
Made with Scribe - https://scribehow.com 1

How To Set Up The 2025 Certified Training

1 Navigate to https://provenwinners.com

2 Click "Log In"

https://scribehow.com
https://training.provenwinners.com/


Made with Scribe - https://scribehow.com 2

3 Enter your username and password.

4 If you forgot your password, please click the "reset your password" link.
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5 After you are logged in, go to the drop-down menu below your name on the top
right of the screen.

6 Click "My Locations"
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7 Scroll down to your retail location and locate the Certification 2025 gray box at the
bottom of your location listing. Please note you will need to take these steps to set
up each location individually. When you are ready, click "Begin Certification
Set-up".

8 First, you will review your retail location information. If you need to change or
update the information, please click "UPDATE MY RETAIL LOCATION".
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9 Next, you will review your user account information. If you need to update this,
please click on "UPDATE MY USER ACCOUNT".

10 The third step is to choose the location you would like your rewards to ship to.
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11 The next step is to enter the total number of employees to certify for 2025
(including yourself). Each person will require their own test key.

12 Then you will choose the rewards that your employees can choose from. If you
want everyone to have the same reward, then please only select that one reward.
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13 Once each section is filled in, click the "Start Certification" button.

14 Three reminder/warning boxes will appear. Click on "Yes I Am Ready To Start
Certification". This will complete your certification set-up.
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15 If you need to delete a test key, click on the check box next to the test key. Then
click the box below to delete the test key.

16 If you need to add test keys, enter the total number of additional test keys you
need in this box. Then click "ADD TESTS". Please note that test keys can only be
added if you have not used all the test keys already given. If you have completed
certification and need to add additional test keys, you will need to contact Karin at
Karin@ProvenWinners.com.
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17 You can email a copy of the test keys to yourself or another person.

18 Or if you choose, you can print out the test keys.
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19 To review the process for you and your employees to watch the certification video
and answer the questionnaire, please click on the "REVIEW CERTIFICATION
PROCESS" button.

20 You will be redirected to ProvenWinners.com/training. This is where you can find
any necessary forms, the link to the video, and the link to the online
questionnaire. Please note, this year each employee will complete a questionnaire
and not a test.

For individual training, please refer to the first column on your left. The video and
online questionnaire are at the bottom of this seciton.
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21 For Group Training, download the group training package from the first teal box.
Then click on the second teal box to watch the video. For group training, you will
fill out one questionnaire for the entire group. Then have each employee write
their name and reward choice on the Group Certification Reward Form. Submit
the questionnaire and the group form to the fax number or email address at the
top of the form.

22 For offline training, you can download the video script and the training package.
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23 Click "Offline TrainingAll employees can read through the script and see the
graphics from the video, then answer the questionnaire and mail it to Prov..."

24 If you have any questions or need assistance, please contact Karin - text or call to
(815) 991-9685 or email her at (815) 991-9685.

Thank you for participating in the 2025 Certified Training Program!


