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1. Features and Descriptions 
 

1.1. Benefits of Credit Banking with Promissor Internet Services 
Promissor Internet Services allow for the elimination of both diskettes and mailed-out detail 
and error reports by using real-time validation of rosters entered over the Internet.  The time 
to correct faulty data has been reduced from as long as 2 months to minutes.  Complete 
reporting on previously entered data is included, giving you, the provider, much more 
control over your data exchanges. 

 

1.2. Internet Licensee and Provider Services 

Following is a list of Licensee and Provider services available on the Internet.  
 
Licensee Services: 

1. Retrieve listings of providers and courses, using various selection criteria. 

2. Display and print transcripts of banked course credits. 

3. Listing of course offerings, which allows retrieval by course subject, location, and 
date range. 

Provider Services 

1.  Provider Registration and Login Services 

Allows providers a way to register their users for the Promissor Internet provider 
services.  All users must already be entered in Promissor’s database as official 
provider contacts.  All registered users set up their own password and establish 
their preferred email address. 

2.   Credit Banking 

Banking credits is a 3-step process of entering roster headers, instructors (if 
required), and students.  Upon posting, the data is validated.  Records with 
erroneous data are flagged and can then be corrected and resubmitted at any time.  
The credits for valid records are posted.  The data and its status are sent to the 
user by email when he or she closes the data entry session. 

3. Roster Reports 

Various reports are available on all rosters entered by a provider.  At any time, 
providers have complete access to the data they have submitted.  Additionally, 
providers have the ability to print course completion certificates with state-
approved text and data. 

4. Roster Batch File Importing 

Using a standard, composite batch file format  providers can enter rosters by batch 
files, just as if they had been typed on a keyboard.  This eliminates double-keying 
for providers with their own computer database systems.  Multiple rosters can be 
included in a single file allowing for simple, periodic downloading of rosters.  



   

 

 
The format of this file, included in the Appendix, is identical for all CE 
jurisdictions. 

5. Course Offering Data Entry -Limited Jurisdictions 

Providers have the ability to enter course offering data, providing a form of 
advertising to potential students.  A public listing of course offerings is already on 
Promissor’s licensee services site.  Licensees can retrieve course offerings by 
provider, location, course subject, course method, and/or date.  

The third phase of development will be to enable access to major features and reports of 
Promissor’s CE System over the Internet for our direct clients. 

 

1.3. Summary of Internet Banking Cycle 
Banking credits on the Internet has the following steps: 

1. Provider logs into Promissor’s Internet site for CE provider services.  In order to log in, 
each of the users must already have registered on the Provider Registration page. 

2. Roster details are entered by keying the course number, student number(s), and last 
name(s).  Both course completion certificates and roster listings can be printed. 

3. When the roster is complete the user is presented with an on-screen listing of the records 
entered.  The records can be validated at any time to see which ones have data entry 
errors.  The user can return to correct those records and revalidate them.  This allows 
rosters to be partially entered and completed at different times. 

4. When the user is done entering and correcting a roster, he/she can post the records to 
Promissor over the Internet.  All valid records are immediately entered into the CE 
database.  Upon completion of a session, an email is sent to the user listing all records 
entered and their status. 

5. Valid credit records are visible to licensees on Promissor’s Internet transcript service 
under the CE Licensee Services for the jurisdiction in which they are licensed.  They are 
also available for determining compliance with the CE requirements of the licensees’ 
next license renewal period. 

The provider can print various reports on the rosters entered.  At any time, the provider can 
add more records to an existing roster.  Since error records are not posted, they can be 
corrected or deleted at the user’s convenience.  Posted records can be viewed on the Internet 
but cannot be changed by the provider. 

Banking credits on the Internet streamlines the process.  The turn-around time for error 
handling is reduced from months to minutes.  The full set of audit reporting on rosters gives 
providers much greater control over the data they have submitted. 

By using the batch file import service a provider can load data without re-keying.  An 
immediate validation and posting is carried out on the rosters in the batch file.  Afterwards, 
the rosters in the batch file are available for reporting, inquiry, correction, revalidation, and 
reposting just as if they had been keyed in manually. 

