP |PLATFORM

Available Licenses
COURSE TYPE
Customer Service & Sales v Exam v w
AVAILABLE LICENSES FOR CUSTOMER SERVICE & SALES - EXAM
1 TOTAL
LICENSES
ALLOCATE LICENSES:

Number ‘ TO  Select Recipient

4

M ALLOCATE



P |PLATFORM

Available Licenses

COURSE TYPE

Customer Service & Sales v Exam v @

AVAILABLE LICENSES FOR CUSTOMER SERVICE & SALES - EXAM

1 TOTAL
LICENSES

ALLOCATE LICENSES:
3 ‘ TO Select Recipient o
4

5. Select the site or teacher that you wish to allocate the licenses to from the Select
Recipient drop-down menu.

= RISE UP PLATFORM

Available Licenses

COURSE TYPE

Customer Service & Sales v Exam v m

AVAILABLE LICENSES FOR CUSTOMER SERVICE & SALES - EXAM
1 TOTAL
LICENSES

ALLOCATE LICENSES:

‘ 3 ‘ LB~ Academy D - Uptown 5

Academy A
Academy A - Location 2
Academy B
Academy C
Academy C - Location 2
Academy C - Location 3
Academy D
Academy E
Academy E - Location 2
Academy E - Location 3



6. Click ALLOCATE to allocate those licenses to the selected recipient.

Available Licenses

COURSE TYPE

Customer Service & Sales v Exam v
AVAILABLE LICENSES FOR CUSTOMER SERVICE & SALES - EXAM
10 [censes
ALLOCATE LICENSES:
‘ 3 TO IAcademy D - Uptown vl .

7. A dialog box confirming that the licenses have been successfully allocated will appear.
Click OK to return to the Allocate Licenses page. These licenses will be deducted from
your available licenses and will be available to the recipient immediately, and they will

still appear in your list on the Manage Licenses page in case you want to withdraw them
or check their status.

Licenses allocated successfully.




To allocate specific licenses:

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left
corner.

= RISE UP|PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS © MANAGE ADMINS
© ALLOCATE LICENSES © ADD sITES © MANAGE TEACHERS © CREATE NEW REPORT
© MANAGELICENsEs 1 © MANAGE SITES © VIEW PROCTORS © OPEN SAVED REPORTS

© ASSIGN LICENSES TO 51UDENTS © MANAGE STUDENTS

CURRENT 159

LICENSES LICENSES PER SITE ADMINS | 1 SAVED REPORTS |
123 School 9
UNALLOCATED LICENSES | 142 TEACHERS | 3
Kaleidoscope 1
Kaleidoscope Site 0
ALLOCATED LICENSES | 17 PROCTORS | 0
Teachers Lounge 4
ALLOCATED/NOT YET Test Grou o
AsSIGNED | 14 P STUDENTS | 31
Test Learning (]
ASSIGNED/NOT YET USED | 3 Test Site o

2. On the Manage Licenses page, identify and select the license(s) you want to allocate.



= RISE UP|PLATFORM

© SHOW/HIDE FIELDS Y FiLter [=7 OPEN TEMPLATE [) SAvE TEMPLATE (=] save as poF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
@ csv FoR EXCEL
€ WITHDRAW SELECTED LICENSES (® ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
0 licenses selected 0 licenses selected 0 licenses selected

D+ COURSE/EXAM TYPE GROUP TEACHER EXP. DATE STATUS o

O o 2232 Customer Service & Online Course Hang's Test Group N/A 06/18/24  Unassigned @

O o2 2233 C“"“'“s':lf:“’i“ & Online Course Hang's Test Group N/A 06/18/24  Unassigned @

O os 2234 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O oa 2235 Cstomer Sezvico Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned
O os 2236 C“"“'“s':ﬁ:"i“ & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O o6 2237 Crstomer.Secvico Online Course Hang’s Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O o7 2238 Customer Service & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned
O os 2239 C““‘"“s‘:lf:"‘“ & Online Course Hang’s Test Group Kaleidoscope 06/18/24  Allocated/Unasiggned
O oo 2240 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O 10 2241 Crstomer Sarvico ke Online Course Hang's Test Group N/A 06/18/24 | Unassigned @
On 2952 C““’“"'s':lf:“’m & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

0 12 2253 Crstomer Seryicok Exam Hang’s Test Group N/A 06/18/24  Unassigned @

0 1 2254 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O 14 2255 C““‘““s‘:lf:""“’ & Exam Hang’s Test Group N/A 06/18/24  Unassigned @
015 2256 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @

0 16 2257 CRsomar Sevice & Exam Hang’s Test Group N/A 06/18/24 | Unassigned @

[ R ——— Customer Service & -~ o~ - ‘- e PRSP -

To help you find the licenses, you can:

e Use the SHOW/HIDE FIELDS feature to see more or less about each license;

e Use FILTER to help narrow down the list of licenses; and

e Click on the column headings to sort the list of licenses
Click on the checkbox in the far left column for each license you wish to select. The
number of licenses selected is displayed below the menu option.



RISE UP | PLATFORM

© SHOW/HIDE FIELDS Y FILTER [/ OPEN TEMPLATE [} saVE TEMPLATE (= save as poF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
© csv For ExceL
@ WITHDRAW SELECTED LICENSES (@ ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
3 licenses selected 3 licenses selected 3 licenses selec
D 4 COURSE/EXAM TYPE GROUP TEACHER EXP. DATE STATUS
o 2232 Customer Service & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
02 2233 CustomerSorsise & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @
03 2234 Customer Service & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
O oa 2235 Castomer Sosvise & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O os 2236 C““""'s':lif""i“ & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasgggned
O o6 2237 CstnerSossise 4 Online Course Hang’s Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O o7 2238 Customer Service & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O os 2239 C“"""'s':li:”‘“ - Online Course Hang's Test Group Kaleidoscope 06/18/24  Allocated/Unasgggned
O oo 2240 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @
O 10 2241 Cstomer Sesise & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @
On 2252 Customer Service & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
0 12 2253 Ot forsise Exam Hang’s Test Group N/A 06/18/24  Unassigned @
O 13 2254 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @
O 1 2255 CrstomerSessise & Exam Hang's Test Group N/A 06/18/24 | Unassigned @
O 15 2256 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @
O 16 2257 Customer Service & Exam Hang’s Test Group N/A 06/18/24  Unassigned @

. Customer Service & PR [, [N

J
i

Click ALLOCATE SELECTED LICENSES. A dialog box will open with a list of all the
sites and teachers your organization is connected to.

= RISE UP| PLATFORM

© SHOW/HIDE FIELDS FILTER [/ OPEN TEMPLATE [} save TEMPLATE [=] save as por DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied e oV FOR EXCEL
@ WITHDRAW SELECTED LICENSES (@ ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © 5O TO LICENSE ALLOCATION
3 licenses selected 3 licenses selected 3 licenses selected
D+ COURSE/EXAM TYPE GROUP sITE TEACHER EXP. DATE staus | @
2232 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned | @
77. 2 2233 CustoanerSersise & Online Course Hang’s Test Group N/A ‘ 06/18/24 | Unassigned | @

2234 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O oa 2235 Gzt Online Course Hang’s Test Group Teachers Lounge ‘ 06/18/24 | Allocated/Unasgggned

O os 2236 Customer Service & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unnsyggned

O o6 2237 Customer Service & Online Course Hang’s Test Group Teachers Lounge ‘ 06/18/24 | Allocated/Unasiggned

O o7 2238 C“"""'s':lff“’i“ & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O os 2239 C“‘"’"'s':lfj"‘"“ & Online Course Hang’s Test Group Kaleidoscope ‘ 06/18/24 | Allocated/Unnsyggned

O oo 2240 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O 10 2241 c“"""'s‘:lfj“’l“ & Online Course Hang’s Test Group N/A ‘ 06/18/24 | Unassigned @

O n 2252 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O 12 2253 Customer Service & Exam Hang’s Test Group N/A ‘ 06/18/24 | Unassigned @

O 13 2254 c““""'s‘:lf:"i“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O 1 2255 Customer Service & Exam Hang’s Test Group N/A ‘ 06/18/24 | Unassigned @

O s 2256 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O 16 2257 c“""“'s‘:lf:"‘"“ & Exam Hang's Test Group N/A ‘ 06/18/24 | Unassigned @




4. Select the site or teacher you’d like to allocate the licenses to from the drop-down menu.
You can only allocate licenses to one recipient at a time, so if you want to allocate
additional licenses to a different location, simply go back to the Manage Licenses page
and repeat this process.

