


How to Submit Continuing
Education Hours (CEs)




CE Information and Forms

All CE information is posted at: https://www.childrensdyslexiacenters.org/continuing-education/



https://www.childrensdyslexiacenters.org/continuing-education/

Email Link

You will be emailed a link to use to submit your
continuing education hours.

Click on the link in the email you received when you
are ready to enter your continuing education hours.



Contact Profile

The email will open to a
contact page where you

can update your contact
information.



Review and Update

Review and update
your contact
information.



Medical/Family Care Waiver

e |f you are requesting on one-time medical/family care
waiver, check the box under “REQUEST WAIVER”

e (Click on



Entering CEs

e To enter a CE activity, click on g Add Activity



CE Activity Screen



Activity Screen — Select Type



Activity Screen — Activity Date - Year

e Select Year



Activity Screen — Activity Date - Month

e Select Month



Activity Screen — Activity Date - Day

e Select Day



Activity Screen — Sponsor

e Select Sponsor from the
menu of options

e For books and journals,
select: Children’s Dyslexia
Centers (CDC)

e For conferences sponsored by
colleges/universities, select:
College/University




Activity Screen — Activity Hours

e Enter the number of
continuing education hours
for the activity

e Limit of 10 CEs per cycle for
books — requires reaction

paper

e Limit of 10 CEs per cycle for
journal articles — requires
reaction paper

e Limit of 20 CEs per cycle for
graduate courses




Entering a presentation, conference,
distance learning or webinar

e To use this option, you need to have a signed, dated attendance certificate.

e For CDC’s P-2 or Therapy course, the lecture hours are accepted.
e Select “Attended Conference” for activity type
e Activity Date is date of your certificate
e Conference Name is P-2 or Therapy
e CEs are set by the minimum number of lecture hours - 35 CEs
* Note: If you are audited, upload your certificate




Errors

e |f you made an error, clickon @&

e This will remove the entry



Entering a Book

e Activity Type: Book

e Activity Date: Date you completed the
book

e Sponsor: Select CDC

e Book Title: Select from the menu of
approved books

e Activity Hours: up to 10 for all books

* Books require a reaction paper — see

forms list posted at:
https://www.childrensdyslexiacenters.org/wp-
content/uploads/2023/05/Continuing-Education-
Forms-and-Approved-Reading-Lists-Revised-05-

2023.pdf



https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf

Sample Book Entry



Entering a Journal Article

Activity Type: Journal

Activity Date: Date you completed the
article

Sponsor: Select CDC

Journal Title: Select from the menu of
approved books

Activity Hours: up to 10 for all books

Journal articles require a reaction paper —
see forms list posted at:
https://www.childrensdyslexiacenters.org/
wp-content/uploads/2023/05/Continuing-
Education-Forms-and-Approved-Reading-
Lists-Revised-05-2023.pdt



https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf

Sample Journal Article Entry



Entering a New Presentation

e Activity Type: Developed Presentation
e Activity Date: Date you presented

e Sponsor: Select from menu

* Presentation Title: Enter your title

e Activity Hours: Length of presentation multiplied by two
e A one-hour presentation earns 2 CEs; a two-hour presentation earns 4 CEs; etc.



Sample Developed Presentation Entry



Entering a Graduate-level Course

e Limit of 20 CEs per cycle for graduate courses

e Two choices
1. If the course is 1 graduate credit, it counts as 15 CEs
2. If the course is 2 or more graduate credits, it counts as 20 CEs



Entering a Graduate-level Course

e Activity Type: Choose Graduate Course (1 credit OR 2+ credits)
e Activity Date: Date course ended

e Enter University name

* Enter course name

e Activity Hours: Automatically entered



Sample Graduate Course Entry



Entering Electronic Media

Activity Type: Electronic Media

Activity Date: Enter Date viewed/listened

Enter Sponsor from list

Enter Media Title: Title of item viewed/listened

Activity Hours: Enter length of the media item viewed/listened
Reaction paper required - paper — see Electronic Media form posted at:

https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-
Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf



https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf
https://www.childrensdyslexiacenters.org/wp-content/uploads/2023/05/Continuing-Education-Forms-and-Approved-Reading-Lists-Revised-05-2023.pdf

Sample Electronic Media Entry



Sample Completed Entry

You can save after you entered 30 CE hours



You will get this message after you save
(unless you are on the audit list)



Download your Affirmation Certificate

Hi Minnie,
our continuing education actvitiy log has been received and approved.

to download your official certificate of affirmation.

Sincerely,
Children's Dyslexia Centers, Inc.

* You will also be emailed a link to download your certificate of affirmation.
e This is an affirmation certificate that shows you are in good standing.

|t is not a replacement for your original certification(s)




Error Messages



Additional Instructions for People on the Audit List

e We are required to audit 10% of the CDC graduates.
 People are randomly selected for the audit list.

e Please scan and save your supporting documentation
on your computer before you start the process.




Activity Screen for Audit List



Activity Screen for Audit List

https://www.childrensdyslexiacenters.org/continuing-education/



https://www.childrensdyslexiacenters.org/continuing-education/

Activity Screen for Audit List



Email for Audit List Submissions



Email for Audit List Submissions

If we have any questions about your CE
activities, we will email you.



Email for Audit List Submissions

Hi Amy,
our continuing education actvitiy log has been received and approved.
Amy, Your CE log has been approved. Carin lllig, Clinical Director

to download your official certificate of affirmation.

Sincerely,
Children's Dyslexia Centers, Inc.







	Slide Number 1
	Slide Number 2
	CE Information and Forms
	Email Link
	Contact Profile
	Review and Update�
	Medical/Family Care Waiver
	Entering CEs 
	CE Activity Screen
	Activity Screen – Select Type
	Activity Screen – Activity Date - Year
	Activity Screen – Activity Date - Month
	Activity Screen – Activity Date - Day
	Activity Screen – Sponsor
	Activity Screen – Activity Hours
	Entering a presentation, conference, distance learning or webinar
	Errors
	Entering a Book
	Sample Book Entry
	Entering a Journal Article
	Sample Journal Article Entry
	Entering a New Presentation 
	Sample Developed Presentation Entry
	Entering a Graduate-level Course
	Entering a Graduate-level Course
	Sample Graduate Course Entry
	Entering Electronic Media
	Sample Electronic Media Entry
	Sample Completed Entry
	You will get this message after you save�(unless you are on the audit list) 
	�Download your Affirmation Certificate�
	Error Messages
	Additional Instructions for People on the Audit List 
	Activity Screen for Audit List
	Activity Screen for Audit List
	Activity Screen for Audit List
	Email for Audit List Submissions
	Email for Audit List Submissions
	Email for Audit List Submissions
	Slide Number 40