 

 



   

 

 
2. How to Use the Promissor CE Internet Provider 

Services 
 

2.1. How to Register to Use the Internet Services 
Before a provider can use any of the Promissor Internet provider services, the provider must 
be approved by the state regulatory agency and be listed as an approved provider for one of 
Promissor’s CE clients.  Your official Promissor provider number (associated with that 
client) is the provider number you will use on the Internet.  

Each user in your office who will be using the Promissor CE provider services must also 
exist as an approved contact in the Promissor CE database. 

To register to use the Internet, each user must enter a password and email address.  Your 
official ‘primary contact’ must register first.  If you are uncertain of who your primary 
contact is, call Promissor CE provider customer service (use the assigned toll-free number 
for your state). 

Important note: We recommend using Microsoft Internet Explorer version 5.0 or higher to 
use Internet Credit Banking. 

Once you are ready to register, follow the steps below. 
1. Go to the PROMISSOR web 

site at 
www.PROMISSOR.com.  
The home page is shown 
here: 

 

Click on the Continuing 
Education Tracking link 
located in the 
CE/Licensing/Registry 
section of the home page. 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

http://www.promissor.com/
http://www.promissor.com/
http://www.promissor.com/


   

 

 
 

2. From the dropdown 
picklist, select the 
licensing jurisdiction for 
which you plan to bank 
credits or run reports and 
click on the Go! button. 

 

You will be taken to the 
Menu screen of the 
selected licensing 
jurisdiction. 

 

 

 

 

 
 

3. Scroll down until you see 
the CE – Provider 
Services section and click 
on the link entitled  Log-
in to Provider Services. 

 

You will be taken to the 
Provider Log-in screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 
4. If you are a new provider 

who has not registered, go 
to the registration page by 
clicking on the New 
provider registration 
link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. This displays the Provider 
Registration page: 

Enter the Provider ID, and 
your own first and last 
names here.  Remember, 
the primary contact must 
register first.  The User ID 
is the CE ID number 
assigned to you when you 
were approved. If you are 
uncertain of what that 
number is, call Promissor 
CE provider customer 
service (using the 
assigned toll free number 
for your state). 

When all fields have been 
completed, click the  
Go to Step 2 button. 

 

 

 

 

 

 

 



   

 

 
6. Step 2 of Provider 

Registration requests that 
you enter your password 
twice, your email address, 
and your birth date.   
The birth date is used as 
personal identification in 
case you forget your 
password. 

After you click the Submit 
button, an email 
confirming your 
registration is sent to your 
email address. 

In addition, a 
confirmation message is 
displayed on the screen. 

Now you can return to the 
log-in page using the link 
provided. See section 2.2, 
starting at step 4, for 
instructions on how to 
log-in. 

 

 

 



   

 

 
2.2. How to Log-In 

Once you are a registered user, follow these steps to log-in on a regular basis: 
1. Go to the PROMISSOR web 

site at 
www.PROMISSOR.com.  
The home page is shown 
here: 

 

Click on the Continuing 
Education Tracking link 
located in the 
CE/Licensing/Registry 
section of the home page. 

 

 

 

 

 

 

 

 

 
 

2. From the dropdown 
picklist, select the 
licensing jurisdiction for 
which you plan to bank 
credits or run reports and 
click on the Go! button. 

 

You will be taken to the 
Menu screen of the 
selected licensing 
jurisdiction. 

 

 

 

 

 

 

 

 

 

 

 

http://www.promissor.com/
http://www.promissor.com/
http://www.promissor.com/


   

 

 
 

3. Scroll down until you see 
the CE – Provider 
Services section and click 
on the link entitled  Log-
in to Provider Services. 

 

You will be taken to the 
Provider Log-in screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your provider ID, 
user ID, and password in 
the appropriate fields.  
Then, click the Submit 
button.  

Note:  Only registered 
users of approved 
providers for the 
selected licensing 
jurisdiction can log into 
Promissor CE Provider 
Services.   

If a valid ID or password 
is entered, this leads to the 
home page of the CE 
Provider Services.  If 
invalid, you will be 
directed to the Promissor 
home page.   

If you have forgotten your 
password, you may use  



   

 

 
the Request a Reminder 
link at the bottom of the 
instructions to receive an 
email containing your 
password. 

5. Once you have 
successfully logged-in, 
you will see the Provider 
Home page which allows 
you access to all other 
provider services using 
the top navigation pane.  
All other pages will have 
options for getting back to 
the Provider Home page, 
as well as the client 
selection page (displayed 
in step 2).   

