[image: ]     FLORIDA STUDENT INSTRUCTIONS

Welcome to AHLEI Online Learning! 

Exams for AHLEI are hosted on an easy to use online platform called Learn. 
Follow these instructions to set up your exam room, an account, access your online exam with a Key Code, and add yourself to the proctor’s class with a Group Key Code. NOTE: Both key codes will be provided to you by your proctor.

To begin, make sure you have set up your exam room to allow for distraction free testing. Your exam room should be quiet, without other people in the same room and free of any material that could be a source for exam answers. The surface your computer is on should be clear of everything except your computer, your mouse (if you use one) and a mirror that can be used to show your proctor your computer screen before testing begins. Once you have your exam location set up, log on to your school web/video conferencing software and select the meeting session your exam proctor scheduled. Follow the proctor’s instructions and the instructions provided in this document. Having your exam monitored by an exam proctor is a part of Florida law.

QUICK STEPS
STEP 1: Create an account: http://learn.ahlei.org
STEP 2: Receive and input Individual Key Code provided by your proctor in order to launch the exam
STEP 3: Receive and input Group Key Code provided by your proctor in order for your proctor to view your score
STEP 4: Access your certificate

We recommend the following browsers/versions:
Firefox Version: 25 or above
Chrome: 30 or above
Internet Explorer 9 or above





STEP 1: Create an account
· [bookmark: _Hlk36725365][bookmark: _Hlk36459478]Access the Learn website at: http://learn.ahlei.org, follow the instructions shown under “Is this your first time here?” 
· [bookmark: _Hlk36476417]Click on “Create new account” to create a username and password. Your password should be at least six alphanumeric characters. Complete the personal information fields.
· Click on “Create my new account” located on the lower right side of the screen.
· You should receive an e-mail message stating that you have requested a new account. Click on the link in the email to activate your account. You will be automatically signed in.

Technical Assistance and General Information
Should you encounter any technical issues, please contact our IT Help Desk at 1-877-767-1543, 1-407-999-8114, or email helpdesk@ahlei.org 

STEP 2: Individual Key Code Instructions
Follow these instructions once you have received the Individual Key Code from your proctor
Login to Learn at http://learn.ahlei.org with your credentials and follow the steps below to add the online exam access to your account. NOTE: This must be done in order for you to access the online exam! 
· Locate the “Key Code Enrollment” box on the right side of the My Home screen.
· Click on “Enroll in a new course” located in the Key Code Enrollment box, the enrollment page will appear.
· Enter the Key Code provided by your proctor, including dashes, into the “Enter Key Code” box and click “Enroll Me.”
· The message “You have successfully been enrolled in courses!” will appear, and you will now have access to the online exam.






STEP 3: Group Key Code Instructions
Follow these instructions once you have received the Group Key Code from your proctor
Once you have finished the exam, raise your hand and let your proctor know. Your proctor will provide you with a Group Key Code that will allow them to access your score. Once you receive it, follow the steps below. NOTE: YOU MUST COMPLETE THIS STEP IN ORDER FOR YOUR PROCTOR TO SEE YOUR EXAM SCORE!
· Login to your Learn account and click the “Group Enrollment” link on the right side of your screen. You will be prompted to enter the Group Key Code. This is the SECOND key code provided by your proctor and will be sent after you complete the exam.
· Enter the Group Key Code, including dashes, and click on “enroll me.” Your proctor should now be able to see your score.
· You will then be able to log off and leave the exam session. 

STEP 4: Access your certificate:
· Once you receive a passing score, go to the My Home page and click on the exam you wish to access the certificate for.

· Click on the “Certificate” link. On the next page, click on “Get Your Certificate”. Your certificate will open in another window—be sure to disable any pop-up blockers! You can then download and/or print your certificate.
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