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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.

CEProvGuide v.1.6 Page 4 of 36



1.3.

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.

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 )
Slte at | Home | About Us | Test Taker Information | Fags | Contact Us PROMISSOR
WWW.PROMISSOR.COM.

i may | have ;
;:r%home page is shown 1} Yyour attention...

Pea_rson VUE & Promi_ssor
enowone

Click on the Continuing

Education Tracking link Promissor, a Pearson VUE business
Iocated n the Promissor is a leading worldwide provider of serices for measuring what people know If you're looking for excellence in technology-
. : : sed assessment seni W the right pl find the links th
CE/LlcenSIng/Reglstry based assessment services, youve come 1o the rght place. Just find the links that maeet your needs
section of the home page. Test Taker Information Client Solutions Services
Register for your next exam, find Promissor provides a vanety of proven Pramissar is more than just 3 standard
test information, o download assessment technologies supported by test delvery company. YWe offer a variety of
handbooks/applicationsforms outstanding semice useful senices
Accuplacer » Content Management Tools » Continuing Education Senices »
Empleyment Testing » PULSE » Digital Fingerpnnting Semces »
Insurance » Support Services » License Service Management =
Maorgage Lenders » Test Center Options » Murse Aide Registry Services »
Murse Aides s Test Delwery System =
Online Practice Tesis » Test Development Services »

Other State-Regulatory Professions =
Frofessional Certification »

El:.l\rislrile and Appraisers s In the News
= September 1, 2006 — Promizsor and Pearson VUE Launch Real Estate
CE / Licensing / Registry Licensure Pragram for the Connecticut Department of Consumer Protection »
Search for registries, licenses, or o September 1, 2006 — Promizsor and Pearsen YUE Launch Successhul
transcripls. Prograrns in Minnasola s
= Aiigust 8, 2006 — Promissor Launches Progeam for Murse Aide Certification for
‘1 the Morth Caralina Department of Health and Human Senices »

Licensing & Certification Fuliilment » w View all press releases »

Registry Services » Inclement Weather Report »
Search the Murse Aide Registry »

Copyrigt & 2004-2006 Promizzor, Inc., & Pearson YUE business. Al rights reserved
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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.

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.

Horme About Us | Test Taker Infarmation FAQS Contact Us

Home = Test Taker Information = Continuing Education Services

Continuing Education Services

To find out more information about our Continuing Education Serices, including tracking
services, please make a selection from the menu below and click GO.

The following testing programs offer Continuing Education Services—

Flease make a selection.

Continuing Education Services Offered by Promissor
Promissor has experienced professionals and proven technology that will streamline your
Continuing Education (CE) processes resulting in reduced workload and costs for you and

irmproved services for your licensees and continuing education providers. More information

(]

PROMISSOR

Related Information

Services—

Continuing Education
Senices »

Digital Fingerpinting
Senices »

Licensing Serices »
Registry Senices »

Testing Categories—

n Accuplacer s

Insurance »
hortgage Lenders »
Murse Aides »

Other State-Regulated
Professions »

Professional
Certification »
Real Estate and
Appraiser »
Wiewe Al »

Employment Testing »

Copyright @ 2004-2006 Pramissor, Inc., & Pearson VUE business. All rights reserved.
Terms & Condtions of Use | Privacy Policy | Cortact Us

Home About Us | Test Taker Infarmation FAQs Contact Us

Home = Test Taker Information = State Insurance

State Insurance

Insurance Professionals

This page contains information about Continuing Education for State Insurance.
All links labeled "(pdf)" require you to have Adobe Reader installed on your computer.

For technical help, or to contact Promissor by email, visit the Contact Us page. To

speak with a customer service representative, please call 1-877-224-0227.

CE-Licensee Services

« CE FAQs (Licensee-related) (pdf)
+ Provider and Course Listings
s Licensee Course Transcript

CE-Provider Services

+ Log-in to Provider Services
+ CE eCommerce Provider Guide (pdf)

o CE FAQS (Sponsor-related) (pdf)

Further Resources

+ Publications and Farms

(]

PROMISSOR

Related Information

n Online Insurance Practice

Tests »

Select another State Board for Insurance Professionals.

Copyright & 2004-2006 Promissor, Inc., & Pearson VUE business. All rights reserved
Terms & Condtions of Use | Privacy Policy | Contact Us




If you are a new provider
who has not registered, go
to the registration page by
clicking on the New
provider registration
link.

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.

PROMISSOR'{9

Re-select Client | Log-out

Provider Log-in

New Provider?
If you are a new provider and need to get registered as a pravider or user, start with Mew provider reqistration.
Already registered?

If you already have registered, just Log-in by entering your provider ID, user ID and password {all fields are
required). If you need assistance navigating through the pages, you can use our Provider Guide as a reference,

Forgotten Your Password?
Request a Reminder.

Please Note:
This site
operates

using IE 5.0

Provider ID l—

vsermo|

Password l—
Reset |

Copyright @ 2004-2006 Promissor, Inc., a Pearson VUE business, all rights reserved,
Terms & Conditions of Use | Privacy Policy | Contact Us

PROMISSOR'{9

Re-select Client | Log-out

Provider Registration

Reqgister in two simple steps,
Please complete the information below, all * fields are required.
Step 1 - Tell us about yourself

*Provider IDI

*First namel

*Last namel

*User IDI
GoTo Step 2 I Reset |

Copyright @ 2004-2006 Promissor, Inc., a Pearson YUE business. all rights reserved,
Terms & Conditions of Use | Privacy Policy | Contact Us




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.