 

 

 



   

 

 
 
2.3. How to Bank Credits – New Rosters 

Promissor CE provider services allow providers to enter new class rosters or modify existing 
rosters.  This service replaces EasyBank with a simpler, faster, and more auditable process.  
Following is a detailed guide for creating a new roster and entering the associated course 
credits.  This function is to be used only for manually banked credits.  It is not necessary for 
loading data by import files (see section 2.5). 

1. After logging in, as 
explained in section 2.2, 
select Create a New 
Roster under the Roster 
Processing menu item and 
follow the steps below. 

 

  2. To create a new roster, 
select the course name 
from the dropdown menu 
and enter the course 
completion date.  The 
dropdown list includes all 
approved courses for your 
provider for the licensing 
jurisdiction selected.  
Next, click the Go To  
Step 2 button.   If you 
have chosen either a 
course title or date that 
you did not intend, 
clicking the Reset button 
clears the existing 
information and allows 
you to make a new 
selection. 

 

 

 

 



   

 

 

3. For certain courses, you 
need to assign an 
instructor [most licensing 
jurisdictions do not 
require the reporting of 
instructors (see step 4 if 
no instructor is required)]. 
The page displays a list of 
all instructors related to 
the provider.  To select 
the instructor who taught 
the course, click on the 
appropriate button under 
the Sel/Add column.  If 
you wish to add an 
instructor who is not on 
the list, fill in the 
requested information in 
all three blank spaces at 
the bottom of the grid.  
You must also click the 
Sel/Add button next to the 
newly added instructor. 
Once you have made your 
selection, click the Submit 
button to save the 
information.   

A Cancel button is 
provided in case you 
would like to change the 
instructor you selected.  
This is only useful before 
the Submit button has 
been clicked. 

 

  4. For courses that do not 
require assigning an 
instructor, Step 2 involves 
simply clicking the 
Submit button.  No list of 
instructors is displayed. 

 

 

 

 

 

 

 

 

 

 

 



   

 

 
 5. A Roster Confirmation 

page is displayed, 
allowing you to review 
the roster header 
information for accuracy.  
In addition, you are sent 
an email with this 
information for 
documentation purposes 
(see step 6).  If you are 
ready, click the Add 
Student Details link to 
begin entering student 
records for the roster.  
Students can also be 
added to a roster header at 
a later time.  

 

 

 

 

6. You will receive email 
verification containing the 
information for the newly 
created roster.  Please 
verify this information for 
accuracy.   

 

 

 



   

 

 
2.4. How to Bank Credits - Existing Rosters 

Whether a roster has been entered manually or by a data import file (see section 2.5), it can 
be viewed, modified, and appended on the Internet.  Banking credits for an existing roster is 
a three-stage process.  The first stage is to list existing rosters.  Next, you work with the 
header of a single roster.  The final stage is to work with the student records within the 
selected roster.  This section shows how to maintain existing rosters.  

1. After logging in as 
explained in section 2.2, 
select the Modify an 
Existing Roster option 
under the Roster 
Processing menu item and 
follow the steps below. 
Modifications and 
additions can be made to 
students in existing rosters 
whose records have not yet 
been banked. 

 

 

 

2. The roster selection screen 
is displayed.  You can 
search for an existing 
roster by entering a 
specific roster ID, 
selecting a course from the 
dropdown list of courses, 
entering a course 
completion date, or any 
combination of the three.  
At least one of the 
selection criteria is 
required.  After you make 
your selection, click the 
Go To Step 2 button.    

Use the Reset button to 
clear all existing selection 
criteria, or if you would 
like to choose an alternate 
set. 

 

 

 

 



   

 

 
3. All rosters matching the 

criteria are then displayed 
on the Roster Selection 
screen.  Data can be sorted 
using any column (in 
descending order) by 
simply clicking on the 
desired column heading.  
You may now choose the 
specific roster you would 
like to work with by 
clicking on the actual 
roster ID.  This will bring 
you to the Roster Details 
screen.   

 

4. Here, the student records 
for the selected roster are 
listed.   

Existing records (where 
credits have not been 
banked) can be modified 
by clicking on a specific 
license ID. (see step 6) 

New records can be added 
by clicking the Add 
Student Credit button. (see 
step 7)   

Existing credits not 
previously posted can be 
banked by clicking the 
Bank Roster button. 

