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At the end of this guide, you will know the following:

* Where to go to Purchase a Voucher

 How to Purchase a Voucher by Credit Card or Check
* Which Examination Voucher to Choose

 How to Assign a Voucher

» How to Unassign/Cancel Voucher

 How to Resend Voucher Email

» Helpful hints
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Where To Purchase A Voucher

* When purchasing a Voucher for a candidate you must log into the
SMT Prometric portal. https://www.smttest.com/ClientPortal/home.

asSpX.

* Your log-in information for access to this website was emailed Login Id: |:]

to you as provided to Prometric. Prometric does not have your
log in information. If you need your log in ID or have forgotten
your login ID

information, please email Opsserviceteam@prometric.com.

Log In

Password: \ ’

* You should have received your log in ID email when first
signing up with Prometric. Please check your original email for
your log-in ID before emailing the Ops Service Team.

« Ifyou have your username, but need your password reset, please
reach out to Opsserviceteam@prometric.comto have
the password reset.

Chanae your password

Login FAQ

©2021 Schroeder Measurement Technologies, Inc., All Rights Resarved
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How To Purchase A Voucher

When purchasing a voucher for a candidate you must log into the SMT p¥dat.login informationfor
the website was emailed to you, via the email address on file for yYyyametric does not haveassword.

ﬁ
Reports Services Documents Profile
p Toaremn | o —_— »

Schroeder Measurement The Services section of the Client wuser guides and Your Client Portal =]
Technologies reporting Client Portal provides links training materials are customized to wyour specific
solution gives you the ability to SMT's value-added accessible from this section needs. In the Profile section,
to generate reports quickly applications: of the Client Portal. These you have the power to
and efficiently. Each report i guides and materials maintain your personal and
has features that allow wyou - Candlda_te contain basic information, client data and to maintain
to filter the data, export the Processing System examples and exercises, vour school data. In addition,
data to multiple formats and s Preregistration detailed information on an Administrator of the Client
print the data. The reports Application . ) processes and procedures, Portal can add and maintain
span the entire cycle of the Voucher Application general information to users of the Client Portal and
examination process from support yvour role and step- assign  each wuser specfic
scheduling through scoring. by-step instructions to be security roles.
used in your work place.

Services

SMT Welcome Texas Nurse Aide, Leah Jefferson!

sel ect “Vouc

Service Name Description

0 Candidate Management | CMS manages Candidate Data, Applications for
System Certifications, Certifications

() Vioucher Application Order and Maintain Examination Vouchers
- SELECT the application by clicking on the gresn button next to the application name,

SORT the list by clicking on the list's column heading. PROMETRIC
NAVIGATE through the list using the controls at the bottom of the list.




Note:Vouchers expire 12 months from purchase
date.

How To Purchase A VVoucher

Client Portal SMT Test Contact Us Help Log Out

« The picture on the right will display on
your screen.

Welcome Texas Nurse Aide, Leah Jefferson!

» Please select your facility’s name under
“Organization”.

ymplete the information contained in each step below. clicking on the Next

« Select step one, “Choose Voucher Type,
Item and Quantity”.

« Apage will appear asking you to select
which type of voucher is needed and how
many.

N eXt $t e D - VO u C h er C h O I C e ;TEF‘ 4: Verify and Submit :'der

You must first know which type of
voucher you need to select. Do not
guess. Choosing incorrectly will
cause considerable delays.

Copyright 2021 Prometric. All rightsreserved. .“I PROMETRIC



Contract: Texas Nurse Aide v

Examination Vouchers e e [ o)

