CEU Application Tutorial



To begin, click on NEW - online CEU Application Form. You will need to login or create a new account if you
have not already done so.
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Once you have logged in, select Start New Application. If you have had a previously approved meeting with the
exact content, select Load from Prior Application.
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Please note that if at anytime while filling out the application you need to change the information that you
have entered, you can use the navigation bar on the right hand side. Or if you have lost or miss placed your
sign-in sheets from a previous meeting, click the Download Sign-In Sheets.
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Select what type of meeting you are having. [If you are conducting a live webinar but will also be posting it as a
self study after the live event select Both.
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| have selected Live Meeting. Since you have logged into your account, your contact information will
automatically be populated. If everything is correct click Save and Proceed.
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Next, you will enter the meeting title and sponsoring organization. If your meeting is open to all certificants
and you would like it to be displayed on our CCA Education Calendar, you will want to select Yes.
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Now select how you would like your sign-in sheets. If you would like only one sign-in sheet for the entire
meeting, select one sign-in sheet for each meeting location. If you are holding multiple sessions at your
meeting and would like people to sign-in to each session, select separate sign-in sheets.
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Typically meetings are held at the same location. However, if you have a meeting that will be taking place in
separate cities, select the number of cities in which they will be held.
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Enter your meeting address information.
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You will now enter in the details of your meeting. If you are wanting only one sign-in sheet but have multiple speakers,
you can enter them all into the speaker name section or you can put “Multiple Speakers” and list them all in the
speaker background section.
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Scroll down and select the appropriate number of CEUs to be offered at your meeting. Please remember that
30 minutes equals .5 CEUs, and 1 hour equals 1 CEU. Enter your meeting summary.

b B RS L
However, you must indicate the Number of CE
Request CEUs
Nutrient Managemeant CEU Area Number of CEUs
[chooss Nutrient Management CEU Arsa =) 2 [
Soll and Water Management CEU Area Number of CEUS
[cnoose soi ana wiater Management CEU Area [v] 0[]
Integrated Pest Management CEU Area Number of CEUs
[chooss integrated Pest Management CEU ares [v] 2 v
Crop Management CEU Area Number of CEUs
[cnocss Crop Management CEU Area & 0 [
Area Number of CEUs
[c_bau-- Professional Development Management || 0 [
Manure Management CEU Area Number of CEUs
Choose Manure Management CEU Area =) 0

Session Summary

[Marta will speak about the importance of becoming a CCA.

Save and Proceed




If you have entered all of your meeting information click Done. If you need to add another session click Add
another session.
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You may now attach your agenda or any other supporting documentation. Please do not attach sign-in sheets.
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Review the information that you have entered. If you need to change anything click the edit button.
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You have successfully submitted your CEU Application! You will receive an email confirming your submission.
Once your application has been approved you will receive another email with the meeting sign-in sheets.
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Quick Tips

If at any point while filling out the application you need to edit your information, you can use the
navigation tool bar on the right hand side of the application.

If your meeting does not have breakout sessions, you can request one sign-in sheet and the meeting can
be entered as one session.

If you meeting is being held over several days and do not have breakout sessions, enter each day as a
separate session.