Allocate 3
Selected Licenses to

CANCEL Jll ALLOCATE

Belect from the list below, or start typing a name:

123 school

|

Kaleidoscope

Kaleidoscope Site

Teachers Lounge

Test Group




Click ALLOCATE. These licenses will be available to the recipient immediately, and they
will still appear in your list on the Manage Licenses page in case you want to check their
status or withdraw them.

Allocate 3

Selected Licenses to 128 school x

5

RISE UP  PLATFORM

© SHOW/HIDE FIELDS Y FiLter [ OPEN TEMPLATE [} save TEMPLATE (=] save as poF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
© csv For ExcEL
(@ WITHDRAW SELECTED LICENSES (® ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
0 licenses selected 0 licenses selected 0 licenses selected
D+ COURSE/EXAM TYPE GROUP siTe TEACHER EXP. DATE ()
O o 2232 C“"“'“s“:lfj"i“ & Online Course Hang’s Test Group 123 school 06/18/24 | Allocated/Unasgggned
O oz 2233 Cstomer Serzicodt Online Course Hang’s Test Group 123 school 06/18/24 ‘ Allocated/Unasiggned
O o3 2234 C“"‘"“s‘:lf:""i“ 2 Online Course Hang’s Test Group 123 school 06/18/24 | Allocated/Unasiggned
O oa 2235 Gt Online Course Hang’s Test Group Teachers Lounge 06/18/24 ‘ Allocated/Unasiggned
O os 2236 C""‘""s'_']f:"‘"“ & Online Course Hang’s Test Group Teachers Lounge 06/18/24  Allocated/Unasgggned
O o6 2237 C“"‘"“;:lf:“’i" & Online Course Hang's Test Group Teachers Lounge 06/18/24 ‘ Allocated/Unasgggned
O o7 2238 Customer Service & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned
O o8 2239 Customer Service & Online Course Hang's Test Group Kaleidoscope 06/18/24 ‘ Allocated/Unasiggned
O o9 2240 c“"’“"‘se:lf:""i" & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @
O 10 2241 Cetomen Seericel Online Course Hang’s Test Group N/A 06/18/24 ‘ Unassigned | @
O n 2252 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @
O 12 2253 Cestomer Sexrice R Exam Hang’s Test Group N/A 06/18/24 ‘ Unassigned | @
0 13 2254 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @
0 1 2255 Customer Service & Exam Hang's Test Group N/A 06/18/24 ‘ Unassigned @
O s 2256 Customer Service & Online Course Hang’s Test Group N/A 06/18/24  Unassigned @
O 16 2257 CRtomerSevice® Exam Hang’s Test Group N/A 06/18/24 ‘ Unassigned @
M oam aare Customer Service & PRV S——. Vel e e ar/a acnaina e Y -




Assigning Licenses to Students

After licenses are purchased or allocated to you, you can assign them to
students. This allows students to access the courses and exams. You
will be able to see the status of these licenses, and you can withdraw
unused licenses from students if needed.

Assigning Licenses can be done in two ways:

e You can select a specific license from the Manage Licenses page to
assign to a student.

e You can select a student from the Manage Students list and assign
them to a program (license).

To assign a specific license to a student:

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left
corner.

= RISE UP|PLATFORM

g‘j Your Licenses Your Your Your

£l and Materials Partners People Reports
© PURCHASE OR PRICE LICENSES AND MATERIALS © MANAGE ADMINS
© ALLOCATE LICENSES © ADD SITES © MANAGE TEACHERS © CREATE NEW REPORT

© MANAGELICENSES 1 © MANAGE SITES © VIEW PROCTORS © OPEN SAVED REPORTS
© ASSIGN LICENSES TO 51UDENTS © MANAGE STUDENTS

CURRENT 159

LICENSES LICENSES PER SITE ADMINS | 1 SAVED REPORTS | O
123 School 9
UNALLOCATED LICENSES | 142 TEACHERS | 3
Kaleidoscope 1
Kaleidoscope Site 0
ALLOCATED LICENSES |17 PROCTORS | 0
Teachers Lounge 4
ALLOCATED/NOT YET Test Group o
ASSIGNED 14 STUDENTS | 31
Test Learning o
ASSIGNED/NOT YET USED | 3 Test Site o

2. On the Manage Licenses page, identify the license you’'d like to assign to a student.



= RISE UP|PLATFORM

© SHOW/HIDE FIELDS Y FILTER [~/ OPEN TEMPLATE [£) save TEMPLATE SAVE AS PDF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
9 CSV FOR EXCEL
@ WITHDRAW SELECTED LICENSES (® ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
0 licenses selected 0 licenses selected 0 licenses selecte
0 D+ COURSE/EXAM TYPE GROUP SITE TEACHER EXP. DATE stats @
O o 2232 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @
O o2 2233 ‘ C“’“""s':ﬁ:"i“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @
1 O o3 2234 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @
O oa 2235 ‘ Costamar Service & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasgggned
O os 2236 C“’*“"‘;_’ﬁ:“’“‘" & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasgggned
O o6 2237 ‘ Customer Service & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned
O o7 2238 C“““""s‘:lf:""i“ & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unnsyggned
O os 2239 ‘ C“"‘""S'_’li:""'”’ o Online Course Hang's Test Group Kaleidoscope 06/18/24 | Allocated/Unnsyggned
O oo 2240 C““"'";:li:""i“ & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned | @
O 10 2241 ‘ CistomenSecyicod Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @
O u 2252 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned | @
O 12 2253 ‘ Customer Service & Exam Hang's Test Group N/A 06/18/24 | Unassigned | @
(@7 2254 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @
0 1 2255 ‘ Customer Service & Exam Hang's Test Group N/A 06/18/24 | Unassigned | @
(@)Y 2256 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @
O 16 2257 ‘ Cosomer Sepico Exam Hang's Test Group N/A 06/18/24 | Unassigned | @

To help narrow down your search, you can:

e Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each license, helping you determine which license you would like
to assign to the student;

e Use the FILTER feature to search for specific licenses based on criteria such as
Program or Type; and

e Click on the column headings to sort the list of licenses.

Click on the checkbox in the far left column for each license you wish to select. The
number of students selected is displayed below ASSIGN SELECTED LICENSES TO
STUDENTS.



@ 1D NUMBER

8 SITE

@ COURSE/EXAM

@ TEACHER

@ TYPE

(O PURCHASE DATE
O FUNDER

@ EXPIRATION DATE
B GROUP

@ STATUS

Course

(O CUSTOMER SERVICE & SALES

O RETAIL INDUSTRY FUNDAMENTALS

(O BUSINESS OF RETAIL: OPERATIONS & PROFIT
(O WAREHOUSE, INVENTORY & LOGISTICS

Type

(O ONLINE COURSE O EXAM (O RETAKE EXAM

Funder
SEE ALL

Group

SEE ALL
(O HANG’S TEST GROUP

CLEAR FILTERS CANCEL APPLY




= RISE UP IPLATFORM

© SHOW/HIDE FIELDS Y FiLTer [/ OPEN TEMPLATE [) SAVE TEMPLATE (=] save as poF DOWNLOAD AS
8/11 fields shown - 159 licenses shown o filters applied
O csv For ExcEL
€ WITHDRAW SELECTED LICENSES (® ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
3 licenses selected 3licenses selected 3licenses selected

D COURSE/EXAM TYPE GROUP SITE TEACHER EXP. DATE STATUS

o ‘ 2232 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

¢ 2 2233 C“"""'s‘:ﬁ:"‘"“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

03 ‘ 2234 C"‘“’"'S‘:lf:""““ & Online Course Hang’s Test Group N/A 06/18/24 Unassigned @
Io 04 2235 Cormrl X Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O os 2236 C“"""‘s':lff“"“ & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasyggns

O o6 2237 CistoerSecsise & Online Course Hang’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O o7 2238 Customer Service & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O os 2239 c“"""'s':lzf"'l“ & Online Course Hang's Test Group Kaleidoscope 06/18/24 | Allocated/Unasgggned

O o9 2240 C"'“’"'s‘:lf:""i“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O 10 2241 Gt 20 Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O n 2252 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned | @

0 12 2253 ChstoerSecvice & Exam Hang's Test Group N/A 06/18/24 | Unassigned | @

O 13 2254 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

0 1 2255 Crim i Exam Hang’s Test Group N/A 06/18/24 | Unassigned | @

015 2256 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O 16 2257 G0, Exam Hang’s Test Group N/A 06/18/24 | Unmassigned @

Click ASSIGN SELECTED LICENSES TO STUDENTS. A dialog box will appear
showing the available students.

