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MSF Basic eCourseSM Maintenance Account User Guide 
 

Overview 
 

This guide is intended for Sponsors who choose to maintain their own enrollment systems when 
implementing MSF eCourse curriculum.  This is known as “Option 2” for Training Providers delivering either 
the Basic or the StreetStrategies RiderCourse eCourses.  A Sponsor’s account is created in MSF’s 
RiderCourse Enrollment System (RES) and allows Sponsors to issue Coupon Codes to students.  An RES 
Sponsor’s account provides the following functionality: 
 

 Ability for Sponsor to download blocks of coupons and issue them directly to students as they 

enroll in classes.  

 Coupons can be provided to students with the enrollment email they receive through your 

enrollment system.   ** Note: It is up to the Sponsor to decide how to implement this functionality 

into their enrollment system**  

 Each coupon is good for one student and a single use of either the Basic or the StreetStrategies 

eCourse. 

 Sponsors have the ability to view individual student completion status through Sponsor’s RES 

account  

 Sponsors can manage coupons and track coupon assignment and redemption through their RES 

account. 

The eCourse coupon codes are allocated by MSF to training providers who then deliver the coupon 

codes to their students. They are 12 character, randomly generated, alpha‐numeric codes. Students 

enter the code during the process of registering for the eCourse. 

The registration of the eCourse does not expire. A student may take their eCourse as many times as they 

want.  The certificate of completion, which is tied to the date the eCourse was completed, is valid for 30 

days. If coupons are given more than 30 days in advance of the course, the students would be well‐

advised not to complete the eCourse too soon. 

Once a student has registered for the eCourse the code has been “redeemed” regardless of whether the 

student follows through with taking any part of the eCourse or completing the entire eCourse. 

The retail price for taking the MSF Basic eCourse is $19.99. When a student registers for the eCourse and 

redeems their coupon, the price defaults to $0.00. Training Providers are billed at the end of the month 

for all redeemed coupons at a rate of $4.99 per coupon.   If a training provider through its state or agency 

program is currently using the MSF Quality Assurance Module the rate per redeemed code is discounted 

to $3.99. 
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Student Registration 

 
This page is where students register for the eCourse.  MSF basic eCourse enrollment link: 

https://training.msf-usa.org/eCourse/Basic 

 

 
 
 

This page is accessible from the MSF website (msf-usa.org) by clicking on “DIGITAL” at the top of the 

page, then scrolling down past the woman with the pink top, and clicking on “Enroll Now”. 

https://training.msf-usa.org/eCourse/Basic
https://msf-usa.org/
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Students should receive the link to the MSF Basic eCourse registration page and their 12-character Coupon 
Code in the same communication from their training provider.   
 
Once the student has accessed the Basic eCourse registration page, they enter their Student Information in 
the required fields and click “Enroll Student” at the bottom of the page. 
If all the required information is entered, there will be a message inside a light green box near the bottom 
of the page that “Temporary enrollee successfully added”. 
The student must enter their 12-character Coupon Code in the “Gift card or promotional code” field.   
The Total Amount Due remains $19.99 until the “Apply” button is clicked and then the Total Amount Due 
will change to $0.00. 
Once the Total Amount Due is $0.00, the student must click “Complete Registration”. 
In order to complete the registration, the student must read and agree to the Student Release by checking 
the “I Accept” box.  To activate that checkbox, the student must first read the release by scrolling to the 
bottom of the inset document.  Once the box is checked, the student must enter their email address in the 
required confirmation fields (they will enter it twice) and click “Complete Registration”. 
 
On the enrollment confirmation page, the student must scroll down until they see their user login (it will be 
their email address), their eight character password (it is case sensitive) and the website to log in to their 
course (that website is elearning.msf-usa.org).  A copy of their login credentials will also be emailed to 
them (check Spam and Trash folders if they do not receive anything in their inbox).   
 

 
 
Please have your students reach out to the MSF eCourse Support Desk directly with any issues.  The hours 
of availability are 8:30 am – 5:00 pm PACIFIC TIME, Monday through Friday.  Please take note, the Support 
Desk is not available on the weekends.   
 