EASY 4 STEP PROCESS TO ORDERING VOUCHERS E‘
Voucher Type and Item Price Quantity Total
‘ Examination " ‘
< Select Exam Item > E| |$ 0.00 l:l | $ 0.00|
Name Price | | |:| | $0.00|
01 ‘7 < Select Exam Item > $ 0.00 —
| Exam Retake: Oral & Reading Comprehension Combined English
(ORCME) s 45.00 | [ |
- Exam Retake: Oral & Reading Comprehension Combined English ORCME $ 45.00 [ | l:l [ |
~| Exam Retake: Oral & Reading Comprehension Combined Spanish 5 45.00
|4 (orewms) :
A o Exam Retake: Oral & Reading Comprehension Combined Spanish
Examination Voucher m— '
Exam Retake: Oral English (ORE) $ 45.00 | ‘ l:l | |
° Exam is for a Candidate Exam Retake: Oral English ORE $ 45.00 Total
. Exam Retake: Oral Spanish (ORS) $ 45.00
taklng the exam for th S Exam Retake: Oral Spanish ORS $ 45.00
first tlme _5 Exam Retake: Reading Comprehension (RC) $ 45.00 E‘
’ _S Exam Retake: Reading Comprehension RC $45.00
| Exam Retake: Texas Nurse Aide Written English (TNAE) $ 35.00
g Exam Retake: Texas Nurse Aide Written English TNAE $ 35.00
[ ]
Exam Retake IS far Exam Retake: Texas Nurse Aide Written Spanish (TNAS) $ 35.00 _ Inc.. Al Riahts Reserved
Cand Idatah a-t needs to > Exam Retake: TX Nurse Aide Clinical $90.00
: | & Reading Comprehension Combined English (ORCME) §45.00
reschedule. o ore
Exam: Oral & Reading Comprehension Combined English CRCME §45.00
Exam: Oral & Reading Comprehension Combined Spanish (ORCMS) $45.00
Exam: Oral & Reading Comprehension Combined Spanish ORCMS $45.00
Exam: Texas Nurse Alde Written English (TNAE) $ 35.00
Exam: Texas Nurse Aide Written English TNAE % 35.00
Exam: Texas Murse Aide Written Spanish (TNAS) $ 35.00
Exam: Texas Nurse Alde Written Spanish TNAS $ 35.00
Note: Purchase vouchers that end Exam: TX Nurse Aide Clinical $90.00
in TNAE and NOT (TNAE) \
Purchase Oral & Reading Comp Exam: Texas Murse Aide Wnitten English TNAE
vouchers for anyone needing the -
Oral exam. Exam Retake: Texas Murse Aide Written English TNAE
Exam: Oral & Reading Comprehension Combined English ORCME
Copyright 2021 Prometric. Allrightsreserved. 6 PROMETRIC *




Different Types Of Vouchers, Continued

Below are voucher options you will not use.

Cert Renew by CEU -
Cert Renew by (Cet Renew b
Select It - [ so0.00
CEU or Cert L« Selct o = '
Renew by | < Select ltem v |
Exam |Cert Renew by Exam -
| < Select ttem > v ]
You wWillNEVERelectthese
— Select It - [ so.00]
voucher types; this is used by [« Selet tem3 | l:lmm
the state ONLY. P
Oral and Exam Retake: Oral English (ORE) $ 45.00
Reading Exam Retake: Oral English ORE $ 45.00
Com prehenSIOn Exam Retake: Oral Spanish (ORS) $ 45.00
You WilNEVERelect Oral _ .
and Reading Comprehension Exam Retake: Oral Spanish ORS $ 45.00
individually. They must be Exam Retake: Reading Comprehension (RC) $ 45.00
purchased as a combination. , ]
See the previous page for Exam Retake: Reading Comprehensicn RC $ 45.00
the correct Oral/Reading
Comp to select.
Copyright 2021 Prometric. Allrightsreserved. 7 PROMETRIC



How To Purchase An Examination Voucher

Contract:

| Texas Nurse Aide

Organization: |TX 5826 North Pointe Training

- Under Voucher typ

S e I ecC t ‘ Order Vouchers [ Voucher Maintenance I Reports I Tools ]

e I f your candi dat el BSsT
“EXAMI NAT I OmMust bevparchaskdefar the

Voucher Type a

EASY 4 STEP PROCESS TO ORDERING VOUCHERS

nd Item

Examination

the incorrect voucher is assignedttte candidate, they

|'|

will be unable to use that voucher for payment.