Re-select Client | Log-out PR()N"SSC)R€9

Provider Registration

Please complete the information below, All * fields are required.
Step 2 - Select your preferences

Business name

User name Jackson McCoy

*Password I
*Password I (Please enter a second time for verification purposes)

*Ernail address I

*Birth date I (dd/mrmsyryy )

Feset |

Copyright @ 2004-2006 Promissor, Inc., a Pearson YUE business, all rights reserved,
Terms & Conditions of Use | Privacy Palicy | Contact Us




2.2. How to Log-In

Once you are a registered user, follow these steps to log-in on a regular basi
1.

2.

Go to the PROMISSOR web
site at
WwWWw.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.

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.

| Hame | About Us

| Test Taker Information

| FaGs

may | have

| Contact Us

PROWS._.S_ORo

your attention...

Pearson VUE & Promissor
P are 1 -

Promissor, a Pearson VUE business

Promigsor i a leading worldwide provider of services for measuing what people knowe If you're looking for excellence in technology-
based assessment senices, you've come to the right place. Just find the links that meet your needs

Test Taker Information
Register for your next exam, find
test information, or download
handbooks/zpplicationsforms

Accuplacer »

Employmeant Testing »

Insurance »

Morgage Lenders »

MNurse Aides »

Online Practice Taste »

Other State-Hegulatary Professions
Profazsional Catification

Real Estale and Appraisers »

Wiew All »

CE / Licensing / Registry
Search for regisines, licenses, or
transcripls.

( Continuing Education Tracking »
Licensing 2 Certification Fulfillment »

Registry Senices »
Search the Murse Aide Registry »

Client Solutions

Promissor pravdes a vanety of praven
assessment tachnologies supported by
outstanding senice.

Content Management Toals =
PLULEE »

Support Serdces »

Test Center Options =

Test Delwery System »

Test Devalopment Services »

In the News

Services

Pramissor is more than just 3 standard
tesl delivery company. We offer a variety of
useful senices.

Continuing Education Serices »
Digital Fingerprinting Semces »
License Service Management =
Murse Aide Registry Services »

» September 1, 2006 — Promissor and Pearson WUE Launch Real Estate

Licensure Pragram for the Connecticut Depadment of Consumer Protection s

s September 1, 2006 — Promissor and Pearson YUE Launch Successful

Programs in Minnesota »

s August 8, 2006 — Promissor Launches Program for Murse Aide Certification for
the Morth Carolina Depattment of Health and Human Senices »

w View @l press releases »

Inclement Weather Repart «»

Cogymght & 2004- 2006 Promizsar, Inc., & Peargon YUE business. All nights reserved

| Home | About Us

| Test Taker Information

| FaQs

Home = Test Taker Intormation = Cortinuing Educstion Services

Continuing Education Services

To find out mare information about our Continuing Education Serwvices, including tracking

services, please make a selection from the menu below and click GO

The following testing programs offer Continuing Education Services—

Please make a selection..

E)

Continuing Education Services Offered by Promissor

| Contact Us

PROMISSOR®

Related Information

Services—

Continuing Education
Senices »

Digital Fingerprinting
Services 3

Licensing Services »
Registry Services »

Testing Categories—
Accuplacer »

Ernployment Testing »

Insurance »

Promissor has experienced professionals and proven technology that will streamline your

Caontinuing Education {(CE) processes resulting in reduced workload and costs for you and
improved services for your licensees and continuing education providers. More information..

Mortgage Lenders »
Murse Aides »

Cther State-Regulated
Professions »

Professional
Certification »

Real Estate and
Appraiser »
Wiew All »

Copyright @ 2004-2008 Promissor, Inc., a Pearson YUE business. &l rights reserved.
Terms & Condtions of Use | Privacy Policy | Contact Us
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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

Harne About Us | Test Taker Information FAQs Contact Us

Haome = Test Taker Information = State Insurance

State Insurance

Insurance Professionals

This page containg information about Continuing Education for State Insurance.
All links labeled "(pdf)" require you to have Adobe Reader installed on your computer.

For technical help, or to contact Promissor by email, visit the Contact Us page. To

speak with a customer service representative, please call 1-877-224-0227

CE-Licensee Services

e CE FAQs (Licensee-related) (pof)
o Provider and Course Listings
e Licensee Course Transcript

CE-Provider Services

e Log-into Provider Serices
¢ CE eCommerce Provider Guide (pdf)

¢ LCE FAQs (Sponsar-related) (pdf)

Further Resources

e Publications and Forms

¢ State Insurance Web Site

o

PROMISSOR

Related Information

» Online Insurance Practice

Tests »

Select another State Board for Insurance Professionals.

Copyright @ 2004-2006 Promissor, Inc., & Pearson YUE business. All rights reserved.
Terms & Conditions of Use | Privacy Policy | Contact Us

Re-select Client | Log-out

Provider Log-in

New Provider?

PROMISSOR

9

If you are a new provider and need to get reqgistered as a provider or user, start with New provider registration.

Already registered?

If you already have registered, just Log-in by entering your provider 1D, user ID and password {all fields are
required). If you need assistance navigating through the pages, you can use our Provider Guide as a reference,

Forgotten Your Password?
Request a Rerminder.

Provider ID l—

vsero|

Password I—
Reset |

Copyright @ 2004-2006 Promissor, Inc,, a Pearson MUE business, all rights reserved,

Terms & Conditions of Use | Privacy Policy | Contact Us

Please Note:
This site
operates

using IE 5.0




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

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).