 

 

 

 

 

 



   

 

 
5. If you click the license 

number of a student record 
where the credits have 
already been banked, the 
details of the student 
record are displayed in 
view-only mode.  You 
cannot modify the data. 

 

 

 

 

 

 

 

 

 

 

 

6. In cases where the credits 
have not yet been 
banked, the data is 
displayed as shown on this 
screen.  Here you can 
modify the license ID, 
SSN, or last name.   

The Cancel button returns 
you to the Roster Details 
screen without saving any 
changes made to the 
record.  However, this only 
works before clicking the 
Submit button.   

Any changes you make are 
saved when you click the 
Submit button.   

On this screen you can also 
remove a student’s record 
from the roster by clicking 
the Delete button.  Upon 
deletion, the record is 
removed and you are 
returned to the Roster 
Details screen (see step 8), 
where you can verify the 
change(s) made.  

 

 

 

 

7. The Student Entry page  



   

 

 
allows you to add a new 
student record to an 
existing roster.  The data 
entered is saved when you 
click the Submit button.  
The Submit feature saves 
the record and allows you 
to enter another record.     

Once you have entered and 
saved your last student 
record, click the Confirm 
Roster Details button to 
return to the confirmation 
screen (see step 8).   

The Reset button is 
available to clear 
incorrectly entered data 
from the input boxes.  
However, this is only 
useful before you click the 
Submit button. 

 

 

8. The Roster Details screen 
displays all of the student 
records in the roster 
including any newly added 
records.  This is useful for 
verifying the data before 
banking it.  Click the Bank 
Roster button to validate 
and post the records.  
Otherwise, the newly 
added records remain in an 
‘Open’ status for later 
handling. 

 

 

 

 

 

 

 

 

 



   

 

 
2.5. How to Submit Roster Data Import Files 

For providers who already enter class roster data on a computer system, Promissor 
provides a roster data import feature on the Internet.  By writing a data export program for 
their in-house systems, providers can generate roster data transfer files. These files can be 
imported and banked over the Internet rather than having to re-type the information. 

Some EasyBank users already have such an export program for use with EasyBank.  This 
program will need some changes to conform to the file layout specifications for Internet 
imports.  For national providers, EasyBank requires slightly different export programs for 
each CE licensing jurisdiction.  On the Internet, the same file format is used for all 
jurisdictions.  Therefore, only one export program is needed.  Each file can hold multiple 
rosters, but they must all be for the same licensing jurisdiction. 

Following are the instructions for submitting a roster data file.  Appendix A gives the 
technical details of the file format. 

1. After logging in as explained 
in section 2.2, select the 
Import Data File option 
from the Data Import menu 
item. 

 

2. Click on the Browse button 
to locate the file you would 
like to import.  Enter any 
comments you would like to 
save for reference and click 
the Check File Format/Reset 
button. 

This begins the first stage of 
validation, which checks for 
proper file formatting.  A 
message is displayed stating 
whether or not the file has 
met the requirements (See 
step 3 for a successful file 
validation, and step 4 for a 
file with formatting errors).  
Along with either message, 
the actual data contained in 
the file is displayed for 
verification purposes and to 
highlight the area(s) in error. 

NOTE: 

 



   

 

 
The Check File 
Format/Reset button has 
dual functionality.  If a file 
name is present in the 
selection box, pressing this 
button initiates the first 
phase of validation. 

If a file name is not present, 
this button acts as a reset 
button clearing the bottom 
portion of your screen 
allowing you to select a file 
to import.  This is useful for 
cases where the file was 
validated, existing errors 
were corrected, and the file 
is now ready to be imported.  

3. If the file format has met the 
specifications, you will see a 
screen indicating successful 
file format validation. 

Next, click on the Upload 
button.  This performs the 
second stage of validation, 
which verifies the data in the 
file against our database 
using a set of client 
configured business rules 
(See step 5 for successful 
data loading and step 6 for 
data with errors). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. If the file format has not met 
the specifications, you will 

 



   

 

 
see a screen indicating that 
the file contains errors and 
cannot be accepted. 

You can modify the file and 
resubmit it immediately or at 
a later time.   

If you choose to modify the 
file and resubmit it at this 
time, using the Check File 
Format/Reset button will 
allow you to clear the screen 
and reselect the file. 