MSF Support Desk 
msfsupport@msf-usa.org 
949-727-3227 x 3158 
Hours: 8:30 am – 5:00 pm Pacific Time 
Monday-Friday (closed on the weekends) 

 

 
  

file:///C:/Users/mward.IRVINE/Downloads/elearning.msf-usa.org
file:///C:/Users/mward.IRVINE/Downloads/msfsupport@msf-usa.org
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Accessing the eCourse  

 
After registering for the eCourse and redeeming their coupon, the student receives a confirmation email 

that contains their username, a password, and a link to the eCourse. 

The “User Login” page looks like this: 

 

 
 

 

The student can choose how to manage their time for completing the eCourse. They can log on and off 

at their convenience, and complete it in segments. The system brings them back to where they left off. If 

they wish, they could sit straight through the entire course, which takes approximately 3 hours. There is 

no time limit to completing the eCourse. The final step of completing the eCourse includes clicking on the 

icon in the bottom left corner.  
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A student has unlimited opportunities/attempts to take the eCourse from start to finish.  Once a 

student completes the eCourse, the completion certificate is valid for 30 days. To obtain a new 

certificate the student would have to re‐take the entire e‐course (which they can do for free within 

their account, making sure to check the “start new attempt” box).  

 

 

 

  Each completion certificate has a unique identification number. 

Each state has its own policy in regards to whether or not they will accept a student’s eCourse Certificate 

of Completion after the 30 days. Please check with your State Coordinator for guidance.   

If a student does not have a physical printed copy of their certificate, you will need to verify their 

eCourse Completion using the “Completions” section of your RES account. 

 
 

  



 

7 
©2018 Motorcycle Safety Foundation Rev. 08.18 RES Coupon Maintenance User Guide 

Coupon Management 

 
The eCourse Coupon Maintenance Account is accessed in the MSF online RiderCoursesm Enrollment 

System (RES).  The link to that system is: https://training.msf‐usa.org/RESAdmin 
 

The RES log‐in screen looks like this: 
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Log‐in with your Coupon Access Account user‐name and password, the screen that appears will look like 

this: 

 

 

 

Click “Classes” at the top of the page. This will bring up the coupon maintenance screen.  
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The Coupon Maintenance Screen looks like this: 
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On the left is a heading for the eCourse and two selections: “Coupon Maintain”, and “Completions”. 

On the right are options for “Search”, “Clear”, and “Groups”. The “Status” drop down menu looks like 

this: 

 

 

 

“Status”: there are four designations: “Assigned”, “Unassigned”, “Redeemed”, and “Voided”.  

The status “Unassigned” is the condition the coupon codes are in when first allocated to a sponsor. This 

condition is not activated. The codes cannot be redeemed for access to the eCourse at this stage, and 

are therefore in a “safe“ mode. This can be helpful from a security standpoint since you are billed for 

codes based on redemption. Choosing the status menu item “Unassigned” and clicking “Search” will 

give you a list of all your allocated codes that have not yet been assigned. 
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The search for unassigned codes will populate the “Search Results” window at the bottom and looks like 

this: 

 

Coupons must be assigned before they can be used or redeemed by a student, and can be assigned to a 

specific individual, or assigned to a group generically. 

To assign a coupon to an individual you would select “Unassigned” in status and click search. Select a 

coupon code by clicking the coupon edit button, (this is the pencil icon to the left of the coupon code). 

 < This is the edit coupon button 

Clicking the edit coupon button will bring up this screen: 

 

Select the status “Assigned”, and enter the student name, and then click the “Save” button. 
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Once saved, the coupon code will appear in the result list like this: 
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Group Assignments 
 
You can assign codes to a group individually or in bulk.  Assigning more than one code at a time to a 

group results in codes with the Status “Assigned” (meaning they are active and ready for use) but with 

a generic Assigned To of “unspecified”.  To do this, click on “Groups” on the right side of the page. 

 

 

 

The screen that appears will look like this: 
 

 
 

Enter the number of coupons you want to add to the group in the “Quantity” field.   

Assign the group a name in the “Group Name” field and then click “Create”.  

A message will pop up confirming the creation of the group.  