On-Line Reports | Data Import | Roster Processing | Preferences | Exit Options PROM'SSOR

Provider Home

Provider: 18 Aid Association for Lutherans
User: ’ " ¥
Mailing address:

Telephone: (9 27
Ermall address: kathleen_corlew@promissor.com

Copyright @ 2004-2006 Prarissor, Inc., a Pearson VUE business, all rights reserved.
Terms & Conditions of Use | Privacy Policy | Contact Us
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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.

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.

J@-*v@ﬁ|@@®|@-@‘-g H Fie Edt Wiew Favortes

23

On-line Reports | Data Import | Roster Processing | Preferences | Exit Dptions

Create a New Roster

Modify an Existing Roster

Provider Home Print Course Certificatels)

WISCONSIN INSURANCE

Provider;
User:
Mailing address:

Telephone:
Ernail address;

JAgdress |J Links ”_

PROMISSORep

knawlesge beyond coub =

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mifflin Cotmpany

J@-*v@ﬁ|@@®|@-@‘-g H File Edt VWiew Favorites

[ |

-

Provider Home | Re-select Client | Log-out

Roster Entry

Create a roster in two simple steps,
Please complete the information below. all * fields are required.
Step 1 - Select the course

*Course I Review & Overview VUL, 00035713 =]
*Course completion dateIDS,-“DE,i‘EDDS (rm/dd/vyey)

Go To Step & I Reset |

JAgdress |J Links ”_

PROMISSOR@

knewleogs beyond coubt=

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promizsor, s Houghton Mifflin Company



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.

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

J@-*-@ﬁ|@@@|@-..g H Fie Edt View Favortes -

Roster Entry

Flease review the roster details before clicking submit button.

Step 2 - Select an instructor

This course requires instructors to be assigned. Please select an existing instructor or add a new
one. If there are multiple instructors for this course, please select the main instructor.

Sel/add* Instructar SSN

-
-
-
-
-

Course completion date

O0BZERTIT
TTTEERO0
199999909
G66355444

Course 1D
Course name
Credits
Methaod
Instructor required?

First Narne
BELLA

HIRAT
BELLA
ALLEB

Last Marme
EVEHTOVA

CHOKSHI
EVENTOVA
AVOTNEVE

JAgdress |J Links »_

ASIID
174805

174802
1230901
174513

* The provider certifies that the new instructor meets the criteria required by the state

J@'»'@ﬁ'@@@“%'-'g H File Edit View Favorites -

Submltl Resetl Cancel

Provider Home | Re-select Client | Log-out

Roster Entry

Please review the roster details before clicking submit button,
Step 2 - Submit the roster

Course ID
Course narme

Instructor required?
Course completion date

Subrnit | Cancel |

JAgdress |J Linksz ”_

PROMISSORe9

knowieoge beyond ooubr

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Miffin Company



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.

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

J@-*-@ﬁ|@@@|@-..g H Fie Edt View Favortes -

JAgdress |J Links »_

Provider Home | Re-select Client | Log-out PROMISSOR@

knawleoge beyond coubt=

Roster Confirmation

Thank you for using Praovider Services,
Your roster has been created. You may now add Student Details

Raoster ID

Course completion date
Course ID

Approved credits
Course name

Method

An email containing the roster details was sent to kathleen_corlew®@prorissor.cam.

Privacy Policy, Terms and Conclitions of Use, Copyright @ 2002 Promizsar, & Houghtan Mitflin Company

¥ Provider Services Credit Banking - Lotus Motes
File Edit View Create Actions Help @ ; \ﬁg w C)\ G
Gk Tflog Ay &F &6 v B by

workspace ¢ Kathleen Corlews - Inbox | u Provider Services Credit Banking ﬂ nofes

Foder 3 Copy
) Copy

h o Eply =7 o
_W(b <cemail@asisves. nets 1 [Rothleen_cotew@promissor come |
. 03/06/03 0528 A
) i P [==8
I ._= T St Provider Services Credit Banking

Provider Services

Thank you for using Provider Services credit banking,

Reoster ID 7165
Course completion date 3/5/03
Ceurse ID 00035713
Approved credits 3

@ Flease review your roster details;
L]

Course name Review & Overview VUL
Method Classroom

o *| 502 unread document(s] remaining ’| =2 Office =




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 Log-in Confirmation - Microsoft Internet Explorer

J File Edt VMiew Favortes Took Help |

3 ="

« o @ B L 8 @I B g 5,8
Back Famand Stop Refresh Home Search  Favortes  History I ail Print Edit Messenger
JAgdress I@ 4321%20N. %20B allard*%20R d bas_addri2=tas_city=Appletonkas_state=\wlkas_zip=54919%as_telephane=(920)%20734-5721 j @Go “ Links *
On-line Reports | Data Import | Roster Processing | Preferences | Exit Options PROM'SSOR@

knowlenge beyond couba
= Create a Hew Roster
Modify an Existing Roster
Provider Home Print Course Cerificatels)
WISCONSIN INSURANCE
Provider:
User:
Mailing address:
Telephaone:
Email address:
Privacy Policy, Terms and Concitions of Use, Copeeright @ 2002 Promizsor, & Houghton Miffin Company
B
|@ hittp: /¢ asizves-dev.dp.asi‘services/ce/PrRosterSer. asp?as_prog_state=CE12W/as_client_name=wISCONSIN INSUF\AF-'_ ’_tﬂ Local intranet 4
a Roster Search - Microsoft Internet Explorer [_ O] =]
J File Edt View Favortes Toole Help |
3 ="
< IR P A - S~ - B s T = R |
Back e Stop Riefresh Home Seach  Favoites  Histoy (GET] Print Edit dessenger
| Agdress [€] p-t/asisvos-dev.dp. asifservices/ce/FifiosterS er asp7as_prog_state=CE12wlas_client_nsme=wISCONSIN%Z0INSURANCE =] @ Go |j Links >
Provider Home | Re-select Client | Log-out PRDM'SSORQ
knawlege beyond daube=