 

 

 

 

 

 

5. If the data validation 
completes with no errors, 
you will see a screen like 
this: 

You may now continue to 
load other roster data import 
files, or return to the 
Provider Home Page using 
the link at the top of the 
page. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. For cases where the data 
validation was not 

 



   

 

 
successful, the errors will be 
listed next to each licensee. 

Details of the roster(s) in 
error, the specific record(s) 
in error, and the error 
descriptions are provided.  
Make all necessary data 
modifications and resubmit 
the file using the Check File 
Format/Reset button to first 
clear the screen and then 
Browse to reselect the file.  

 

 

 

 

 

 



   

 

 
2.6. How to Print Course Certificates 

This option gives providers the flexibility of printing course completion certificates using 
Promissor’s Internet Services.  The text and required data on the certificate are set by each 
licensing jurisdiction.  Certificates may be printed for an entire roster or for an individual 
student in a specified roster.  

Following are the instructions for printing a single course certificate and printing multiple 
course certificates in one session. 

1. After logging in as 
explained in section 2.2, 
select the Print Course 
Certificate(s) option from 
the Roster Processing 
menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

2. From the Course 
Certificates screen, you 
can either print a single 
course certificate or all 
course certificates for a 
given roster.   

To print a single course 
certificate enter both the 
Roster ID and the License 
ID. Then, click the Submit 
button. (continue to step 3) 

To print all course 
certificates within a roster, 
enter only the Roster ID 
and then click the Submit 
button. (continue to  
step 4). 

Clicking the Reset button 
will clear the existing 
information and allow you 
to make a new selection. 

 

NOTE: 

 



   

 

 
Adobe Acrobat Reader 5.0 
or higher is required in 
order to print course 
certificates.  If needed, you 
may download the 
software by using the link 
provided. 

3. This will bring up a link to 
the certificate requested 
with the License ID 
displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3a. By clicking on the link, the 
course certificate will open 
in Acrobat Reader.  Use 
the print button located at 
the top of the page to print 
the course certificate.   

NOTE: 

If the course certificate 
comes up blank (with no 
student information) please 
make certain that you are 
working with the proper 
version of Adobe Acrobat 
(5.0 or higher).  If you still 
experience a blank screen, 
please contact us. 

 

 

 

 

 

 

4. This brings up a link to the  



   

 

 
roster requested with the 
Roster ID displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4a. By clicking on the link, all 
course certificates on the 
roster will open in Acrobat 
Reader.  Use the print 
button located at the top of 
the page to print all the 
course certificates.  You 
can choose to print 
individual certificates by 
using the Print Range 
feature in Adobe Acrobat. 

NOTE: 

If the course certificate 
comes up blank (with no 
student information) please 
make certain that you are 
working with the proper 
version of Adobe Acrobat 
(5.0 or higher).  If you still 
experience a blank screen, 
please contact us. 

 

 

 

 

 

 

2.7. How to Print Banking Reports 
A complete set of roster banking reports is available to providers over the Internet.  The data 
on these reports comes directly from Promissor’s CE database.  Therefore, these reports give 



   

 

 
providers the ability to audit the data that has been entered or imported.  All reports 
allow selection by roster numbers as well as date ranges. 

1. After logging in as 
explained in section 2.2, 
select the CE Reports 
option from the On-line 
Reports menu item. 

 

2. Four reports are available: 
the Roster Summary 
Report, the Roster Details 
Audit Report, the Provider 
Roster Transactions 
Report, and the Provider 
Roster Errors Report.  
Click on the button for the 
report type you would like 
to run and select a Date 
range (in quarter-time 
frames).  The Date range 
selected will automatically 
populate the From and 
Through ranges with the 
corresponding roster IDs 
available for you to choose 
from.   

Next, select the desired 
From and Through roster 
ID ranges and click the 
Submit button.  (see step 3 
for the summary report, 
step 4 for the details audit 
report, step 5 for the 
transactions report and step 
6 for the errors report).  

Use the Reset button to 
clear the existing date 
ranges and enter an 
alternate set. 

 

 

3. All records falling within 
the selected date range are 
listed.   

Data can be sorted by any 
column by simply clicking 
on the desired column 

 



   

 

 
heading.  You can click 
again on the desired 
column heading to toggle 
between sorting in 
descending order and 
ascending order.  

