INACE Program Coordinator instructions

SI[ Southern Illinois ILLINOIS NURSE AIDE TESTING

ey CEEy wunse vt e conpEencr exan A Program Coordinator creates a roster of Certified Nurse
Assistant applicants who have completed and passed the CNA

course at a site. Applicants may not purchase INACE seats
online until their data is in a submitted roster.

Nurse Aide Test Competency Exam

SIGN IN
Login ID

To create a Roster:

Forgot Login ID? Forgot Password?

[ e Go to https://inace.nurseaidetesting.com/inace
Sign in using your Program Coordinator account.

NATCEP | Rosters | Users Support  FAQ garyharte  Sign Out

Click the Rosters tab.

Rosters

Rosters

Import Roster File

e Click Create Roster.

Rosters

Set the Program Completion Date (the Graduation Date),
type in your Instructor Code and click Save.

Import Roster File

New Roster

Program January
Completion

Date ot

Lol

NOTE: A ‘Saved’ roster is not recognized by the system until it is
‘Submitted’ (See below.)

2015

Instructor
Code

I

Roser 10 179 ntrctar Codes Program Code: 6304 [ @ apcans | | ¢ omere | v somn The roster’s ID number is displayed along with the program code

Program Name: ACTIVE VISIONS

and name, the number of applicants and other details.

Created on 07/15/2015 by harte, gary

This roster has not yet been submitted.

Click the Applicants button to add and edit applicant information.

Roster ID: 179

Program Completion Date: 01/01/2015

Click Add An Applicant.
Roster ID: 179 Fill in the applicant’s name, Social Security number, and email.
Program Completion Date: 01/01/2013 Select the applicant’s date of birth and click Save.
D o Click the < Rosters link and continue adding applicants until all
applicants are included in the unsubmitted roster.
To check each applicant’s data for accuracy:
Click the Applicants button and click the applicant’s Edit link.
NS ey | 1 B[ 2§ No changes can be made after the roster is submitted.

o o CEre e I oo Bz el e Only after all data is saved and checked, click Submit.

Program Name: ACTIVE VISIONS

Number of appicants: 1 Program Compltion Date: 01/01/2015 Applicants Sign Up using an SSN and date of birth matching data in
et RIS e 8y the submitted roster. Applicants then create an account and may
' purchase a ‘seat’ to take the INACE.

While submitted rosters may not be changed, you may make and submit new rosters containing corrected data or
additional applicants. Applicants may create accounts as long as their confirming data is in any roster.


https://inace.nurseaidetesting.com/inace
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