—

Roster Search

Enter at least one selection criterion to retrieve a list of existing rosters,

Roster IDI

Course |{gEN UL 0003577 33

Completion datel (mm/dd S yyyy)
GoTo Step 2 I Feset |

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mifflin Company j

’_ ’_l_fg Local intranet 4

|@ Daone




R 2} Roster Selection - Microsoft Intemet Explorer [_ O[]
A” rOSterS matChIng the J File Edt Yiew Favorites Toole Help |

criteria are then displayed J &S D Al a @ 2| E . 2

on the Roster Selec“on Back Famand Stop Refresh Home Search  Favortes  History I ail Print Edit Messenger
screen Data can be Sorted JAgdress I@ hittp: //asisves-dev.dp.asifservices/ce/PrRosterS el asp j @Go “ Links !
using any column (in © =

descending order) by Provider Home | Re-select Client | Log-out PRPMSS?E
simply clicking on the e
desired column heading.
You may now choose the
specific roster you would

Roster Selection

I|ke tO WOI’k Wlth by Please select the roster ID you would like to wark with. all of the student recards in the raster will be displayed.

C|ICkIng on the aCtuaI Search returns 4 Roster(s)

roster ID. This will bring

yOU to the Roster Details | Foster ID Course ID Course name Compl date Created by Open date
Fie1 000357132 Review & Overview YUL 2/2/02 Diersen 2/20/03

screen. 7163 00035713 Review & Overview YUL 4/1/03 Diersen 3¢5/03
764 00035713 Review & Overview VUL /1403 Diersen 50z
7165 000357132 Review & Ouerview YUL 3/5/03 Diersan FHESOZ

Privacy Policy, Terms and Concitions of Use, Copeeright @ 2002 Promizsor, & Houghton Miffin Company

B
|@ ’_ ’_lfg Local intranet 4

| R DR ORI leine L ERUie e s e e LB -
Here, the student records [ 5 e faomm 1 6 |

[ca]

for the selected roster are gD Al B F = Ee A JANESS 3
|isted Back Farer Stop FRefiesh Home Search  Favortes  History Mail Frint  Messenger ﬁ
' ) =
Existing records (Where Provider Home | Re-select Client | Log-out PROMISSOR [l
credits have not been I
banked) can be modified Roster Details @
=]

7

by clicking on a specific
license ID. (see step 6)

Roster ID Completion date
New records can be added e o credts

by clicking the Add Methad
Student Credit button. (see
step 7)

Below are the credit records in the roster ID 7164, Existing credit records not yet banked may be modified. Mew credit records can be added
using the "Add Student Credit" button, and credit records can be banked with "Bank Roster" button,

Bank Fioster | Add Student Credit | Roster Search |
Existing credits not
prev'ously posted can be Status License ID | SEN | Mame |
. Bsnked 00000414 367-16-5627 [
banked by clicking the 2oun
Banked 00000604 395-16-5428 GUTH
Bank Roster button_ Banked 02399285 391-74-6545 JACCRS
Bsnked 00001024 399-24-2694 MASON
Bsnked 02400523 350-72-0545 WISTELE
Banked 00412031 390-72-0545 POWERS

Frivacy Foiicy, Terms nd Condltions of Lise, Copyriaht & 2003 Fromissor, & Houghton Miffin Company

(S

| HOSOII

) [ [ ¥ Localintianet



7.

) ) J G- - ﬁ|@ = @“%. @ -2 H Fle Edt View Favoites :”JAgdress“Links =
If you click the license =

number Of a Student I‘E‘COI’d Provider Home | Re-select Client | Log-out PROM'SSOR
where the credits have o B Kooz beyond e
already been banked, the

details of the student Student Inquiry
record are displayed in
view-only mode. You

cannot modify the data.

Credits have been banked, as shown below.

Roster ID Completion date

Course ID Credits
Course narme
Method

* License ID

SSM

First name

Mid init

* Last name

Status
Return to Roster

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mifflin Company

[ |

In cases where the credits R BEA- I 1 e et R _

have not yet been .
My the data IS Provider Home | Re-select Client | Log-out PR()’W'SS(JRG9
displayed as shown on this B rm————

—ee————

screen. Here you can
modify the license ID,

Student Update
SSN, or last name.

Please complete the information belaw, &ll * fields are required.

The Cancel button returns
you to the Roster Details

screen without saving any 525:5; ig Cﬂmplemgrs;:
changes made to the Caurse name
record. However, this only wethod
works before clicking the
Submit button.  License 10 [oooo1028 |
Any changes you make are 55N [399242694 |format 839933999)
saved when you click the " Last name [Mason
Submit button. statue
Submit | ' Delete | | Cancel

On this screen you can also
remove a student’s record
from the roster by clicking
g:eleggﬁtihkéu:éggrdlfson iﬂSIaltI @Kathle.. | @Explon...l WMlclos..I @Ulllﬂy...l @Fower..”@ Modi... @ Find F| Ld\f’\sual...l N%?&' 10:33 &
removed and you are
returned to the Roster
Details screen (see step 8),
where you can verify the
change(s) made.

Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mifflin Company

The Student Entry page J RN @ ﬁ ‘ @ E @ ‘ %. . = g H File Edit Wiew Favoites > JAgdlessHLmks »_
Provider Home | Re-select Client | Log-out PROMISSORQ

knoralecge beyond coubt =

Student Entry



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.
The Roster Details screen y B
diSpIayS.a" of the student B¢-k L F-’d . ? Hh Hﬁ Sah F@i H? %\v t Mg HAgd'ess 2
records in the roster o e e e e fl ;
InC|UdIng any neWIy added Provider Home | Re-select Client | Log-out PROM'SSOR“
records. This is useful for e
verifying the data before Roster Details
banking it. Click the Bank =]
Roster button to validate #
and post the records. s
Otherwise, the newly Courss - Review § Overyien VL
added records remain in an
‘Open’ status for later i e i Bouton Cred Dt ond aredie racords s oa Bankod wio Sk Roatert Button oo Mew ereditrecerds can be added
handlmg- BarkPoster | Add StudertCredit | RosterSearch |
Status License D_| s8N [ame |
Banked 00000414 387-16-5627 DOWD
— Privacy Puh‘:\nf‘nzelrfnﬂ;:nd Condiions of Use, Copyright @ 2003 F‘i:;;i;‘nziughwn Mifflin Campary =
=
&
i
-] -
& I e 15




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 inasexplained | & -5 -9 [@ 4 (@561 3|EB- 500 - B || B e vien Favoiss - || addiess || Links _
in section 2.2, select the e

. R On-line Reports | Data Import | Roster Processing | Preferences | Exit Dptions
Import Data File option ’ = ’ ’ PROMISSOR
Import Data File ”
from the Data Import menu
item. Provider Home

WISCONSIN INSURANCE

Provider:
User:
Mailing address:

Telephone:
Email address:
Frivacy Folicy, Tenms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mitfin Compary

2. Click on the Browse button By S G- @ || e Edt ew Favoiter ][ Addess |[Liks 7
to locate the file you would o2 @RS QRIS SE-R | ] _
like to import. Enter any
comments you would like to Provider Home | Re-select Client | Log-out pRow"sson“'9
save for reference and click T T — r——"
the Check File Format/Reset
button. Data Import

This begins the first stage of
validation, which checks for
proper file formatting. A

message is displayed stating

Browse to the file you would like to import,

Add comrments for future reference.

"Checlk File Format/Reset” to validate the format of your file, If errors are displayed, modify the file to
eliminate errors and repeat steps 1 and 2,

"Upload" to transfer the data. If nessessary, correct any errors in your file and resubmit it by repeating
steps 1, 2 and 3,

& CICALE

whether or npt the file has Wisconsin Insurance

met the requirements (See _

step 3 for a successful file I—F"""""" e |

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
hlgh“ght the area(S) in error. Privacy Policy, Terms and Conetions of Use, Copyright @ 2002 Promissor, & Houghton Miffiin Company =l

NOTE:

Comments

Check File Format/ Reset I <] [ =T




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. Ifthefile formathasmetthe | &~ 9 DA AE BEr S 2 || b e Vew Favortes ]| agiess| | ks _
specifications, you will see a T E

screen indicating successful File format. > Sample file >

file format validation. [ Browse .|

Next, click on the Upload
button. This performs the
second stage of validation, _ H
which verifies the data in the ]

Comments|

file against our database
using a set of client , _—
> . Successful file format validation,
configured business rules File name
Submitted by
(See step 5 for successful e = e T
data |oad|ng and step 6 for 5 00000695 2 20020620 PAUL LAGAN 397361067
- 3 00000620 2 20020620 EEN HAMILTON 303072574
data Wlth errors)' & 00000612 2 20020620 ROGER HALVERZON 399127070
3 00000604 2 20020620 LAREY GUTH 395165428
I 320423354 CHARLY BURKE
T 005
H CEIZWI 43 36791 20020620
3 00000414 2 20020620 JOHN DOWD 3BT16562T
3 00000430 2 20020620 FUTH DFREHER 330249636
3 00000442 2 20020620 FCOEERT DWYER 380030775
5 00001024 2 20020620 JERRY MASON 99242604
I 388302707 ROEERT HERDFRICH
T 005
Privacy Policy, Terms and Concitions of Use, Copyright & 2002 Promissor, & Houghton Mifflin Company j
- 74 Data Import - Microsoft Internet E splorer [_ (O] %]
4. If the file format has not met &

J File Edit “iew Favoites Toole Help |

the specifications, you will

3 =
& LD W 8 @ 3 B 5 0. &
Back Farward Stap Refresh Home Search  Favortes  History tai Frint it Messenger
JAgdless I@ hittp: /¢ asizves-dev. dp. asifzervices/ce/PilmpontFileS el asp j @Go “ Links **

|' - Bl

Check File Format / Reget I L8] s | |




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 [&#-2 QBN QI B- S 8[| o e vov favoies 7|aghes [Liks _
completes with no errors, -
you will see a screen like Wisconsin Insurance
this: _

File format == Sample file >:=
You may now continue to | Browse.. |
load other roster data import H
files, or return to the Comments
Provider Home Page using =l
the link at the tOp of the Check Fila Farmat/ Reset I ] [ejele]
page.