Exam: TX Nurse Aide Clinical

-]
-]

Oral & Reading Comprehension Combined English ORCME

Exam Retake:
« Exam- A FirstTime tester submitted the applicatio/ /

< select voucher type >

|'|

in TULIP and received the email from Prometric to |

schedule. Vouchers are purchased separately for eg |

exam and assign each one to the candidate.

| < select voucher type =

|'|

« Exam RetakeA “TReest er ” I s defli |

that has failed before and retaking their exam, was
a no show or was denied entry to take the scheduled
exam.

#fe Payment Details

I

Price Quantity Total
$ 90.00 $ 0.00
$45.0 $ 0.00

I— T | E—

[ C—
[ C—
Total _$ 0.00

3: Accept

Terms of Use

—

« Then enter the amount of Examination vouchers needed

STEP 4: Veri er

I!!!

E—

inthe* Quantity” box.

' k
*  Click Next CORCMEY
H . Exam Retake

* Note: Purchase Oral exams with the Oral/Reading
Exam Retake

Comprehension as a combination and not individualhs—s (0rcms)

Exam Retake
QORCMS

8

Copyright 2021 Prometric. Allrightsreserved.

: Oral & Reading Comprehension Combined English $ 45.00
: Oral & Reading Comprehension Combined English ORCME § 45.00
: Oral & Reading Comprehension Combined Spanish 5 45.00
: Oral & Reading Comprehension Combined Spanish 5 45.00

PROMETRIC -




How to Purchase a Voucher by Credit
Card

Contract: Texas Nurse Aide

The following page will display the payment portion organization: [Tx I ]
Enter Contact name and emall addreSS Order Vouchers I' Voucher Maintenance T Reports T Tools ]
. EASY 4 STEP PROCESS TO ORDERING VOUCHERS v
ChOOSE Credlt Card aS payment methOd STEP 1: Choose Voucher Type, Item and Quantity v
] STEP 2: Provide Payment Details
Select card Type: Contact S
. Name:
Visa Contact Email: ]
Mastercard rayment e :
method:
American Express = Card Type: |<Se|ectCa|dType> | -
* Card First Name:
Please enter all fields with an asterisk * Card Last Name: | |
* Credit Card Number:
After the payment is entered, there will be an agreement o b Month vear
. . . ¥piration Date: i - 0 -
page.Once you agree, then it will allow you to submit the ety Cose:
O I' d e I’ . * Billing Address: | |
) ) * Billing City: | |
Payments by Credit Card are preferre@redit card “ Biling Country: United States .
paymentsare instant and will allow your voucher purchase to | - simgswte/province: [ < select swatesprovinee >~ |»
be processed immediately and your vouchers will be availabl¢| -eiing zp coce: 1
forstudents to test
) . ) | Next |
Maximum limit for one charge is $10,000. If voucher request | sz acept rems orvse 5

more than $10,000 you will need to make multiple purchases | st vy and suomit order
Let credit card company Kknow
charges thinking your card has been hacked.

Copyright 2021 Prometric. All rightsreserved. 9 PROMETRIC



How to Purchase a
Voucher by Check

The foll owing

After the payment is entered, there will be an
agreement pageOnce you agree, then it will allow
order

you to submit
Send check to:

Prometric

4400 140th Avenue North
Suite 230

Clearwater, FL 33762

Send package with the check and receipt.
Send package with a tracking number

Keep a copy of check, receipt and tracking

information.

Vouchers will be released until tleleck is received,
cleared and applied to your accounthismay cause
delay and mailing by a trackable method
iIsrecommended. We do not accept €hecks.

Copyright 2021 Prometric. All rightsreserved.

d | Contract:

page
Please enter all fields with an asterisk

|Texas Nurse Aide

Organization: [ﬂiﬂi Show All ==

‘ Order Vouchers [ Voucher Maintenance I Reports I Tools

EASY 4 STEP PROCESS TO ORDERING VOUCHERS
STEP 1: Choose Voucher Type, ltem and Quantity
STEP 2: Provide Payment Details

Contact Cindy Patterson
Name:
Contact Email: Cindy.Patterson@prometric.com
Payment Check v
method:
Prepare and mail check to:

Prometric

4400 140th Avenue North

Suite 230

Clearwater, FL 33762

Keep track of the check processing status using the Voucher

Maintenance grid.

Complete the next 2 STEPS in the order process, so we can reserve

your voucher order.

