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This visual guide will take you through the steps for registering, confirming your registration,
enrolling in a course, steps to complete a course, and finally receive a course certificate for the
School Nutrition Toolbox.
As an aid in this guide, pay attention to the “pointing finger” graphic. This indicates important
links or buttons you will need to click on.
Step 1: Create an Account.
The only prerequisite you will need to create an account is a valid email address. Click on the “Create and
Account” button found on the homepage.
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Step 2: Enter the Required Account Creation Information.
Enter your information into the registration form text boxes. Fields with a red asterisk
are required
fields. Please make sure your email address is entered correctly. A major reason for users not receiving
their confirmation email is mistyped email addresses.
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Step 2, continued: Enter the Required Account Creation Information.
Often there is confusion by registrants as to what the “AUN/PEARS Agreement” number is. This is a Pennsylvania specific nine-digit number. It is important for those folks creating accounts who are responsible
for taking the “School Nutrition Programs (SNP) Annual Training Course” (as part of their school/school
district’s NSLP application) to know this number, since it is used by the Pennsylvania Department of Education (PDE) to verify completion of this course.
Staff members of a school food service departments who are taking courses for continuing education
credits should enter the number “7,” nine times.
Click on the “Create my new account” button to submit your registration information.
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Step 3: Confirmation Email.
After you click on “Create my new account” you will be forwarded to the page below verifying your information has been submitted. Next check your email for your confirmation email. Sometimes the confirmation email is not delivered for ten minutes or longer. If your email is not delivered to your inbox, check
your email account’s spam or junk folder. If you do not receive your confirmation email after serveral
hours, then you should use the contact methods found on the homepage to reach out to the School Nutrition Toolbox’s administrator.

Step 3, continued: Confirmation Email.
Your new account needs to be confirmed by either clicking on the link supplied in the email, or by copying the link and pasting it into your web browser’s address bar.
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Step 3, continued: Confirmation Email.
The success page after the confirmation email link is clicked on or copy/pasted into a web browser will be
displayed. Click on the “Continue” button to enter the course site.

Step 4: Enroll in a Course.
After you login to the School Nutrition Toolbox, the first page you will see is the “Your Dashboard” page.
There are multiple links displayed as clickable icons, buttons, and text links. The most used links are the
icon links:
•
•
•
•
•
•
•
•
•

All Courses: Most used link. This icon takes you to the current courses offered.
Descriptions: Page describing course objectives.
My Courses: Displays the courses you are enrolled in.
Certificates: Lists the certificates you have received. Also allows you to download certificates you
have earned.
CEU Credits: Lists all the courses “continuing education credits” in hour values.
FAQs: Page listing answers to topics of frequently asked questions.
Contact: Web form to contact the School Nutrition Toolbox site administrator.
Downloads: Page displays alternate versions of courses you may download.
Quiz Scores: Displays a table of the scores you have achieved in course post-tests.

Click on the “All Courses” icon to display the School Nutrition Toolbox courses.
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Step 4, continued: Enroll in a Course.
Click on the “Click to Expand Categories” link to display all the courses listed under each of the four categories. Optionally you can click on each category individually.

Step 4, continued: Enroll in a Course.
Click on a course link to enroll.
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Step 4, continued: Enroll in a Course.
Click on the “Enroll me” button to enroll in course.

Step 5: Topic Outline.
After you enroll in a course you will be taken to the course’s “Topic Outline” page. There is an optional
“tour” of the homepage which highlights important navigation links. You can opt out by clicking on the
“End tour” button.
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Step 5, continued: Topic Outline.
The topic outline is your roadmap to completing the course you have enrolled in. The outline is divided
in to sections. Complete each section in the order they are presented. You will not be able to proceed to
the next content area, post-test, or certificate until your topic outline displays blue check marks
on
the right side of the page indicating you have completed this topic, post-test, or have received the course
certificate.
Click on either the Pre-test (optional) or the Topic 1 content link to continue.
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Step 6: Course Content.
Read the course content. Note: You do not have to complete the course in one sitting. The course server
will track what you have viewed (previously viewed content will dispay a blue check mark
on the
course’s topic outline page.
Click on “Next Page” icon at the bottom of each content page to navigate to the next content page.
Alternately you may navigate forward and back to content pages by using the links found on the topic
outline page.
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Step 6, continued: Course Content.
On the last page of content section page you will find a “Post Test” icon. Click on this icon to begin the
process of taking the course’s post-test. Alternately you may click on the “Post-Test” link found on the
course’s topic outline page.
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Step 7: Post-Test.
Completion of the course’s post-test is required in order to receive a course certificate (most of the courses at the School Nutrition Toolbox have passing score of 80%).
Read the bullet pointed instructions found at the top of the post-test, then click on the “Attempt quiz now”
button to begin.
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Step 7, continued: Post-Test.
Questions in the post-test are either “mulitiple choice” or “true or false.” Be sure to read the questions
carefully because some of the multiple choice questions require more than one selection. Note: if you
have to exit the post-test without finishing, please be sure to click on the “Save Now/Save for
Later” text link to save your answers submitted thus far. When you return to the post-test, you will be
able to continue with the test where you left off.
After you have answered all the post-test questions, click on the “Save Now/Save for Later” link to
begin the process of having the program grade your test.
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Step 7, continued: Submit the Post-Test for Grading.
The “Quiz Navigation” sidebar box indicates which questions you have entered responses for (red rectangle below each number indicates that you have entered a response).
This post-test submission page gives you three (3) options:
1. You may review the answers you have submitted by clicking on the “Return to attempt” button.
2. You may submit your answers for grading by clicking on the “Submit all and finish” button.
3. You may save your answers and submit them later by clicking on the “Save Now/Save for Later” text
link.
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Step 7, continued: Submit the Post-Test for Grading.
A confirmation screen will be displayed. Click on the “Submit all and finish” button to submit your question responses for grading.

Step 7, continued: Results Page.
Your post-test score is displayed here. Correct responses to questions will have a green rectangle displayed below the question number. Incorrect responses will display a red rectangle below the question
number. If you have achieved the passing score (usually 80%) for the post-test, a “Download Certificate
Now” button will be displayed. Click on this button to begin the process of downloading the certificate for
this course to your computer’s downloads folder. (Note: the certificate might be displayed in your browser
window if the web browser is configured to display PDF files.).
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Step 8: Download Certificate.
Click on the “Download certificate” button to download your certificate for this course (Note: the certificate might be displayed in your browser window if the web browser is configured to display PDF files.).

Course Certificate.
The certificate displays serveral items of importance. Of course, most importantly, your name. This is followed by the course name and completion date. CEU information follows. AUN/PEARS agreement number is displayed next. Finally a certificate code is displayed. This code is important since this is the alphanumeric code you will enter as part of your NSLP application for each school year (applies to the required
School Nutrition Programs (SNP) Annual Training Course). If you have been instructed to complete a corrective action by PDE, you would submit this certificate code as proof of completing a prescribed course.
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