Data validation

Filename
Provider

Roster # 1 data has been successfully validated
Course
Completion date
Assigned roster ID
Rec License Credits Name Code Message

1 00000695 2 PaulLagan 0633 Warmning SubrFuLLEd credits are overwritten with
approved credits

Listing for 1 records in this roster

* % End of report * % ¥ ﬂ

6. For cases where the data [&-2 QEN QP B Sl 8 | 8t vor fawies 7] [agen [ _
validation was not Data validation =

Filename
Provider

Roster # 1 data has been validated and errors found:
Course
Cormpletion date
Assigned roster ID



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 |2 AN QBB G- R || B et o Facies 7 |agaess |1k _
explained in section 2.2, ©

Select the Prlnt Course On-line Reports | Data Import | Roster Processing | Preferences | Exit Options PROM'SSOR
. R knawlecige beyond doubt~
Certificate(s) option from prese 2 tlew foster
- odity an Existing oster
the Roster Processing Provider Home Print Course Certificate (s)
menu item.
WISCONSIN INSURANCE
Provider:
User:
Mailing address:
Telephone:
Ermail address:
Privacy Policy, Terms and Conditions of Use, Copyright @ 2002 Promissor, & Houghton Mifflin Company
7 Course Completion Certificate - Microsoft Internet Explorer
2. From the Course Fle Edt View Favoites ook Help ‘
Certificates screen, you T o @ m @B g K
. . . Back Forward Stop Refrech Hame Search  Favortes  History Mail Print Messenger
Can elther prlnt a Slngle Aﬁdvessl@ siswes-dev.dp.asi/services/ce/prCaurseCart asphsﬁprng‘stataztﬂZW'\asﬁcher\tﬁname:\/\/\SEDNS\NZZ[IDFFIEEZZ[IEIFZZEITHEZZEIIZEIMM\SS\DNERZZDDFZZD\NSUHANEEj PED —
course certificate or all @ 5'
course Certificates for a Provider Home | Re-select Client | Log-out PRM%&E
given roster.
To print a single course - '
certificate enter both the e
Roster ID and the License
ID. Then, click the Submit B nEe e
button. (continue to step 3) e e o ot emvatome
To print a|| course IMPORTANT: Ta view or print a certificate, Adobe Acrobat Reader 5.0 or higher is required. Download your copy.
certificates within a roster,
enter only the Roster ID
and then click the Submit * Roster 10
button. (continue to Lieense 10 {including leading zeros, if applicable)
tep 4).
S ep ) Subimit Reseat
Clicking the Reset button
W||| clear the existing Privacy Policy, Terms and Condtions: of Use, Copyright © 2003 Promissar, & Houghton Miffin Company
information and allow you -
to make a new selection. §
L
[ || |58 Local inanet |

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.

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

3 Course Cetificates - Microsoft Internet Explorer

]f\\e Edit Wiew Favoites Tools Help

3 ="
& 0% Q W a @@ I B g 2
Back Farard Stop Refiesh  Home Search  Favorites  History Mail Print  Messenger
IAﬂd’BSS |@ Jasisves-dev. dp. asi/Export/ 333424035114337 poetle=Course?20Cen _tent=Click % 20here% 20t0% 20view 20the 2centiicate 20for 2 license ””\ZZDDZSSSEDBj P
Provider Home | Re-select Client | Log-out PROM'SSOR“

hnowledze beyond coubt=

Course Certificates

IMPORTANT:
To view or print a certificate, Adobe Acrobat Reader 5.0 or higher is required, Download vour copy,

Click here to view the certificate for license ID (02369808

Privacy Palicy, Terms and Conditions of Use, Copyright @ 2003 Promissor, & Houghton Miffin Comparry

73 http://asisves-dev. dp. asi/Export/339424035114337.pdf - Microsoft Intemnet E xplorer

] File Edt View Favoites Tools Help

& @ [ Q 3 | B 2

Back Forerd Stop  Reflesh Home | Seach Favorites Histon Mail Fiint  Messenger
Address |@ hitp://asisves-dev.dp. asi/E xport /3394240351 14337, pdf =] @t
B &6 - e s BOEE1E @ » M« s |[el= |- e 0OEED-[Q

[oa

-85/ LB o
(

CERTIFICATE OF COURSE COMPLETION

for the
Wisconsin Office of the Commissioner of Insurance
Course Number: 00037878
Workers Compensation & Beyond
07-Nov-2003
200

Course Name:
Completed on:

Credit hours

This hereby certifies that
ZACHARY BUTH

Signatures | Comments Y Thumbnails Y Boakmarksﬁ

License: 02369808
has taken and successfully completed on this day the abeove course of study for Continuing
Education. This course of study has been filed and approved by the Wisconsin Office of the
Commissioner of Insurance in accordance with its regulations.
The above Continuing Education credits will be submitted by

1

Provider number: =
Independ Ins Agents of W1 3
798 1o Niotan Diria =18
@A 101 BB 8sxin [0 5 M4 i %
|&] Done [ [ [f4 Localintranet
‘J Course Certificates - Microsoft Internet Explorer MEE |-
Flle Edt VYiew Favoites Took Help
3 =
@ oo @ m o3 B 5 &
Back Foryard Stop Refresh  Home Seaich  Favotes  History Mail Print  Messenger
JAQHVESS Ia hitp:/asisves-dev. dp.asi/Export/339424035115018 poitdite=Course’; 200 ink_text=Click % 20here®20t0% 20view? 20thes Ofor’; “:ster“/.ZD\DZZDTEi}j @60
Provider Home | Re-select Client | Log-out PROM|SSOR®

nawlecge beyond doubt=




roster requested with the
Roster ID displayed.