= RISEUP PLATFORM

© SHOW/HIDE FIELDS [= OPEN TEMPLATE [£) save TempLATE [ save as poF DOWNLOAD AS
8/m

ds shown - 159 licenses shown

© csv ForExceL

© WITHDRAW SELECTED LICENSES (@ ALLOCATE SELECTED LICENSES 3 % ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
3 licenses selected Slicens cted 3licenses selected
D COURSE/EXAM TYPE GROUP SITE TEACHER EXP. DATE staus @

o1 2232 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

02 2233 Gt Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @

03 2234 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned @

O oa 2235 Ctoer. Secvise & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned
] O os 2236 C“““"‘s‘:lf:"‘"“ & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O o6 2237 C“"""'s':lfl"‘"“ & Online Course Hang's Test Group Teachers Lounge 06/18/24 | Allocated/Unasyggned

0O o7 2238 Customer Service & Online Course Hang'’s Test Group Teachers Lounge 06/18/24 | Allocated/Unasiggned

O os 2239 c““""‘se:lfs""‘“ - Online Course Hang's Test Group Kaleidoscope 06/18/24 | Allocated/Unasgggned

O o9 2240 C“"""'s':lff“’i“ & Online Course Hang's Test Group N/A 06/18/24 | Unmassigned | @

0 10 2241 CastnerSarvice & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O n 2252 Customer Service & Online Course Hang's Test Group N/A 06/18/24 | Unassigned | @

O 12 2253 C““""'s':lfl"‘"“ & Exam Hang's Test Group N/A 06/18/24 | Unassigned @

0 13 2254 Customer Service & Online Course Hang’s Test Group N/A 06/18/24 | Unassigned | @

O 14 2255 G X Exam Hang's Test Group N/A 06/18/24 | Unassigned | @

O s 2256 C“‘“’"‘;:lf_""i“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O 16 2257 Cistomer Service & Exam Hang’s Test Group N/A 06/18/24 | Unassigned | @




Assign3

Selected Lt o Select from the list below, or start typing a name:

Assign Students to Teacher

(opti Select from list below, or start typing a name:

4. Select the student’s name from the list, or start typing part of the student’s name and
then select it.

Additionally, you have the option to assign students to teachers from this same dialog
box. If you'd like to do this, select the teacher’s name from the list, or start typing part of
the teacher’s name and then select it.



Assign3

Selected Licenses to A

Allan Roy Villas

Assign Students to Teacher
tional
(optional) Ozzy §

tesaa tesataa
juanna winchester

Jem Martin

5. Click APPLY.

Assign3

Selected Licenses to Allan Roy Villas

Assign Students to Teacher

(optional) Select from list below, or start typing a name:




6. A dialog box confirming that the students have been successfully assigned to the
program (license). Click OK to return to the Manage Licenses page. The license will be
immediately available for the student.

The license has been assigned

To assign a student to a program (license):

1. Click MANAGE STUDENTS on the dashboard, or select it from the menu in the
upper-left corner.

= EISE UP PLATFORM

© ALLOCATE LICENSES © ADD SITES © MANAGE TEACHERS © CREATE NEW REPORT

CURRENT
Licenses 159 LICENSES PER SITE ADMINS ' 1 SAVED REPORTS ()
123 School
UNALLOCATED LICENSES | 142 TEACHERS 3
Kaleidoscope
! i
ALLOCATED LICENSES | 17 Kaleidoscope Site PROCTORS 0

Teachers Lounge
ALLOCATEDA/:SOl;’:EE'DI' 14 Test Group STUDENTS 30

Test Learning

© 0 0 » 0 =~ ©

ASSIGNED/NOT YET USED | 3 Test Site




2. On the Manage Students page, identify one or more students to whom you’d like to
assign a license. To help narrow down your search, you can:

e Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each student, helping you determine which students you want to
assign licenses to;

e Use the FILTER feature to search for specific students based on criteria such as
Course or Group; and

e Click on the column headings to sort the list of students.

Click on the checkbox in the far left column for each student you wish to select. The
number of students selected is displayed below ASSIGN SELECTED STUDENTS TO
PROGRAM.



= RISE UP PLATFORM

© SHOW/HIDE FIELDS Y FiLTER [~/ OPEN TEMPLATE [ sAvE TEMPLATE [ save as PoF DOWNLOAD AS
6/6 fields shown - 30 students shown 0 filters applied
© csv ForExcEL
0 ASSIGN SELECTED STUDENTS TO PROGRAM 0 ASSIGN SELECTED STUDENTS TO SITE 5 ASSIGN SELECTED STUDENTS TO TEACHER + ADD STUDENTS
0 students selected 0 students selected 0 students selected

(@] LAST NAME FIRST NAME * TEACHER o
O 2 vilas Allan Roy Hang: ;“1:" n/a Alltheway, Keben allanvillas@peaksupport.io | @
O oz Lim Bruce e n/a n/a BruceLim@test.com o
O o3 Scotts Diana H"Ef;“':;‘" n/a n/a DianaScotts@test.com '
O oa Lewis Emily “‘gf;“';'"‘ n/a n/a EmilyLewis@test.com Iy
O o5 | williams Fiona H‘Ef;“'g”‘ n/a n/a FionaWilliams@test.com | @
O o6 Litts Frank “‘gf;“':“‘ n/a n/a FrankLitts@test.com r'y
O o7 Martin George "‘35;“';‘"‘ n/a n/a GeorgeMartin@test.com r'y
O os Smith George “'gf:“'g“‘ n/a n/a GeorgeSmith@test.com Iy
O oo Bridge Helena “‘gf;“};"‘ n/a n/a HelenaBridge@test.com Iy
0 10 Louis Tvan “‘3{;‘.’;"‘ n/a n/a IvanLouis@test.com Iy
O n Wilson James “‘3{;“":" n/a n/a JamesWilson@test.com o
0 12 Martin Jem “‘gf;“}"‘ n/a n/a Jem@kaleidolearning.com | @
O 13 Doe John H'éf;u?n n/a n/a JohnDoe@gmail.com o
0 14 Ann Karen "‘Ef;“'g”‘ n/a n/a KarenAnn@test.com Py
O Mills Kristy H‘gf‘:“':"‘ n/a n/a KristyMills@test.com o
O 16 Pitts Louis H‘g{;“':"‘ n/a n/a LouisPitts@test.com o

STUDENT LAST NAME
@ STUDENT FIRST NAME
@ GROUP

G SITE

& TEACHER

@ STUDENT EMAIL

3. Click ASSIGN SELECTED STUDENTS TO PROGRAM. A dialog box will appear
showing the available licenses. Note that you can only assign students to one program
(license) at a time.



