HESI NG Custom Exams - Ordering

1. Before getting started with your exam request, please make sure you have the
following information available.

a. Program Name

b. Exam Name

c. New or Existing Exam?
d. Number of Items

e. Names of Faculty Reviewers

)

Names of Faculty Approvers

g. Date of the Exam

h. Topical Outline for your course

i. Quote Number Associated with the Custom Order

2. To get started with the ordering process, you can either:

1) use this form 2) log into your Faculty account at
Evolve.Elsevier.com and follow the
steps below:

Already enrolled? Sign in

ELSEVIER A
/ Username or Email Address

username| ||

© | HESI: Existing and Custom Exam Survey

oooooo

Welcome!

1. Please provide your name. *
Create account

Forgot Userrame or Password?

2. Institution Name: *

3. Program Name (and if applicable, the campus name, For example: Accelerated-BSN-Ft. Worth): *
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HESI NG Custom Exams - Ordering

3. Click to access your HESI Assessment Faculty Access.

My Evolve  Catalog  Help !vF rQ\
Aleris ounl
My Content
@ To add more content, visit the catalog.
@ View your back-ordered items. Sortby | Title v

( Access Canves provided by Elsevier )

HESI Assessment

.
9 Ll Faculty Access

4. You are going through the ordering process to upload the Topic Outline foran
exam that has already been ordered through Client Services. In your Faculty Access,

locate the Order Management section.

5. Clickthe Order Exams link.

FLSFVIER

HESI Assessment

b= HESI Facutty Bccess

Order Management Ja Exam Adminig

iMET Exarm [Eater

Chder Hislory

Sorver Examt G
Regu=st Credit £
Raschedule & Ad
Wiewr Cart (4 = i
i Fuaem Acthvity D
Irack Student Fayments ~ o
Cohort Lisk
Cuslom Exdin N
Cuslonm Exdin Review FEr o
Manage Syliahl & Reviawers

Distanca Testing Qrder Réguast Form

E Review Exam Results and Reporis

¢ 4 Upcoming Exg
Report Fuilder A

Summary Analysis

Student Reports

Sassion Groups
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HESI NG Custom Exams - Ordering

6. Readthe information on the Order Process page.

7. Select Continue to Order Exams.

HEST Faculty Access > Order Process Instructor Name
» ) Order Process - Effective June 27, 2014

ORDER FULFILLMENT

Timely Delivery

To ansure timely dlivery of sxams, we racommend that ail sxam orders ba placed a minimum of Ewo wasks prior to tha axam administration date, Any order recsivad aftar 3:00 p.m. Central
Standard Time (CST) will be processed the next business day.

Rush Fee

Exam orders received with less than three business days notice prior to the exam adminisiration date will Incur an addltions] $100 rush fee.
e cannot guarantee daiivery of the exam with less than two business days notice prior to the exam administratian date.

CREDIT FOR UNUSED EXAMS (4-la-carte Orders ONLY)

A credit for unused exams in an a-la-carte order may be requested elzctronically up to 50 days from the Involce date. Cradits will be considered after the exam sessian Is closed and results uploaded
and suceasshully processed. The cradit is automatically applied to the original invoics uniess tha criginal invoica has besn paid in full.

New Custom Exams Existing Custom Exams Facuity Raview

‘Wa request a minimum timeframe of 8 weeks prior to the If editing an existing custom the Faculty Approver must upload When faculty feedback is recaived less than one waek prior ta

exam administration date ta prepars your custom exam. a current course syllabus In the Manage Syllabl & Reviewsrs the exam administration date, then 4 rush fee of $100 will be
} section of Faculty Access =t ieast 8 weeks prior to the sxam assess=c. Uihen fesdback is not promptly submitted we

You must upioad a Course Syllabus and select Faculty administration date and prior ta placing the order. cannot guarantes delivery of a new custom exam. In such

Reviewer(s)/Appraver during the onlina chackout.

cases, axam finglization may oceur Without faculty feedback,

Existing clstom exams may be revised Up to 20% on the
exam’s anniversary date 2t no additional charge. An order for
2 new custom exam I required if edits are needsd prior to the
exam’s anniversary date or the exam will be edited mare than
20%,. & custom design fee will apply.

My Eval

8. Selectthe New Custom Exams tab.

1. Add products by entering the quantity and clicking the 'Add to Cart’ button.

Product Filter: Use the filter option below to quickly find the products you want to add to your order.