 

 

 

 

 

 

 

4. This report displays all of 
the records contained in 
the roster(s) falling within 
the selected date range; 
multiple licensee records 
are sorted by Status Date 
in descending order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. This report displays the 
most recent status of each 
of the records contained in 
the roster(s) falling within 
the selected date range. 

 

 

 



   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

6. This report displays only 
those records that are in 
error for the roster(s) 
falling within the selected 
date range. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 
 
2.8. How to Enter Course Offerings (limited jurisdictions) 

Course offering listings give a valuable service to licensees planning their CE program and 
provide a form of advertising by providers to potential students.  Initial course offering data 
is often required with course applications, but few state insurance departments actually store 
this information in computer databases because it is laborious and subject to typing errors. 

However, with Internet submissions of course offering data, it is possible for providers to 
enter this data themselves, and it becomes immediately available to licensees. 

Following are the instructions for entering course offerings into Promissor’s database for  
later retrieval and viewing by prospective course attendees. 

 

 
1. After logging in as 

explained in section 2.2, 
select the Add/Edit Course 
Offering(s) option from the 
Processing menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. From here, you can either 
retrieve a list of existing 

 



   

 

 
course offerings previously 
entered, or you can create 
a new course offering 
record.  To view a list of 
existing course offerings to 
check or modify, enter at 
least one of the search 
criteria and click the 
Submit button. (continue to 
step 3) 

To create a new course 
offering, select the course 
from the dropdown list and 
click the Create new 
button. (continue to step 4) 

Clicking the Reset button 
will clear the existing 
information and allow you 
to make a new selection. 
NOTE:                          
The calendar feature is 
available to assist you in 
selecting the ‘Start Date’.  
This feature has proven to 
reduce data entry errors. 

3. This will bring up a page 
containing links to the 
course offerings requested.   

The ‘Crs offg ID’ link 
provides access to view or 
edit details of course 
offering records.  Click on 
the ‘Crs offg ID’ of the 
offering you wish to see. 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 
3a. By clicking on the ‘Crs 

offg ID’ number on the 
Course Offering Selection 
page, the course offering 
you’re interested in 
viewing or modifying will 
be displayed.   

NOTE: 

When the course offering 
start date is in the past, the 
offering will display in 
‘Detail-View’ mode.  
When the start date is in 
the future the offering will 
display in ‘Detail-Modify’ 
mode. 

 

 

 

 

 

 

 

 

 

4. Using the Create new 
button brings up a page 
where you can enter all the 
pertinent information for a 
new course offering.  The 
‘Course’ section is already 
filled in for you from the 
previous selection page.  
You only need to complete 
the ‘Location’ and ‘Course 
Times’ sections.  Use the 
calendar feature to put the 
course times in the proper 
format.  Click on the 
Submit button to save your 
new course offering to the 
database.   

 

 

 

 

 

 

 

4a. This brings you to the 
Course Offering 

 



   

 

 
confirmation page.  Use 
this page to verify that 
your new course offering 
entry is correct.  Take note 
of the ‘Course offering 
ID.’ This ID will allow 
you to quickly view or 
modify this entry later.   

From here you have two 
options.  Click on the 
Create new button to 
create another entry for 
this same course, but with 
a different location or 
course time.  Click on the 
Offering selection button if 
you want to create or view 
an offering for a different 
course. 

NOTE:  You always have 
the options of returning to 
the provider home page or 
to log-out by using the 
menu items at the top of 
each page. 

 

 

 



   

 

 
3. Appendix 
3.1. Appendix A:  Format for Roster Data Import Files 
All data import files now have the same format for all CE clients.  Providers who have existing 
data export programs will need to modify them to produce files in these formats.  National 
providers will now only need one data export program instead of slightly different programs for 
each licensing jurisdiction. 

The main change in the format is how instructors are handled.  Because an instructor does not 
necessarily hold a license or receive credit, a separate record type is used with just three data 
fields.  Multiple instructors can be sent.  For courses that do not require an instructor, instructor 
records can be omitted entirely from the data import file. 

If an instructor should receive credit, a student record should also be included in the file, as well 
as the instructor record. 

Multiple rosters for multiple courses completed on multiple days can be included in a single data 
import file.  Each course requires its own header, instructor, student, and trailer records. 

The data format for the header, instructor, student, and trailer records follows. 