= RISEUP PLATFORM

© SHOW/HIDE FIELDS Y Fiurer [ OPEN TEMPLATE [} save TempLATE |~ SAVE A POF DOWNLOAD AS
6/6 fields shown - 30 students shown © filters applied © csvronxc
] TosiTe SELECTED TO TEACHER + ADD STUDENTS
3 students selected 3 3 students selected 3 students selected
LAST NAME FIRST NAME + GROUP SITE TEACHER EMAIL [ ]
O o Villas Allan Roy "‘5‘:“"'" n/a Alltheway, Keben allanvillas@peaksupportio @
8 o2 Lim Bruce ""‘;""“:'" n/a nAa BruceLim@test.com o
) 03 Scotts Diana “‘Ef‘:“':" n/a n/a DianaScotts @test.com o
2 o4 Lewls Emily “';fn:“':" n/a n/a EmilyLewis@test.com o
0 o5 Williams Fiona B e wa FlomaWilliams@test.com @
O o6 Litts Frank e na na FrankLitts@test.com o
0 o7 Martin George “‘;f"ﬁ':" n/a n/a GeorgeMartin@test.com o
O os Smith George “"',‘"'“.“" n/a n/a GeorgeSmith@test.com o
U oo Bridge Helena “‘E‘"'_':" n/a na HelenaBridge@test.com o
0w Louis Ivan “"';‘"'":" n/a n/a IvanLouis@test.com o
Om Wilson James bk na wa JamesWilson@test.com @
[SIETY Martin Jem “‘(';f"”"" n/a n/a jem@laleidolearning.com @)
Oas Doe John “'(“hf"“":" n/a n/a JohnDoe@gmail.com o
0w Ann Karen -k n/a wa KarenAnn @ test.com o
015 Mills Kristy “‘a",_'“""‘ n/a na KristyMills@test.com o
06 Pitts Louis e na n/a LouisPitts@test.com o
L - . Hang's Test . P R P, -

4. Select the program(license) you want from the list.
Additionally, you have the option to assign students to teachers from this same dialog
box. If you'd like to do this, select the teacher’'s name from the list, or start typing part of
the teacher’s name and then select it.



Assign3

Selected Students to Select program ‘
Assign Students to Teacher

(optional) Select from list below, or start typing a name:

Assign 3
Selected Students to

Assign Students to Teacher
(optional)

Customer Service & Sales (Remote Proctor Exam)

Customer Service & Sales (Exam)

Retail Industry Fundamentals (Online Course)

5. A dialog box confirming that the students have been successfully assigned to the
program. Click OK to return to the Manage Students page. The programs will be
immediately available for the student.



Withdrawing Licenses

If you want to take back an unused license from a site or a teacher who
you allocated it to, you can withdraw it from the Manage Licenses page.

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left

corner.

© PURCHASE OR PRICE LICENSES AND MATERIA
© ALLOCATE LICENSES

© MANAGE LICENSES 1

© ASSIGN LICENSES TO 51UDENTS

CURRENT
LicEnses 159

UNALLOCATED LICENSES | 142

ALLOCATED LICENSES | 17

ALLOCATED/NOT YET 14
ASSIGNED

ASSIGNED/NOT YET USED | 3

© ADD SITES
© MANAGE SITES.

LICENSES PER SITE
123 School
Kaleidoscope
Kaleidoscope Site
Teachers Lounge
Test Group
Test Learning

Test Site

© © 0 & O = ©

© MANAGE ADMINS
© MANAGE TEACHERS
© VIEW PROCTORS

© MANAGE STUDENTS

ADMINS

TEACHERS

PROCTORS

STUDENTS

© CREATE NEW REPORT
© OPEN SAVED REPORTS

1 SAVED REPORTS (

31

2. On the Manage Licenses page, click on the checkboxes on the far left of each license

you wish to withdraw. To help you find the licenses, you can:

e Use the SHOW/HIDE FIELDS feature to see more or less about each license;
e Use FILTER to help narrow down the list of licenses; and
e Click on the column headings to sort the list of licenses.

Click on the checkbox in the far left column for each license you wish to select.



= RISE UP/PLATFORM

@ SHOW/HIDE FIELDS Y FILTER =7 OPEN TEMPLATE [ save TempLATE g SAVE AS PDF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
© csv For ExceL
) WITHDRAW SELECTED LICENSES (® ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT @ GO TO LICENSE ALLOCATION

0 licenses selected 0 licenses selected 0 licenses selected

COURSE/EXAM SITE TEACHER EXP. DATE STATUS (i ]

o
]
3
e
¢

a 2 2232 c““‘“"‘s‘:li:""i"' & Online Course Hang's Test Group N/A 06/18/24 A';:ﬂﬂ"“‘ o
Io 0z 2233 Ll ol EX Online Course Hang's Test Group N/A oc/18/24 | Assigned/Not e
1 d os 2234 c“""'"s‘:lff""“ & Online Course Hang's Test Group N/A 06/18/24 “;:ﬂ‘:{ Nog )
O os 2235 G o Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasyggned
O os 2236 c“"‘""s‘;lf:’“’i“ & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasgggned
0 o6 2237 e Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
a o7 2238 e bl Online Course Hang's Test Group Teachers Lounge 06/18/21 Allocated/Unasiggned
QO os 2239 Customer Service & rline Course Hang's Test Group Kalcidoscope 06/18/24  Allocated/Unasiggned
0 o9 2240 Customer Service & Online Course Hang's Test Group N/A 06/18/24  Unawsigned @
(el 2241 CustomerService & nline Course Hang's Test Group N/A 06/18/24  Unassigned @
On 2252 Customer Service & Online Course Hang's Test Group NA 06/18/24  Unassigned @
1 O 12 2253 Crstaverdosice Exam Hang’s Test Group N/A 06/18/24 | Unassigned @
O s 2254 Customer Serviee & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
‘o 14 2255 Custaiier.Setvice 3 Exam Hang's Test Group N/A 06/18/24  Unassigned @
a s 2256 Customer Service & Online Course Hang's Test Group NA 06/18/24  Unassigned @
a 16 2257 Gl i X Exam Hang's Test Group N/A 06/18/24  Unassigned @

3. Click WITHDRAW SELECTED LICENSES. The number of licenses selected is
displayed as the subtext below.

RISE'UP | PLATFORM

@ SHOW/HIDE FIELDS LTER =7 OPEN TEMPLATE [ save TempLaTE g SAVE AS PDF DOWNLOAD AS
8/11 fields shown - 159 licenses shown 0 filters applied
© csv For ExceL
€ WITHDRAW SELECTED | ICENSES (D ALLOCATE SELECTED LICENSES & ASSIGN SELECTED LICENSES TO STUDENT © GO TO LICENSE ALLOCATION
5 licenses selected 5 licenses selected 5 licenses selected
Iy RSE/EXAM TYPE ROUP SITE TEACHER ATE status @
% a 2232 Customer Service & Online Course Hang's Test Group NA oe/1s/2a | AgiEned/Not )
B o2 2233 Coastomner: Sexvice &/ Online Course Hang's Test Group N/A o6/18/2a | Assigned/Not )
8 os 2234 Customer Service & Online Course Hang’s Test Group N/A o6/18/2a  Assigned/Not e
B o1 2235 CustomerService & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allacated/Unasiggned
8 os 2236 c“"""’;ﬁi:’""“ & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggned
O os 2237 i o Online Course Hang's Test Group Teachers Lounge 06/18/21  Allocated/Unasiggued
a o7 2238 Customer Service & Online Course Hang's Test Group Teachers Lounge 06/18/24  Allocated/Unasiggne:
O os 2239 c““""‘s'_'lii"i“ & Online Course Hang's Test Group Kaleidoseope 06/18/24 | Allocated/Unasgigned
0 09 2240 Customer Serviee & Online Course Hang's Test Group NfA 06/18/24  Unassigned @
0 10 2241 (Cusbamer, Seryice & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
O n 2252 c““‘"”s“:lf:“’i“ & Online Course Hang's Test Group N/A 06/18/24  Unassigned @
| O 12 2253 e S Exam Hang's Test Group N/A 06/18/24  Unassigned @
O 2254 Customer Service & gnjine Course Hang's Test Group N/A 06/18/2a  Unassigned @
‘o 14 2255 ol s Exam Hang's Test Group N/A 06/18/24  Unamsigned @
a s 2256 Customer Service & Online Course Hang's Test Group N/A 06/18/2a  Unassigned @
0O 16 2257 Ll Exam Hang's Test Group N/A 06/18/24  Unassigned @




4. A dialog box asking if you want to withdraw the selected licenses will appear. Click YES
to confirm. These licenses will return to your pool of unallocated licenses.