STEP 3: Accept Terms of Use
STEP 4: Verify and Submit Order

10
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IMPORTANT: IF THE INCORRECT VOUCHER IS PURCHASED

» Please choose voucher type carefully.

» If the incorrect voucher type is chosen, you will experience a delay in release of the vouchers and ability to
get candidategested. You will receive an error processing the voucher and will need to
emailOpsServiceTeam@Prometric.cdon assistance.

« To properly assist you in correcting an incorrect voucher purchase, please email the following information to
the Operations Team:

* Your facility’s infor mat| on (Name and facility code)
« What kind of vouchers were purchased?

- Voucher #'s

* What kind was supposed to be purchased?

* How many were purchased?

* Were they purchased with a credit card or a check?

Copyright 2021 Prometric. Allrightsreserved. 11 PROMETRIC
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How To Locate Available Vouchers

 Once logged into SMT, seleter vi ces and

« Select correct school if not already listed.

e Then sel ect “V 0O u-c-h-er Nai—iTt

« Select the Organizatioii

« Change Status from Show All to Availaste

« Available vouchers to be assignes

Copyright 2021 Prometric. Allrightsreserved. PROMETRIC :'




How To Assign A Voucher

Once logged into SMT, seleSter vi ces and *

Select correct school if not already listed.

<2
Q

Then sel ect “V 0O u-c-h-er Tt

S e I eCt th e vou Ch er. Iv— Aide Written English Available

Select *“Click + —t—-e—assigh—vEEE

Edit Firs

Please enter theandidates first name, last name, email addre
carefullyand accurately sthe voucher can

be assigned to the correct candidate.
CheclkSpelling.

First Name

Date Sent

Check the box to “Send—Email” to the candi dat e.

Click the Green Check to save the assignment.

Copyright 2021 Prometric. Allrightsreserved. 13 PROMETRIC :'



Client Portal SMT Test Contact Us Help Log Out

How To Unassign/Cancel A Voucher e

Contract: | Texas Nurse Aide v|

- Once | ogged i nto SMT sg = e — :
Application” R R W

g - Status | Available - 0

£ | Export to Excel "” Export to PDF ’_] Export to Word ZRefresh

~
V O U C e r M C Assign Voucher Number Voucher Type Item Name Status Valid From Valid Until

e Then sel ect

' i ' ' g |
n er e a s 0] € 4 Examination Texas Nurse Aide Written English |, 5y 10/30/2020 10/30/2021

(TNAE)

b} ) - 1 i i -
N u III b e r b O h O K F “ d) t E @ O m = Click here to Assign Voucher “* Refresh
Edit First Name Last Name Email Address Cancel Assignment
rd

« Select the voucher (The candidate who
voucher is assigned to willsplay).

e Cli ckK tulhmedéer “Cancel
voucher will baunassigned from the candidate
and free for another candidate to use.

« This will remove the voucher from the list and
provide a new voucher # to be assigned.

* Please note:You can unassign a voucher from
the wrong candidate, bugou cannot manually
correct choosing the wrong voucher type.

Copyright 2021 Prometric. All rightsreserved.



How To Resend Voucher Emaill

Once logged into SMT, seleSter vi ces and “ Vouocher

Select correct school if not already listed.

Then sel ect Voucher

e Aide Written English

Available

Select the voucher. Examination

Edit

First Name

Check the box to *“Send Emai |

Click the Green Check to save the assignment.

Copyright 2021 Prometric. Allrightsreserved. 15 PROMETRIC :'



Helpful hints

 Candidates must receive email from SMT to
schedule their exams.

« \Voucher # goes in payment section
whenscheduling aexam.

* Once the candidate finishes scheduling one
exam they need to sign back in and schedule the
second exam.

« Vouchers should only be used for the TXCNA
exams. If the candidate registersl{@T Testing
and pays for any other exam, the voucher will be
used and can’'t be refund

« If candidates have issues with the voucher #,
please emaii or
and provide the
candidates name, email address and voucher #.

Do NOT provide candidates with Cindy or
Operations contact information. It is for training
programs only.

Copyright 2021 Prometric. All rightsreserved. 16 PROMETRIC '
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