 

Format Description 
The file contains comma-delimited, variable length data values.  Line endings can be either CR-
LF [chr(13)-chr(10)] or just CR [chr(13)].  A data file consists of a single header record followed 
by zero or more instructor records, one or more student records, and a single trailer record.  
Optional fields must be sent as strings.  The trailer record should include a total count of the 
detail records in the file. 

 

Header record 
Field Format Constraint Sample Notes 

Record Type char(1) Mandatory H Indicates header record. 

Client char(10) Mandatory CE12XX 

CE09XX 

CE10XX 

A file cannot be uploaded if the client in the 
file does not match the client used at log-in 
time. ‘CE’ is constant.  12 for insurance, 09 
for real estate, 10 for mortgage.  XX is a 
variable for state code, example CO = 
Colorado, UT = Utah.  

Provider ID char(12) - with 
or without 
leading zeroes 

Mandatory 000000000123 
or 123 

A file cannot be uploaded if the provider ID 
does not match the provider ID used at log- 
in time. 

Course ID char(8) Mandatory 00000333 or 
333 

A file cannot be uploaded without a course 
ID. 

Completion Date yyyymmdd Mandatory 20060410 A file cannot be uploaded without a course 
completion date. 

Max length of Header record is 45 (including comma delimiters) 

 

 



   

 

 
Student record(s) 
Field Format Constraint Sample Notes 

Record Type char(1) Mandatory S Indicates detail record. 

License ID char(16) Mandatory 12322 Depending on state rules, a file can be 
uploaded using either a valid License ID or 
SSN. 

Course Hours 
(credits) 

num(3,1) Optional 12.5 or 00.5 File can be uploaded without valid credit 
hours but it is subject to data validation. 

Exam Date yyyymmdd Optional 20021231 For self-study rosters, a file can be uploaded 
without a valid Exam Date but it is subject 
to data validation. 

First Name char(40) Optional Margaret File can be uploaded without a valid First 
Name and it is not subject to data 
validation. 

Mid Initial char(4) Optional L or L. File can be uploaded without a valid Middle 
Initial and is not subject to data validation. 

Last Name char(40) Optional Olivetti File can be uploaded without a valid Last 
Name but it is subject to data validation. 

Suffix char(10) Optional Prof. File can be uploaded without a valid Suffix 
and it is not subject to data validation. 

SSN char(9) Optional 123456789 Depending on state rules, a file can be 
uploaded using either a valid license ID or 
SSN. At least one must be used. 

Birth Date yyyymmdd Optional 19610518 File can be uploaded without a valid Birth 
Date but it may be subject to data validation  
depending on state rules. 

Grade Earned char(2) Optional P/F/blank Only for pre-licensing courses. 

Client Residence char(10) Optional  For self-study courses where there are 
students from many locations listed on the 
same roster. 

Spare1 char(16) Not Used blank Provision for future use.   

Max length of Student record is 180 (including comma delimiters) 

 

Instructor record(s) 
Field Format Constraint Values Notes 

Record Type char(1) Mandatory I Indicates instructor record. 

SSN char(9) 

No dashes 

Mandatory 123456789  

First Name char(40) Mandatory Anthony  

Last Name char(40) Mandatory Martino  

Max length of Instructor record is 93 (including comma delimiters) 

 



   

 

 
Trailer record 
Field Format Constraint Values Notes 

Record Type char(1) Mandatory T Indicates trailer record. 

Record Count num(4) Mandatory 0224 File cannot be uploaded without record count 
matching the actual number of records in the 
roster. 

Max length of trailer record is 6 (including comma delimiters) 

Sample file 

H,CE12CO, 294,8745,20020101 
S,00840595,12.5,20011231,Oswald,,Smith,,,19650524,P,, 
T,0001 
H,CE12CO,294,0000000204,20020101 
S,,12.5,20011231,Christopher,M,Jones,Prof,058701512,19610518,,, 
S,00840598,12.5,20011231,James,,McFarland,,089121314,19011212,,, 
I,00840598,James,McFarland 
T,3 
 
Notes: 

H = Header record 

S = Student record 

I = Instructor record 

T = Trailer record 

 

The student record in roster number one and the first student record in roster number two 
illustrate the fact that SSN and license ID are optional but at least one must be included. 

The instructor in the second roster will also receive credit as a student. 
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