‘Withdraw selected licenses?

-

Adding Sites to Your Group

You can add organizations (called “sites”) to be connected to your
organization (your “group”). For example, if you are a school district, you
can add schools, or if you are a retailer, you can add stores. This will let
you do things like allocate licenses to them, assign students to them,
and assign licenses to their students.

Before you add a new site, you might want to check to make sure it isn’t
already part of your group. To see a list of all the sites connected to your
group, open the Manage Sites page from the dashboard or from the menu in
the upper-left corner.

1. Click ADD SITES on the dashboard or on the Manage Sites page, or select it from the
menu in the upper-left corner.



= RISE UP PLATFORM

© ALLOCATE LICENSES
© MANAGE LICENSES
© ASSIGN LICENSES TO STUDENTS

CURRENT
LICENSES

UNALLOCATED LICENSES

ALLOCATED LICENSES

ALLOCATED/NOT YET
ASSIGNED

ASSIGNED/NOT YET USED

© PURCHASE OR PRICE LICENSES AND MATERIALS

45

40

© ADD SITES
© MANAGE SITES

LICENSES PER SITE

H2 Test-PM

© MANAGE ADMINS
© MANAGE TEACHERS
© VIEW PROCTORS
© MANAGE STUDENTS

ADMINS

TEACHERS

PROCTORS

STUDENTS

31

© CREATE NEW REPORT
© OPEN SAVED REPORTS

SAVED REPORTS

= RISEUP PLATFORM

4 SHOW/HIDE FIELDS
4/4 fields shown - 1 site shown

+ADDSITE o

o SITE

O a H2 Test-PM

Y FILTER

0 filters applied

PRIMARY CONTACT

Winchester, Juanna

2. Add the details for the site you want to add.

= RISEUP PLATFORM

Site Name*
Address Line 1
Address Line 2
city

Country
Primary Contact
First Name*

Email Address*

| Province/State

United States of America (the)

<] zip/Postal Code

| Last Name*

ADD SITE




3. Click ADD SITE. You will be able to allocate licenses and assign students to the new site
immediately. The contact you listed will receive an email with a link to complete the

registration process.

Adding Teachers to Your Group

You can add teachers to your group. This will let you do things like
allocate licenses to them, assign students to them, and assign licenses

to their students.

1. Click Add Teacher from the upper left hand menu or go to the Manage Teachers page
and click Add Teacher from that page.

= RISEUP PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS
© ALLOCATE LICENSES

© MANAGE LICENSES

© ASSIGN LICENSES TO STUDENTS

CURRENT
LicEnses 45

UNALLOCATED LICENSES | 40

ALLOCATED LICENSES | 5§

ALLOCATED/NOT YET 5
ASSIGNED

ASSIGNED/NOT YET USED | 0

© ADD SITES

LICENSES PER SITE

H2 Test-PM

5

© MANAGE ADMINS

© MANAGETEACHERS ]

© VIEW PROCTORS

© MANAGE STUDENTS

ADMINS

TEACHERS

PROCTORS

STUDENTS

31

© CREATE NEW REPORT
© OPEN SAVED REPORTS

SAVED REPORTS (

PLATFORM

+ ADD TEACHER 1

(@] LAST NAME FIRST NAME

O o Bonus Keben

EMAIL

kebenbonus@yahoo.com

O 02 winchester Juanna




2. Enter the Teacher’s information and contact information. You also have the option of
connecting a teacher to a site (in addition to connecting it to your group) by selecting one
of your sites from the list.

siter

ADD TEACHER

3. Click ADD TEACHER. You will be able to allocate licenses and assign students to the
new site immediately. The contact you listed will receive an email with a link to complete
the registration process.

First Name*: ‘ [John

Last Name: [Witiams

siter I ”

Email Address*: [sohnWilliams@test.com

Phone Number: [

3 ADD TEACHER




This teacher has been added.

Adding Students

When you add a student, they will be part of your group, which will allow
you to assign programs to them, assign them to sites and/or teachers,
and track their progress. You can add students one by one, or you can
add a batch of students at once.

Before you add a new student, you might want to check to make sure
they aren’t already part of your group, either because someone added
them to the group directly or because they were added by a site or a
teacher who is part of your group. To see a list of all the students
connected to your group, open the Manage Students page on the
dashboard or from the menu in the upper-left corner.

To add a single student:

1. Click ADD STUDENTS on the Manage Students page, or select it from the menu in the
upper-left corner.



= RISEUP PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS.
© ALLOCATE LICENSES

© MANAGE LICENSES

© ASSIGN LICENSES TO STUDENTS

licenses 45

UNALLOCATED LICENSES | 40

ALLOCATED LICENSES | 5§

ALLOCATED/NOT YET 5
ASSIGNED

ASSIGNED/NOT YET USED | 0

© ADD SITES.
© MANAGE SITES.

LICENSES PER SITE

H2 Test-PM

© MANAGE ADMINS
© MANAGE TEACHERS

© VIEW PROCTORS

© MANAGE STUDENTS 1

ADMINS

TEACHERS

PROCTORS

STUDENTS

31

© CREATE NEW REPORT
© OPEN SAVED REPORTS.

SAVED REPORTS (

= RISEUP/PLATFORM

© SHOW/HIDE FIELDS
6/6 fields shown - 31 students shown

D) ASSIGN SELECTED STUDENTS TO PROGRAM
0 students selected

ST NAME

o
g
z
2
m
>
@
El

B0 ASSIGN SELECTED STUDENTS TO SITE

FILTER
0 filters applied

0 students selected

GROUP

Hang’s Test

B ASSIGN SELECTED STUDENTS TO TEACHER
0 students selected

TEACHER

=7 OPEN TEMPLATE

EMAIL

+appstupents 1

[ save TempLATE

(| save as poF

@ csv ForExcEL

O a Villas Allan Roy e n/a nfa allan villas@peaksupportio @
0 o2 Lim Bruce ‘:;‘;E;E;;‘ n/a n/a BruceLim @test.com o
[] 0O o3 Scotts Diana 'é:‘;f.’l: st nfa nfa DianaScotts@test.com o
O oa Lewis Emily “ﬁ:';ﬂ;;g? n/a n/a EmilyLewis@test.com 'y
] O os Williams Fiona "":‘::i'; Tost nfa n/a FionaWilliams@test.com @
3 os Litts Frank 'é::i:;’;;‘ n/a nfa FrankLitts@test.com 'y
O o Martin Gearge Terong5s nfa nfa GeorgeMartin@test.com @
0 os Smith George “E‘rj’,fl';;’g;‘ nfa n/a GeorgeSmith@test.com o
Qo9 Bridge Helena e s n/a n/a Helenabridge@testoom @
0O w0 Louis Ivan %ﬁ:g;‘ n/a nfa IvanLouis@test.com o
dn Wilson James '[’;:';E;:;;‘ n/a n/a JamesWilson@test.com o
] O 12 Doc John ‘;:"’,E; e nfa nfa JohnDoe@gmail.com o
0O 13 Ann Karen %‘;‘;ﬁ;;‘g;‘ n/a nfa KarenAnn@test.com 0
0 1 Mills Kristy %‘;ﬁ;;:;‘ n/a n/a KristyMills@test.com o
0 1s Pitts Louis 'é:‘;i';;:;‘ nfa nfa LouisPitts@test.com e
0 16 Jem Matin 'é::f;;:;‘ n/a n/a jem@kaleidolearningcom @

Enter the student’'s name and email. You can

tracking purposes.

also enter a student ID for your own

DOWNLOAD AS



3. Click ADD to add the student to your list.

Add a Student

First Name:

Last Name:

Upload a Group of Students

UPLOAD TEMPLATE

Email: [bradice@email.com

2
|
|
|

Student TD: [sL1002

4. A dialog box confirming that the student has been successfully added will appear. Click
OK to return to the Add Students page. You will be able to assign licenses to the student
or assign them to a teacher and/or a site immediately. The student will receive an email
with a link to complete the registration process.