Customer Group All v Program Type All

Exam New Custom Exam 9

Nursing Education : Admission Add To Cart

Practical Nurse (PN)

Product Price Quantity
PN Admission Assessment with Critical Thinking (A2) - $49.00

1st Time Tester

PN Admission Assessment with Critical Thinking (A2) - $49.00

2nd Time Tester

PN Admission Assessment (A2) - 1st Time Tester $42.00

PN Admission Assessment (A2) - 2nd Time Tester $42.00

Registered Nurse (RN)
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HESI NG Custom Exams - Ordering

9. Locate the exam you would like to give.
10.Enter 1 in the quantity box next to the exam.
11.Click Add to Cart.

Exam New Custom Exam

RN m*l Add To Cart

Product Price Quantity
9 RN Custom 50-Item - 1st Time Tester + Design Fee $220 $35.00 @

RN Custom 50-Item - 2nd Time Tester + Design Fee $35.00

$220

RN Custom 75-Item - 1st Time Tester + Design Fee $323 $54.00

RN Custom 75-Item - 2nd Time Tester + Design Fee $54.00
$323
RN Custom 100-Item - 1st Time Tester + Design Fee $62.00
$417

12.The exam will appear in the shopping cart. Once all exams you would like to order

have been added, click Continue.

Payment Details

E{Shopping Cart (1) Item(s)

Product(s) Qty
RN Custom 50-Ttem - 1st Time Tester + Design 1
Fee $220

n.

ht weeks

o
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HESI NG Custom Exams - Ordering

13.Click Add Special Instructions under your exam.

HESI Assessment

HESI Faculty Access > Order Exams > Cart

Shopping Cart

Review Order Billing Informati

2. Review your order and complete the "Program" and "Exam Details" for each produg

Wshopping Cart (1) Items

Product Program

RN Custom 50-Item - 1st Time Tester + Design Fee $220 Select .
B Add Special Instructions

Same for All Products

el

14.Type in NG Custom Exam Creation Only. Do not deliver the exam.
15.Then, click Save.

ELSEVIER

HESI| Assessment

Add /View /Edit
Special Instructions

NG Custom Exam Creation Only, do not deliver the exam.

.

Evolve Training and Implementation

Page 5

ELSEVIER



HESI NG Custom Exams - Ordering

16.Select your program name and your start date.

17.0nce everything on the page is correct, click Proceed to Checkout.

Program Exam Details Price Quantity SubTotal

E-'}l HESI UNIVERSITY-TESTING vl (® iNet (web based) $35.00 | 1 Update $35.00
) Server (download)

() Same for All Products () Online Remote Proctoring Remove

Exam Date| 121312019 & @

Tax: $0.00
Rush Fee (Waived): $0.00
Order Total: $35.00

Add More Products m Proceed to Checkout

18.Select your Faculty Reviewers. These are the faculty that will be able to review
the custom exam.

19.Select your Faculty Approver. These are the faculty that will be able to approve

the custom exam after the Faculty Reviewers have reviewed the exam.

Product Name RN Custom 50-Item - ist Time Tester + Design Fee $220

Program HESI UNIVERSITY-TESTING

@ Only the Faculty who have appropriate permission will be shown in the lists below. Contact the Primary

*1. Select a Faculty Approver

DB| soec .

- oeled acuity Reviewer(s
If none are selected only the Approver can review this exam

(] Admin, Michael [mbruner13]
() Administrator, Evolve [swillis3]
(] Bach, Michael [mbach4]

() Bryant, Jeff [jeffbryant]

() Foster, Tarana [tfoster57]

() Hood, Jeremiah [jhood144]
() Irving, Prie [pryals7]

(] Kirner, Nathan [jkirner2]

[} Mckie, Andrea [amckie2]

[} Name, Instructor [pbuettner]
(| Rossi, Laura [Irossi29]

() Training, Instructor [itraining]

Evolve Training and Implementation

Page 6

G

ELSEVIER



HESI NG Custom Exams - Ordering

20.Click Browse to select your Topic Outline.

21.Navigate to your Topic Outline file and select it.

@ A, THPC + Dabto » WURS 100 w B S NURE DD

£ Bacuics Unbousity HURSITT Slabiss doce
W ekt ¥ ?

& Ovwriards
& Untuments
= Fictorss

%o

s el - Rewct Flur
1 Thi P

i Hetwerc

Fi i | Demvier Lpoessity LGS 1.5 tebus docs | [wEer

Crgwize = HocTolder e w8

My Evol

for 2ach product below before proceeding.

== ]

Cohort

Exam Date  12/13/2019

*1. Select a Faculty Approver
Mackie, Andrea [amckie2] v

(& Only the Faculty who have appropriste permission will be shown in the lists Selow. Contact the Primary tacully tu setup a new accounk or assign permissions.

*3. Upload Syllabus (One file gbs time

(M [l size: JOMID

22.Click Upload File.

Cohort

Exam Date 12/13/2019

Iy faculty to setup & new account or assign permissions.

*3. Upload Syllabus (Cne file at a time)

(Max file size: 30MB)
Uploaded Syllabi: (0)

‘File Name Action

You must upload at least one sylla"'al'.ls.“

Elsevier_University. NURS101.5vll:  Browse Upload File @

Remove from Cart

23.Enter the Course ID and Course Name.

24.Click Proceed to Checkout.

