HOW TO UPLOAD EARNED CEUS INTO A VPP

1. Gather the information needed to upload the CEUs. You will need:

Course ID Completion Date

The Participant’s Practitioner ID How many CEUs the course is approved for

1A: To see the Course ID and how many CEUs the course was approved for go to your “Courses” and
change the “Status” dropdown to “All Activities” — “Filter”. Scroll down to see your courses. You

can see the detail of each course by clicking on the magnifying glass to the far right of the
course.
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1B: To find someone’s practitioner ID go to “Practitioner ID Search” — provide the person’s first and
last name and “Filter”.
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+ Search for an individual's Practitioner ID. This ID is a required field in the attendance upload spreadsheet. To find the ID number, enter an individuals first and last name, then click on the orange “Fifter” button
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2. From your “Provider” tab choose “Attendance”
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» Upload a group of individual's attendance for an approved course by clicking on the blue “Upload Attendance” button. Please follow all of the instructions provided on the upload attendance page
« Enter an individual's attendance ane at a time for an approved course by clicking on the blue "Enter Attendance” button. Please follow all of the instructions provided on the enter attendance page
» Rtisimportant to nate that unless an individual's VPP has been activated it will not accept a CEU upload. To activate a VPP simply open the VPP

« Please be aware while uploading attendance templates, if you receive a message that even one persan did not upload that means that no ane on the template uploaded.
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3. If you want to upload CEUs for one person at a time you will choose “Enter Attendance”.
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3B: Provide the information requested and “Process”. You will receive a message in a green box

above if the upload was successful. If it was not successful it will tell you what the problem was
in red letters above.
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4. If you are uploading CEUs for several individuals and you don’t want to upload for one person at
a time, you can upload a spreadsheet.

e Choose the “Upload Attendance” option.
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e You can access the template here.
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Use the Process File button on this page to import an attendance sheet for your Courses

To upload attendance for a Course please download and use the Learning Builder Attendance Upload Template from this page. A completed Sample Templa
attendance upload. Da not change the format and layout of the template in any way.

s been provided. The file must be saved in CSV format (comma delimited) to camplete the

After uploading the file, the system will display failure messages for any data that cannot be imported. Please review the messages carefully. No records on this file will upload successfully if even one errors exists. If you cannot correct the error in the
original file, consider deleting the row with an error from the template and process file again.
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When you have completed the template and saved it to your folder you are ready to upload the CEUs for
everyone on the template.

e Bring your template/spreadsheet in from the “Choose a file to process” box.
e When the file has been brought in, click on “Process File”
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Use the Process File button on this page to import an attendance sheet for your Courses.
To upload attendance for a Course please download and use the Learning Builder Attendance Upload Template from this page. A completed Sample Template has been provided. The file must be saved in CSV format (comma delimited) 1o complete the

attendance upload. Da nat change the format and layout of the template in any way.

After uploading the file, the system will display failure messages for any data that cannot be imported. Please review the messages carefully. No records on this file will upload successfully if even one errors exists. If you cannot correct the errer in the
original file, consider deleting the row with an error from the template and process file again.
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Please note that if there is even one error on your upload that means that nothing on the
spreadsheet uploaded. You will have to either correct the error or take that person off of the
spreadsheet and upload again. You will be shown what and where your errors are (if any) as
there will be a red message above.
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To upload attendance for a Course please download and use the Learning Builder Attendance Upload Template from this page. A completed Sample Temp

e has been provided. The file must be saved in CSV format (comma delimited) to complete the
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After uploading the file, the system will display failure messages for any data that cannot be imported. Please review the messages carefully. No records on this file will upload successfully if even ane errors exists. If you cannot corect the error In the
original file, consider deleting the row with an error from the template and process file again.

ad Sample File D:

The following errors were found in the file and must be fixed befare the file can be processed.
= File: Processed file is not of the expected type. File should be a CSV file
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If the course was uploaded successfully you will see this message.
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Camplete the fields below to submit attendance for a single practitioner ata time. If you have a large amount of attendance to report, we recommend you create a CSV file and use the “Upload Attendance” feature instead.

Record was successfully processed
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