Student added successfully




To add a group of students at once:
1. Click ADD STUDENTS on the Manage Students page, or select it from the menu in the

upper-left corner.

= RISE UP| PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS
© ALLOCATE LICENSES

© MANAGE LicENSES

© ASSIGN LICENSES TO STUDENTS

CURRENT
LicENses 45

UNALLOCATED LICENSES | 40

ALLOCATED LICENSES | 5

ALLOCATED/NOT YET 5
ASSIGNED

ASSIGNED/NOT YET USED | O

© ADD SITES
© MANAGE SITES.

LICENSES PER SITE

H2 Test-PM

© MANAGE ADMINS

© MANAGE TEACHERS

© VIEW PROCTORS

© manacestupents 1

ADMINS 1

TEACHERS 2

PROCTORS 0

STUDENTS 31

© CREATE NEW REPORT
© OPEN SAVED REPORTS

SAVED REPORTS ()

5| PLATFORM

© SHOW/HIDE FIELDS
6/6 fields shown - 31 students shown

5 ASSIGN SELECTED STUDENTS TO PROGRAM
0 students selected

Y

o

ILTER
filters applied

D ASSIGN SELECTED STUDENTS TO SITE
0 students selected

D ASSIGN SELECTED STUDENTS TO TEACHER

0 students selected

=y oPEN TEMPLATE

+appstupents 1

[ save TempLATE

[ save as poF DOWNLOAD AS

© csv For ExceL

d a Villas Allan Roy 'é:‘;f;;‘;;‘ n/a n/a allanvillss@peaksupport.io @)
O o2 Lim Bruce ‘é‘;‘;{;;’g;‘ nfa n/a BruceLim@test.com o
O os Scotts Diana 'é‘;';f.’;;’;;‘ nfa n/a DianaScotts@test.com o
O os Lewis Emily %‘;ﬁ;;ﬁ;‘ n/a n/a EmilyLewis@test.com Py
1 O os Williams Fiona '(*;::5; ot nfa n/a FionaWilliams@test.com @
O os Litts Frank '[';;';i:;:;‘ n/a n/a FrankLitts@test.com 'y
O o7 Martin George P nfa n/a GeorgeMartin@test.com @
O os Smith George “E“r';f;l’,;:? n/a nfa GeorgeSmith@test.com o
O 09 Bridge Helena e s nfa nfa Helenabridge@test.con @
0O w0 Louis Ivan %ﬁ;g;‘ n/a nfa IvanLouis@test.com o
O n Wilson James ',’;';E;;‘z;‘ n/a n/a JamesWilson@test.com ")
] O 12 Doe John ‘f;‘r';f;; Lo n/a nfa JohnDoe@gmail.com e
O 1 Ann Karen T n/a n/a KarenAnn@test.com ")
0 1 Mills Kristy “G:';f_';;g;‘ n/a nfa KristyMills@test.com o
0O 1s Pitts Louis 'E:';“;;:;‘ n/a n/a LouisPitts@test.com 0
Q1 Jem Matin "':::E;E;' n/a nfa jem@kaleidolearning.com @

1




2. On the Add Students Page, click DOWNLOAD TEMPLATE to download the student
enrollment CSV template. Open the downloaded template, which includes columns of
the student’s emails, first names, and last names. You can also add student IDs for your
own tracking purposes. Enter your students’ data following the format provided in the
template. Make sure not to rename the columns in the template.

3. Once you've finished adding your students’ information to the template, save the CSV
file. On the Add Students page, click UPLOAD TEMPLATE to upload the CSV with the
student information to the database.

= RISEUP PLATFORM

Add a Student Upload a Group of Students

DOWNLOAD TEMPLATE ()
UPLOAD

OAD TEMPLATE

4. After you've selected the CSV, a dialog box confirming that the students have been
successfully added will appear. Click OK to return to the Manage Students page. You will
be able to assign programs to the student or assign them to a teacher and/or a site
immediately. The student will receive an email with a link to complete the registration
process.



Students uploaded successfully

Connecting Students to a Site

When you add a student to your group, they are not automatically visible
to the sites and teachers you are connecting to. You can choose to
connect students to a site to let the administrators of that site assign
programs to those students, track their progress, and assign them to
teachers.

1. Click Manage Students on the dashboard, or select it from the menu in the upper-left
corner.



© PURCHASE OR PRICE LICENSES AND MATERIALS © MANAGE ADMINS

© ALLOCATE LICENSES. © ADD sITES © MANAGE TEACHERS © CREATE NEW REPORT
© MANAGE LICENSES © MANAGE SITES © VIEW PROCTORS © OPEN SAVED REPORTS
© ASSIGN LICENSES TO STUDENTS © mManacestuoents 1

CURRENT 159

LICENSES ADMINS 1 SAVED REPORTS ()

LICENSES PER SITE

123 School 9
UNALLOCATED LICENSES 142 TEACHERS 3
Kaleidoscope 1
Kaleid Site ©
ALLOCATED LICENSES 17 aleldoscope Site PROCTORS 0
Teachers Lounge 4
ALLOCATED/NOT YET Test Grou [
AssiGNED 14 P STUDENTS 30
Test Learning []
ASSIGNED/NOT YET USED 3 Test Site ]

2. Identify the Student(s) you want to connect to a Site.

e Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each student, helping you determine which students you want to
connect to a site;

e Use the FILTER feature to search for specific students based on criteria such as
Course or Site; and

e Click on the column headings to sort the list of students.



= RISE UP/PLATFORM

© SHOW/HIDE FIELDS 2 ¥ FILTER [ OPEN TEMPLATE [) save TEMPLATE [ saVE As POF DOWNLOAD AS
6/6 fields shown - 31 students shown 0 filters applied
© csv For ExceL
) ASSIGN SELECTED STUDENTS TO PROGRAM ED ASSIGN SELECTED STUDENTS TO SITE [ ASSIGN SELECTED STUDENTS TO TEACHER + ADD STUDENTS
0 students selected 0 students selected 0 students selected
O o Villas Allan Roy 'é:‘;f; o n/a n/a allanvillas@peaksupport.io @)
0 o2 Lim Bruce ‘:._:‘;5_'; HE n/a nfa BruceLim @test.com o
" Oo Scotts Diana. T e n/a n/a DianaSeotts@test.com ")
O os Lewis Emily '3«.‘;;5.', T n/a nfa EmilyLewis@test.com o
O os Williams Fiona ':;:';i; :‘;;‘ nfa n/a FionaWilliams@test.com 0
0 o6 Litts Frank “';‘r":i'; = n/a n/a FrankLitts@test.com o
0 o7 Martin George ';‘;';5; Tost nfa n/a GeorgeMartin@test.com )
O os Smith George el n/a n/a GeargeSmith@test.com @
O oo Bridge Helena '[*;::i'; Tost n/a n/a HelenaBridge@test.com o
0O w0 Louis Ivan 'é::ﬂ Tost n/a nfa IvanLouis@test.com 'y
On Wilson James 'E:';E; Tost nfa nja JamesWilson@test.com o
o Doe John ‘:;:';{; e nfa nfa JohnDoe@gmail.com e
O s Ann Karen e as nfa nfa KarenAnn@test.com )
0O 1 Mills Kristy ‘?;:f.'; Tos n/a nfa KristyMills@test.com o
a s Pitts Louis 'é:‘;i: Tost n/a n/a LouisPitts@test.com o
O 16 Jem Matin 'é:’]i’; 5 n/a nfa jem@kaleidolearning.com @

Click on the checkbox in the leftmost column for each student you want to connect to the
same Site. The number of selected students will appear under the ASSIGN SELECTED
STUDENTS TO SITE button.

Click ASSIGN SELECTED STUDENTS TO SITE.