*3. Upload Syllabus (One file at a time)
VS Upload File

(Max file size: 30ME)
Uploaded Syllabi: (1)

o

Eisevier_University.NURS101.Syllabus.docx

*4. Course ID

$

*5. Course Name

Add More Prm@ Proceed to Checkout
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HESI NG Custom Exams - Ordering

25.Pleasefill out all information on the billing screen (and shipping, if different). Once

completed, click Continue.

Checkout
t Produ Rl O Bt Wifot s ation A Patmigsl Faymanl Chatailz
3. Enter the "Blll To™ and "Ship To" Information then click the "Continue” button.
Select Proy Tor Billing Ini: -'ﬁslmminq Cart (&) [temis)
- —— e bl Product(s)
Flmase select e program you want this orde billed to. T S O 1
= Fee 5270
Program HESI UNIVERSITY-TESTING v
Bill 1ot ship fo: W Same as Bill To
i 11011 Richmond Avenue Ao 11011 Richmerd Aversie
Address 2 Anareas 7
oue United Stales v ] United States -
=2ip Cooe 77062 “Lip Code 77042
o HOUSTON i HOUSTON
“State = “Htatc
Exas . xes

R Teees ¥ Tax: LRI

1 B0-950-2728 i 502728 Hush Fee: 50,00
- suemn iy Order Total:  435.00

il “Emall
_bustnernEeisevier.com nerfelsevieron
F =i phustinenfelsevier.com EiFrE
o=

26.Select the faculty members you would like to grant access to as an access code

recipient, making sure to include yourself. Then, click Continue.

4, Assign access permissions by selecting from the available users.

26

Faculty Name
Admin, Michael
Administrator, Evelve
Bach, Michael
Bliss, Miss
Bryant, Jeif
Chadwick, Ryan
Foster, Tarzna
Hood, Jeremiah
Iring, Prie
Kirner, Nathan
Kotter, Gabhe
Krabappel, Fdna

W Mckie, Andrea

W Mame, Instructor

W Rossi, Laura
Salitza, Fric

Traiming, Instructor

Program(s)

HESL

HESI

HESIT

HE

HESL

HES!

HEST

HE

HESI

HEST

HESI

HES!

HESL

1]

4]

UNIVERSITY-TESTING
UNIVERSITY-TESTING
UNTVERSITY-TESTING
UNIVERSITY-TESTING

UNIVERSITY-TESTING

I UNIVERSITY-TESTING

UNIVERSITY-TESTING

UNIVERSITY-TESTING

3L UMIVERSLTY-TESTING

UNIVERSITY-TESTING

UNIVERSITY-TESTING

I UNTVERSITY-TESTING

3l UMIVERSITY-TESTING

I UNIVERSITY-TESTING

UNIVCRSITY-TESTING

I UNTVERSITY-TESTING

UNIVERSITY-TESTING

D N

e/ shopping Cart (1) Ltem(s)

Product({s) oty
RN Custom 50-Item - 15t Time Tester + Design
Fes 5220

a $0.00
Rush Feea: &0.00
Order Total: H35.00

Edit Cart
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HESI NG Custom Exams - Ordering

27.Select Purchase Order and enter the quote number associated with your custom

order into the box.

28.Click Submit Order.

HEST Faculty Arcess 3 Crder Fxmrs 2 Cal - 3 Checkout Process - Checkest

Checkout Process

Worratian A@sign TermEsio Payment Detads

5. Select payment type and enter payment details.

Select Payment Type Wslmpp:ng Carl (1) Ttamis)

Produci{s) Ly
Payment Type: ? Purchase Order . RN Cugtem 53-Itam - 1st Time Testor + Dasign 1

Fre §220

Payment Details:

purchase order HY[ 5] 28]

Tax: 5000
Rush Fee: 50.00
Order Total: §35.00

Edit Cart

29.Your payment confirmation receipt will displaywith the Order Number listed.

Order Confirmation Receipt

Your arder has bean confirmed and successfully submitted on 09/04/20189.

[oterio: tesae1] 01)

Ordered By: Bill To: Ship To:
Fualve TD: phucttner Address 1: 11011 Richmond Avenue Address 1: 11011 Richmand Avenue
Full Name: Tnstructar Name Address ?: Address 21
School Name: ELSEVIER TRAIMING Country: United States Country: United States
This was a FURCHASC ORDCR Zip Code: 77042 Zip Code: F7042
T UMl P2 City: HOUSTON City: HOUSTON
State: % State: =
Phone #: &0N-950-7728 Phone #: BON-850-2728
Frmail: f-buetines @elssdercom Frnail: - buettnen@lelseviercom
Product Program Exam Details Price Quantity SubTotal
BN Custom S0-tern - Lst Time Tester + Design Fee $220 HESL UNIVERSITY-TCSTING Delivery Type: iNet $35.00 1 535.00

Fxam Date:12/13/2015

T 3000
Pugh Fee: 30.00
‘Order Total: $35.00

End of Guide

Evolve Training and Implementation

Page 9

G

ELSEVIER