4a. By clicking on the link, all

; hitp://asisves-dev.dp. asi/Export/339424035115018.pdf - Microsoft Internet Explorer

course certificates on the | Be R Yew Faoiss Iods Heb
roster will open in Acrobat ‘ TR Ala @ 9|5 9
Reader Use the prlnt Back. Farerd] Stop Refiesh  Home Seaich  Favortes  Histary Mail Frint  Messenger

JAddress I@ hitp:/Pasisves-dev. dp. asi/Expart/ 3394240351 15018 pt j @ bo
button Iocateq at the top of ‘ (5
the page to print all the R L R e e e [ E IR
course certificates. You v BB B-7-LBAEED D
can choose to print 4 / 3\ B
- .. - g x
individual certificates by | CERTIFICATE OF COURSE COMPLETION i
using the Print Range : f ]

- th
feature in Adobe Acrobat. | _ e
° Wisconsin Office of the Commissioner of Insurance
NOTE: :
e ? 00037678
If the course certificate . Courseumber _
comes Up blank (Wlth no [ Course Name: Werkers Compensation & Beyond
| \ £ 02-Nov-2003
student information) please  |§ compiegon
make certain that you are | Crdthous: 200
:I/vec:'glfcljr:]go\‘/fvgz :)T)Z pAr?;f;tl)‘at g This hereby certifies that
a MARGARET M KENNEDY
(5.0 or higher). If you still PR
experience a blank screen,
p|ease contact us has taken and successfully completed on this day the above course of study for Continuing
' Education. This course of study has been filed and approved by the Wisconsin Office of the
Commissioner of Insurance in accordance with its regulations.
The above Continuing Education credits will be submitted by
Provider number. ! §
Independ Ins Agents of Wi 5 3
WA 1oz ¥0 Bxmm oA mE T 2 §
@ Done | ‘ ‘_'ﬂ Local intranet -

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 [ O DA AR | o 2 o i 3] e o~ IR
eXpIained in SeCtion 22’ On-line Reports | Data Import | Roster Processing | Preferences | Exit Options pngmgggls

EasuBank Reparts

select the CE Reports R
option from the On-line T e
Reports menu item.

WISCONSIN INSURANCE

Provider:
User:
rMailing address:

Telephone:

Email address:
Privacy Policy, Terms and Conditions of Uss, Copyright @ 2002 Promissor, & Houghton Mifflin Company

| -]

Four reports are available: o A S . @ || R Edt View Favoies - | |addess | |Liks ”

the Roster Summary -2 QEARGIESE-2 | | s |1 _
Report, the Roster Details Provider Home | Re-select Client | Log-out PROM[SSORQ
Audit Report, the Provider . s e

Roster Transactions

Report, and the Provider LU L e

Roster Errors Report.

CliCk on the bUttOﬂ fOI’ the Flease select from the following report types, and choose a date range for the roster ID's you would like to view.,

Please select page orientation landscape framn browser's File-=Page Setup menu before printing all the reports

report type you Would Ilke except 'Roster Summary Report'
to run and select a Date

I’ange (ln quarter'tlme * Roster Summary Report--Lists data from roster headers,
frames). The Date range

- - ¢ Roster Details Audit Report--Lists all data from both roster headers and student records, including data
selected will automatically validation errors if any.

populate the From and
Through ranges with the
Corresponding roster 1Ds ~ :Ir:vider Roster Errors Report-- Lists all credit recards not banked due to errars. Includes the errors on
available for you to choose

from' Date range | Jan-Mar-2003 'l

" Provider Roster Transactions Report--Lists all credit records entered.

Next, select the desired From [7083 22-Jan-2003 5]
From and Through roster Through [HI Jan-20103 —
ID ranges and click the

Submit button. (see step 3 [Eubrit] [Reset] H
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.

All records falling within [€ -2 QNN DGED B M- R || o g Yon o o] _
the selected date range are e
“Sted. PROMISSOR

Data can be sorted by any
column by Slmply cIicking 06-Mar-2003 3:43:46 PM
on the desired column

wisconsin Office of the Gommissioner of Insurance
ROSTER SUMMARY REPORT

Selected for: Roster ID range from 7083 through 7056
Rosters entered from 22-]Jan-2003 through 23-Jan-2003

Roster Open Course T — Credits Gompletion Manual
1N Hate m —_—— == v d date ~rr1mt

Created by



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

ThIS report dISp|ayS a“ Of J LCIRAE @ ﬁ ‘ @ @ ® ‘ @' . = g “ File Edit Wiew Favoites ™ JAgdlessHLmks »I_
the records contained in 5

the roster(s) falling within PROMISSOR”
the selected date range; 06-Mar-2003 3:51:52 PM
multiple licensee records
are sorted by Status Date
in descending order. ROSTER DETAIL AUDIT REPORT

wisconsin Office of the Commissioner of Insurance

Selected for: Roster |D range from 7083 through 7086
Rosters entered from 22-Jan-2003 through 23-Jan-2003
Provider ID: 48
Williarm H H Diersen
4321 M. Ballard Rd.
Appleton Wl 54919

Roster ID Opendate Course ID Course name Credits approved Completion date Created by Status Status date
7083 22-Jan-2003 00038109 CBT AAL Disahbility Income Ins 3.0 22-Jan-2003 Diersen AP 22-Jan-2003
Instructar:
CreditID LicenselD Licensee name SSH Crhrs Completion date Birthdate Status
15087 00000016 ANDERSON 399201907 3.0 22-Jan-2003 Banked
Status Status date Created by Created date
Banked 22-Jan-2003 4:41:26 P Diersen 22-Jan-2003 4:41:26 P
Error 22-Jan-2003 4:27:33 P Diersen 22-Jan-2003 4:27:33 P
Error 22-Jan-2003 4:24:25 Pt Diersen 22-Jan-2003 4:24:25 Pt
Error 22-Jan-2003 4:23:21 P Diersen 22-Jan-20032 4:23:21 P
Error 22-Jan-2003 4:05:52 P Diersen 22-Jan-2003 4:05:52 P

g start| Kot | BJEwl.| Brticr.| BFo. | [gviu.| BT0.. | E] Uni| &0 ][E]Ro. N3 3a8PM

ThIS report dISp|ayS the J EoIE N A @ ﬁ ‘ @ @ @ ‘ @- . - g “ File Edit Wiew Favoites [ * JAgdlessHLmks »|_
most recent status of each =

of the records contained in PROMISSOR®
the roster(s) falllng within 06-Mar-2003 3:55:15 PM
the selected date range.