= RISEUP PLATFORM

@ SHOW/HIDE FIELDS Y Fiter [/ OPEN TEMPLATE [2) save TempLATE SAVE AS PDF DOWNLOAD AS
/6 fiolds shown - 30 students shown o filters applied O cov rorexce
ED ASSIGN SELECTED STUDENTS TO PROGRA | [ ASSIGN SELECTED STUDENTS TO SITE 0 ASSIGN SELECTED STUDENTS TO TEACHER 4+ ADD STUDENTS
3 students selected 3 students selected 3 students selected
LAST NAME FIRST NAME 1 GROUP SITE TEACHER EMAIL
L villas Allan Roy Mo n/a Alitheway, Keben allan.villas@peaksupport.io @
8 3 Lm Bruce “"gs“?" n/a n/a BruceLim@test.com o
| @ o3 Scotts Diana H'Es“?" nfa n/a DianaScotts@test.com o
O oa Lewis Emily H'Eﬁ;‘;‘" n/a n/a EmilyLewis@test.com o
O os Williams Fiona H'“!';'“?“ n/a n/a FionaWilliams@test.com @
O o6 Litts Frank G nfa n/a FrankLitts@test.com o
O o7 Martin George H“E!r;'“';‘" n/a n/a GeorgeMartin@test.com o
O os Smith George H'E‘.;'..?" nfa n/a GeorgeSmith@test.com o
O oo Bridge Helena B n/a n/a Helenabridge@test.com @)
0 10 Louis Ivan H'g!r:“';‘" n/a n/a IvanLouis@test.com '
On Wilson James Hang's Test n/a n/a JamesWilson@test.com 'y
O 12 Martin Jem H‘Eﬂ.’;‘" n/a n/a iem@kaleidolearning.com @
O 13 Doe John H‘Ef;“';'“ n/a n/a JohnDoe@gmail.com o
O Ann Karen g st n/a n/a KarenAnn@test.com o
O 15 Mills Kristy Hl(‘;‘r::u?“ nfa n/a KristyMills @test.com o
| O 16 Pitts Louis H'(-}s..?n n/a n/a LouisPitts@test.com °
~ - _ - Hane's Tost . [

Select the site from the list.



Seleet Site

Assign 3
Selected Students to

Assign Students to Teacher

(optionaly Select from list below, or start typing a name:

If you'd like, you may also connect the student to a teacher at this time. To do this,
simply select the teacher from the list.
Click APPLY.

Assign 3

Selected Students to Toachacs Lodngs

Ansign Studemts t Teacher Select from list belaw, or start typing a name:

cANCEL [l APPLY




Connecting Students to a Teacher

When you add a student to your group, they are not automatically visible
to the teachers you are connected to. You can choose to connect
students to a teacher to let that teacher assign licenses to those
students and track their progress.

You can connect your students to a teacher when you are connecting
students to sites, when you are assigning students to a
program(license), or when you are assigning licenses to students. You
can also directly connect a student to a teacher.

1. Click Manage Students on the dashboard, or select it from the menu in the upper-left
corner.

- rouseanon
RISE UP PLATFORM

Your Licenses Your Your Your
and Materials Partners People Reports
© PURCHASE OR PRICE LICENSES AND MATERIALS © MANAGE ADMINS
© ALLOCATE LICENSES. © Ao siTES © MANAGE TEACHERS © CREATE NEW REPORT
© MANAGE LICENSES © MANAGE SITES © VIEW PROCTORS © OPEN SAVED REPORTS
© ASSIGN LICENSES TO STUDENTS © MANAGE STUDENTS 1
CURRENT
LICENSES 159 LICENSES PER SITE ADMINS | 1 SAVED REPORTS | 0
123 School 9
UNALLOCATED LICENSES 142 TEACHERS 3
Kaleidoscope 1
Kaleidoscope Site 0
ALLOCATED LICENSES 17 P PROCTORS
Teachers Lounge 4
ALLOCATED/NOT YET Test Grou o
Assionep | 14 P STUDENTS 30
Test Learning (]
ASSIGNED/NOT YET USED 3 Test Site o

2. Identify the Student(s) you would like to connect to a Teacher.

e Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each student, to help you determine which students you want to
connect to a site;

e Use the FILTER feature to search for specific students based on criteria such as
Course or Site; and

e Click on the column headings to sort the list of students.



= RISE UP/PLATFORM

© SHOW/HIDE FIELDS 2 ¥ FILTER [ OPEN TEMPLATE [) save TEMPLATE [ saVE As POF DOWNLOAD AS
6/6 fields shown - 31 students shown 0 filters applied
© csv For ExceL
) ASSIGN SELECTED STUDENTS TO PROGRAM ED ASSIGN SELECTED STUDENTS TO SITE [ ASSIGN SELECTED STUDENTS TO TEACHER + ADD STUDENTS
0 students selected 0 students selected 0 students selected
O o Villas Allan Roy 'é:‘;f; o n/a n/a allanvillas@peaksupport.io @)
0 o2 Lim Bruce ‘:._:‘;5_'; HE n/a nfa BruceLim @test.com o
" Oo Scotts Diana. T e n/a n/a DianaSeotts@test.com ")
O os Lewis Emily '3«.‘;;5.', T n/a nfa EmilyLewis@test.com o
O os Williams Fiona ':;:';i; :‘;;‘ nfa n/a FionaWilliams@test.com 0
0 o6 Litts Frank “';‘r":i'; = n/a n/a FrankLitts@test.com o
0 o7 Martin George ';‘;';5; Tost nfa n/a GeorgeMartin@test.com )
O os Smith George el n/a n/a GeargeSmith@test.com @
O oo Bridge Helena '[*;::i'; Tost n/a n/a HelenaBridge@test.com o
0O w0 Louis Ivan 'é::ﬂ Tost n/a nfa IvanLouis@test.com 'y
On Wilson James 'E:';E; Tost nfa nja JamesWilson@test.com o
o Doe John ‘:;:';{; e nfa nfa JohnDoe@gmail.com e
O s Ann Karen e as nfa nfa KarenAnn@test.com )
0O 1 Mills Kristy ‘?;:f.'; Tos n/a nfa KristyMills@test.com o
a s Pitts Louis 'é:‘;i: Tost n/a n/a LouisPitts@test.com o
O 16 Jem Matin 'é:’]i’; 5 n/a nfa jem@kaleidolearning.com @

Click on the checkbox in the leftmost column for each student you want to connect to the
same Site. The number of selected students will appear under the ASSIGN SELECTED
STUDENTS TO TEACHER button.

Click ASSIGN SELECTED STUDENTS TO TEACHER.
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© SHOW/HIDE FIELDS ¥ Firer [/ OPEN TEMPLATE [) save TEMPLATE SAVE AS PDF DOWNLOAD AS
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5. Select the Teacher from the list.

Select Teacher
Uno Teacher
Keben Alltheway

EveLe

6. Click APPLY.



Viewing License Information

Viewing license information through the Manage Licenses page.

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left
corner.
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© PURCHASE OR PRICE LICENSES AND MATERIALS
© ALLOCATE LICENSES
© MANAGE LicEnses 1

© ASSIGN LICENSESTO . =NTS

CURRENT

Licenses 159

UNALLOCATED LICENSES | 142

ALLOCATED LICENSES | 17

ALLOCATED/NOT YET 14
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ASSIGNED/NOT YET USED | 3

© Ao sies
© MANAGE SITES

LICENSES PER SITE
123 School
Kaleidoscope
Kaleidoscope Site
Teachers Lounge
Test Group
Test Learning

Test Site

© MANAGE ADMINS
© MANAGE TEACHERS
© VIEW PROCTORS
© MANAGE STUDENTS

ADMINS 1

TEACHERS 3

PROCTORS 0

STUDENTS 31

© CREATE NEW REPORT
© OPEN SAVED REPORTS

SAVED REPORTS ()

On the Manage Licenses page, you will find an information icon o in the far right
column for each license. Click the information icon and then a dialog box will open,
providing you with detailed information about the selected license.
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€ WITHDRAW SELECTED LICENSES
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¥ FILTER
0 filters applied
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] 0O 10 2241 C“““"";.'li:“’i“ & Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

O n 2252 Customer Servics 2 Online Course Hang's Test Group N/A 06/18/24 | Unassigned @

a0 12 2253 Custom er Sexvicel Exam Hang's Test Group N/A 06/18/24 | Unassigned @
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ID: 1235
Course:

e;
%chue Date: 06/19/23

Expiration Date: 06/18/24
Funder:

Group:

Site: TEACHERS LOUNGE
Teacher:

Transfer History

5/03/2023

User (3) Purchased License

6/19/2023

User (120) Purchased License

6/20/2023

Allocated to org (68) Teachers Lounge

Status: ALLOCATED/UNASSIGNED
Archived: No

3. Click B in the top right-hand corner to close the dialog box. You will return to the
Manage Licenses page.

Editing Account Details and Viewing Order History

You can use My Account to manage your account information, such as
your billing and shipping addresses, payment methods, and order
history.

