EMS Registry Job Aid for Continuing Education Sponsors
For Registering a Continuing Education Class

1. Go to Education; then Continuing Education; then click on Register ConEd Class.
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2.  You will be directed to the New Class Registration page. Click on your Continuing Education Sponsor from the
drop down box. Your Sponsor Name and Number will populate on the screen.

New Class Registration

Continuing education sponser must register the class It intends to offer for continuing education credit at least 30 days before the class is held

Sponsor Information

Sponsor Information

Associated Sponsor: [Select Sponsor
migglY Approved Sponsors assogk with the U
Sponsor Name

Sponsor Number

3. Course Information — Courses that you own as a sponsor will be listed in the drop down box. You can choose
one of your own, or search for a course. All sponsors are able to register Non-Proprietary Courses. For
Proprietary Courses, if you previously were permitted to register a specific proprietary course, you still have that
permission and are able to register it. If you wish to register a Proprietary Course of which you previously did
not have permission, you have the ability to register it, but will be required to upload permission documentation
further in the application. When you locate the class you wish to register, click Select.

Course Information

Select a Course
Note: Only Approved courses associated with the user or Public Domain courses are listed
Asterisks indicate public domain courses

Course Name:
Course Number.
Course Hours:

CAPCE Number

Search Courses

Keywords
Separate keywords by commas

Course Number Course Title Core Course Proprietary
303 Case Reviews of Problematic Airways No Yes

307 Airway Canirol Practical Lab No No _

4. After you select a course, additional tabs will appear.




Hew Class Registration

Sponsor Information || Clags Location | Public Information  Class Details

Sponsor Information

Click on the “Class Location” tab. You can click on “Populate from Sponsor Record” and the system will auto
populate all the fields. If the class registration is different than the class location, click that box. The page will
refresh and another section will appear for you to complete with the class registration information.

Class Location
Populate From Sponser Record _

Sponsor Info

Location: I_ I
Facility Name
Address: I I
Address 1 Address 2
| | |Penn5y|vania ~ | | | | |
Citr Zip Zip+4
County [Select County ~]

Email Address: I I

[ciass registration is different than class location

Click on the “Public Information” Tab. You can click “Populate from Sponsor Record” and the system will auto
populate all the fields, except Notes. Enter notes if needed.

Sponsor Information || Class Local‘n J Public Information ,Ia&s_»

Public Information

| [

Name: | l:l Select Suffix_ v
First Name Last Name ]
Notes: 1000 characters remaining

Click on the “Class Details” Tab. Complete all fields.

Sponsor Information | Class Location | Public Infurmaﬁon‘ Class Details _

Class Details

If you have a Course Outline/Syllabus to upload, browse for the file on your computer and upload it into the
field. Wait for the field to turn the color green to indicate the upload has finished.

Course Outli

. “ ” w for your file, you must clj in order for the file to be attached fo your record. .
Click “Add” for the file to be added to the

application. If a grid does not populate, the file was not uploaded.




Course Outline / Syllabus

After browsing for yourﬁle, you must click add in order for the file be attachef to your record.
Upload
Date

Deskiop\Registry test document docx ‘ Delete | Download

10. If you need to upload permission to register a proprietary course, you will add it here. Click browse to find the
file on your computer and upload it into the field. Wait for the field to turn the color green to indicate the
upload has finished.

course: Optional

Browse... ‘ Add
st click add in order for the file to be attached to your record.

Authorization for proprietary course: Optional

11. Click “Add” for the file to be added to the application. If a grid does not populate, the file was not uploaded.
Browse.

h
After browsing for your file. you must click add in order for the ﬁlelo your fecord.

File Upload Date

CiUsers\i) Desktop'Registry test document.pdf Delete Download

12. If you need to enter Notes, add them here. When finished, click Submit.

Schedule Notes:

1000 charactors ramaining

(=) o

13. If you did not complete any fields that are required, a box will appear at the top of the screen with the errors
listed along with the Tabs where the fields can be found. These fields will also be highlighted in pink. Correct all
fields listed. Click the Class Details Tab again, scroll to the bottom and click Submit again.

Add New Class

Please correct the

Location (Class Location Tab) is a required field

Max Class Size (Class Details Tab) is a required field

Class Details Final Registration Date (Class Details Tab) is a required field.
Class Coordinator First Name (Class Details Tab) is a required field.

(Class Coordinator Last Name (Class Details Tab) is a required field.
Instructer First Name (Class Details Tab) is a required field.

Instructor Last Name (Class Details Tab) is a required field.

Instructor Qualifications (Class Details Tab) is a required field

Class Start Date (Class Details Tab) is a required field

Class End Date (Class Details Tab) is a required field

14. When all required fields are complete, the screen will turn gray in color and a box will appear asking if you are
sure you want to submit a new class? Click “yes.”



Submit Confirmation n

Are you sure you want to submit a new class?

15. Another box will appear stating the application is “In Progress”. When finished processing, you will be directed
back to your Home screen.

In Progress...

E

16. You will receive an email stating your application was received and will be reviewed and processed by the
Regional EMS Council where the class is being held.

17. If the class registration is approved, you will receive another approval email. If the class registration is not
approved, it will be routed back to you and you will need to check the application for the reason for denial. To
find your class registration application, go to Education, Continuing Education, View ConED Courses/Classes.
Click on “My Classes.”
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