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Continuing Education Course Completion Roster Entry Instructions

August 26, 2009

Below are step-by-step instructions on how to input continuing education rosters. Roster entries are provided
through Sircon. However all continuing education questions should be directed to Prometric.

1. Go to http://www.sircon.com and input your account login information. This information will be sent to you
from Sircon once you have completed the online Sircon Subscriber Agreement.

Select Education from the links on the left side.

On the Education Services menu page click the Continuing Education Course Completions link which is
located under the Course Completions Section.

Select a state from the State dropdown menu.
Click the Submit button. The page will refresh to show additional fields.
From the Provider Name dropdown menu click to select your company or organization name.

To save time, you may enter the Course ID and/or Course Completion date (using the mm-dd-yyyy date
format) to help pinpoint the exact CE course you are looking for, but it is not necessary.

Click the Submit button.

8. Locate the course or classroom offering for which you want to transmit course completion information.
When you find the right course or classroom offering, click either the Course ID or Offering ID link.

9. Below the summary information is a set of radio buttons. You are required to choose a type of student
identifier to use for submitting course completion information. Click to select:

¢ National Producer Number OR
e Connecticut License Number

Begin in the top left field, and enter the identifier for the first student on the classroom roster. Then move to
the adjoining Last Name field, and enter the last name of the first student on the classroom roster.

10. At the bottom of the page, enter the identifier of the instructor(s) who taught the class.
11. When you are finished, click the Submit button.
The Confirmation page will display the course, student and instructor information you entered.

12. To process another CE course completion record, click the Continue Processing button. Or, Click the
Main Menu button to re-open the Education Services Menu page.

13. Sponsors may print course completion certificates under the Education Services Menu page, click the
Education Activity Inquiry link and follow the instructions.

If you have any questions please feel free to contact us.
Prometric E-mail: Pro.ce-services@prometric.com

1260 Energy Lane Web site: WWW. prometric.com
St. Paul, MN 55108 Phone: 888.797.9776



http://www.pdfcomplete.com/cms/hppl/tabid/108/Default.aspx?r=q8b3uige22