1. Click the My Account icon ® in the upper-right corner of any page.



= RISEUP PLATFORM

© PURCHASE OR PRICE LICENSES AND MATERIALS © MANAGE ADMINS
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2. From the My Account page, you will be able to add or update information related to your
Profile, Account Information, Payment Methods (Credit Cards and Purchase Orders),
Shipping Addresses, and view your Order History.

a. Under My Profile, you can edit your profile information.
i.  Click EDIT under the information you’d like to update.
i. A dialog box with fields available to edit will appear. Enter the relevant
details and click SAVE CHANGES to update your information.



My Profile Name:
Evelyn Tester

Account
form EDIT
thod: Email: .
Sz';m'" evelyn.le.testing@gmail.com
- EDIT
| 0 =
......... . o
org1
.
—
-

CANCEL Jl SAVE CHANGES

b. Under Account Information, you can edit your account information.
i.  Click EDIT under the information you'd like to update.
i. A dialog box with fields available to edit will appear. Enter the relevant
details and click SAVE CHANGES to update your information.



iii. If you'd like to let other users see your organization check the box next to
“Let other users see our organization.” at the bottom.

= RISEUP PLATFORM

My Profile Organization Name:
rg 1
Account
Information
ddress:
Payment
Methods 123 ARG
New York TX12000
Shipment us
Radresses

Order History
Primary Contact:

Evelyn Tester
EDIT

Ema:
evelyn.le.testing@gmail.com

Phane:

7 Lat other users ses our organization.

CANCEL Jl SAVE CHANGES

c. Under Payment Methods, under Credit Cards, you can edit or add credit cards.



My Profile Visa ending in 4242
Exp. 09/2027

cccccccc

John Smith

Methods Schitt Creek

credit  2C  Goodwood, Ontario
Cards Canada

Purchase
rders

ssssss

: SET AS DEFAULT PAYMENT METHOD
Order History

MasterCard ending in 4444
Exp. 01/2026

Jane Nguyen

555 Drive E

Houston, Texas 70000
United States

This is currently your default payment method.

ADD NEW CREDIT CARD

i.  Click EDIT under the credit card you’'d like to update.

i. A dialog box with fields available to edit will appear. Enter the relevant
details and click SAVE CHANGES to update your information.

iii. If you'd like to add a new credit card, click ADD NEW CREDIT CARD at
the bottom of the page. A dialog box asking you for the credit card details
will appear. Enter the relevant details. If you'd like to set this card as your
new default payment method, leave the box checked. If not, uncheck the
box. Click SAVE CARD to save your card details.

iv. If you'd like to change your default payment method, click SET AS
DEFAULT PAYMENT METHOD under the desired credit card. A dialog
box asking you to confirm your choice will appear. Click YES to confirm
your new default payment method. Your selected default payment method
should now say “This is currently your default payment method.”
underneath.

d. Under Payment Methods, under Purchase Orders, you can edit or add purchase
order addresses.




EounaTiOn

RISE UP | PLATFORM

Purchase
Orders

Association 3

111 Sesame Str.

New York, New York 11111
United States

=1
D

SET AS DEFAULT PAYMENT METHOD

ADD NEW PURCHASE ORDER

Click EDIT under the purchase order address you’d like to update.

A dialog box with fields available to edit will appear. Enter the relevant
details and click SAVE CHANGES to update your information.

If you'd like to add a new purchase order billing address, click ADD NEW
PURCHASE ORDER at the bottom of the page. A dialog box asking you
for the details of your new purchase order address will appear. Enter the
relevant details. Click SAVE CHANGES to save your purchase order
billing address details.

If you'd like to change your default payment method, click SET AS
DEFAULT PAYMENT METHOD under the desired purchase order
address. A dialog box asking you to confirm your choice will appear. Click
YES to confirm your new default payment method. Your selected default
payment method will now say “This is currently your default payment
method.” underneath.

e. Under Shipping Addresses, you can edit or add shipping addresses.




= RISEUPIPLATFORM

Association A
A L
Information 123 Street A

New York, New York 11111
Methods United States

Shipment
Addresses

SET AS DEFAULT SHIPPING METHOD

Association B

123 Street B

New York, NY 00000
United States

This is currently your default shipping address.

ADD NEW SHIPPING ADDRESS

i.  Click EDIT under the shipping address you'd like to update.
i. A dialog box with fields available to edit will appear. Enter the relevant
details and click SAVE CHANGES to update your information.

iii. If you'd like to add a new shipping address, click ADD NEW SHIPPING
ADDRESS at the bottom of the page. A dialog box asking you for the
details of your new shipping address will appear. Enter the relevant
details. Click SAVE CHANGES to save your shipping address details.

iv. If you'd like to change your default shipping address, click SET AS
DEFAULT SHIPPING ADDRESS under the desired shipping address. A
dialog box asking you to confirm your choice will appear. Click YES to
confirm your new shipping. Your selected default shipping address should
now say “This is currently your default shipping address.” underneath.

f. Under Order History, you can see the details of your previously placed orders.



Signing Up as an In-person Proctor

Administrators of groups can also sign up to be in-person proctors to
administer online exams in an in-person setting, usually for a group of
students.

1. Click APPLY TO BE A PROCTOR from either the Manage Account: My Profile page or
the Proctor Exam page. This opens a dialog with the rules and responsibilities for
proctors.

2. Read these rules and responsibilities, and then click ACCEPT to agree to them. You will
then be granted permission to proctor exams.

Proctoring an Exam

Administrators with proctor status can proctor exams by providing a
unique code for the students to enter.

1. Open the Proctor Exam page by selecting it from the menu in the upper-left corner.

2. Click ACCOMMODATION RESOURCES for ideas on how to make accommodations for
your students. Make sure you have reviewed and are following the rules for proctoring
exams, and that you are meeting your students’ accommodation needs.

3. Click GET TODAY’S CODE, and provide this code to your students to activate the exam.

Reporting an Exam Violation

If you witness a violation (like cheating) while you are proctoring an
exam, make sure to report it.

Open the Proctor Exam page by selecting it from the menu in the upper-left corner.
Click REPORT A VIOLATION.

Complete the violation dialog.

Select the student from a list of all students associated with the proctor.

Select the exam from a list of all exam types.

Enter a description of the violation.

Click REPORT.

The RISE Up team will be notified about the violation with information about the student,
the proctor, the exam, and the details of the violation, and will make a decision about
how to handle the results of the exam.

©NOOAWN =



Requesting Accommodations for Students

If you have students who need accommodations for testing, request
those accommodations in advance.

1.

ook w

Click MANAGE STUDENTS on the dashboard, or select it from the menu in the
upper-left corner.

Identify the Student for whom you want to request accommodations. Use SHOW/HIDE
FIELDS, FILTER, and/or click on column headers to sort to help you find the correct
student.

Click the info button 0 for that student.

In the student info dialog, click REQUEST ACCOMMODATIONS.

Complete the Request Accommodations information.

Click SUBMIT. Your request will be submitted, and the requested accommodations will
appear as “pending” for the student. You will receive a response by email, and the status
of the accommodations will be updated in the system.