Click “OK”. 
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From the Groups window, you can add and remove coupons from a group.  You can also rename an 

existing group.   Use the “Action” drop down menu to make your changes and click “Update” to 

save your changes. 
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Data Export 

 
All search types in the Coupon Maintenance section have an export feature that downloads the codes 

into an Excel spreadsheet. This allows the flexibility of doing coupon management from Excel. To 

export, hover your cursor over the words “Search Results” (located just above the top code in your 

results), and click on Coupon Information. 
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Redeemed Codes 
 
To determine if a specific Coupon Code has been redeemed, enter the code (you do not need to 
enter all 12-characters, usually four or five characters is enough) in the “Coupon #” field and click 
“Search”. 

 

 
 

 

The results appear at the bottom of the page.   Check the “Status” column, and then the 
“Redeemed By” column to see who redeemed it: 
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Clicking on the magnifying glass icon            allows you to see further code details: 
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Voiding Coupons 
 
 
If a student cancels their hands-on training but has already received an eCourse Coupon Code, you may 
wish to void the coupon to avoid being billed for the cost of the student’s eCourse.   
 
This is only possible if the student has not yet redeemed the code.   
 
From the “Coupon Maintain” screen, enter the Coupon Code you wish to void in the field “Coupon #” and 
click Search.  
 
 

 
 
 

Click on the Pencil Icon  to open the Coupon Edit window.  
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Click on the “Status” drop down and change the selection from “Assigned” to “Voided”.   
 
Enter a few words in the “Reason for Void” box to explain why you are voiding this code, something like 
‘Student Cancelled’.   
 

 
 

 
 

*You will not be able to save your change if you have not entered a reason for voiding. 
 

 
Once a Coupon Code has been voided, it cannot be reactivated.   
 
You can always contact MSF Support at msfsupport@msf-usa.org to request more codes. 
 
 

file:///C:/Users/mward.IRVINE/Downloads/msfsupport@msf-usa.org
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Completions 

 
The RES system allows for verification of eCourse completions using the “Completions” menu. 

 

 
 

You can use any of the fields to search for a student’s completion information. 

 

We recommend using the email address the student used to register for the course. 

 

If a student has only completed part of their course, they will not appear in the “Completions” search 

results.  
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Removing     Unredeemed    Coupons From a Group 
 
 

To remove unused (unredeemed) coupons from an existing Group, they cannot be assigned to a specific 
student name.  If they are, you must first remove the student name associated with the coupon. 
 

To remove a student’s name from a coupon, click on the pencil icon  to the left of the coupon code.  
This allows you to view and edit a specific coupon’s details.  
 
It will look like this: 

Delete the student’s first and last names from the fields, then click “Save” in the bottom right corner of the 
box. 
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Once you have removed the student’s name from the coupon, in order to remove it from the group, click 
on “Groups” on the right side of the Coupon Maintenance screen. 
 

In the “Action” field, click the drop-box and change the action to “Remove Coupons From Group”
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Next, select the group from which you want to remove coupons. 
Enter the quantity of codes you wish to remove, and then click on “Update”: 
 
One you click on “Update”, you will get the following confirmation message.  Click on “OK”. 

**Please note that you can only remove coupons that have not already been redeemed.**
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Searching Invoiced Coupon Codes 
 
Sponsors are invoiced monthly based on the Coupon Codes redeemed during that month.  You can 
retrieve details for coupons invoiced from the Coupon Maintain menu by selecting the Month and Year 
and clicking “Search”. 
 

 
 

 
 

Reults can be exported into Excel using the “Search Results” menu.   
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Obtaining a Coupon Management Access Account 

 
An RES access account for Coupon Maintenance and Completions is available for anyone who is an 

authorized contact for the RERP. 

To add or edit RERP contacts, please complete the “RERP Information Update Form”, located in the 

RETSORG Library under RERP Materials, and submit it to RERP@msf‐ usa.org with your RERP number 

and RERP name in the subject line.  The RERP department will make the requested changes and 

provide email confirmation.  Please email MSF Support at msfsupport@msf-usa.org to request a 

Coupon Maintenance account.  It typically takes 48 hours for changes to be processed. 

For additional questions, please contact: 

MSF Support Desk 
msfsupport@msf‐usa.org 

(949) 727‐3227 x3158 
Monday  ‐ Friday, 8:30am – 5:00pm Pacific Time 

**We are closed on weekends** 

https://retsorg.org/
mailto:msfsupport@msf-usa.org