Wisconsin Office of the Commissioner of Insurance
ROSTER TRANSACTION REPORT

Selected for: Roster 1D range frorm 7083 through 7086
Rosters entered from 22-Jan-2003 through 23-Jan-2003
Pravider 1D 48
Wiilliam H H Diersen
4321 M. Ballard Rd.
Appleton,\l 54919 T

Roster ID Opendate Course ID Course name Credits approved Completion date Created by Status Status date



This report displays only
those records that are in
error for the roster(s)
falling within the selected
date range.
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PROMISSOR
06-Mar-2003 3;55:57 PM
wWisconsin Office of the Commissioner of Insurance
ROSTER ERRORS REPORT
Selected for: Roster 1D range from 7083 through 7086
Rosters entered from 22-Jan-2002 through 23-Jan-2003
Provider ID: 48
William H H Diersen
4321 M. Ballard Rd.
Appleton il 54919
Roster ID Opendate Course ID Course name Credits approved Completion date Created by Status Status date
T086 23-Jan-2003 00038109 CBT AAL Disability Income Ins - 3.0 23Jan-2003 Diersen AP 23-Jan-2003
Instructar:
CreditId  License ID Licensee name SSH Crhrs  Completion date Birthdate  Status
16106 ooooo01e AMDERSOM 399201907 30 23-Jan-2003 Lic 1D not found
14107 o000t 41 WRONG 398180659 30 23-Jan-2003 Mame notfound
Rostered students: 3 Total students banked: 1 Total students with errors: 2 Total open students: 0
Tatal rosters listed: 1

*** End of Report ***
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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.

. - /3 Log-in Canfirmation - Micrasoft Intemet Explorer
1. Afterloggmg n -aS | Fie Edt Yew Fawites oo Hep H Rl »“Aﬁd"*“
explained in section 2.2, =
. Online Reports | Data Import | Processing | Preferences | Exit Dptions (]
select the Add/Edit Course PROMISSOR
Offering(s) option from the
Processing menu item. Provider Home
WISCONSIN OFFICE OF THE COMMISSIONER OF INSURANCE
Provider:
User:
Email address:
Mote: Mailing address is displayed for verification purposes only when you first log in
Privacy Policy, Terms and Concitions of Lise, Copyright @ 2003 Promissar, & Houghton Mitfin Company
g
a
8
4l s
\&] hlip://asisvos-dev.dp asi/services/ce PilognConfim asp?as_provider_id=1kas_asi_ce_id=646573%as_prog_state=CE 12Wlkas_dient_na [ [ [ Intemet 7
: a Course offering search - Microsoft Internet Explorer [_[O] %]
2. From here,_you can e!ther —
retrieve a ||St Of ex|st|ng Fle Edt Yew Favoites Tools Help J A © ‘Agdrass
acH
Provider Home | Re-select Client | Log-out PROM'SSOR9
knarwlecge beyond doubr=

—eee

Course Offering Search



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.

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.

] Course offering selection - Microsoft Internet Explorer

J File Edt View Favoites Tools Help H s - 4 JAgdless
Back
Provider Home | Re-select Client | L A -
rovider Home | Re-select Client | Log-out PROMISSOR
nowieige beyond coubt-
Course Offering Selection
wisconsin Office of the Commissioner of Insurance
Use the Crs offg 1D link to view or edit details of that course offering record. To enter a new course
offering for this course, use the 'Create new' button, To return to course offering search page, use your
browser's 'Back' buttan.'
Search criteria
Course:
Course
offering ID:
Start date:
Crs COWSe e description City, State Surtdute  Endéate  StatusType
. 3/13/04 3/13/04
7598 00037878Workers Compensation & Beyond ~ Bala Cynwyd,PA 12:00:00 PM. 4:15:00 PM AP (CLAS
. 3/13/04 3/13/04
7599 00037878Workers Compensation & Beyond  [C1,PA 12:00:00 M U:00:00 PM AP [CLAS
The Dirty Dozen- Commercial & 3/15/04 3/15/04
1378 00035250 Personal Lines Issues & Solutions NORRISTOWN’PAS:SO:OO AM ¥:30:00 PM AP [CLAS
Brivacs Policie_Terms aod Cnnddtinns af Lse_Conrink] @ 2003 Bromissor_a Houskon biffin Comesn =
‘a Done ‘ ‘ ‘Q Itetnet 4




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

] Course offering details - Microsoft Internet Explorer

Fie  Edt Yew Favoites Tools  Help

mE |

H | & JAgdless

Course Offering Detail-View

Wisconsin Office of the Commissioner of Insurance

Course offering ID 7598
Course ID 00037878 Workers Compensation & Beyond
Course method CLAS
Approved hours 2

*Street 13 BALA PLAZA WEST >

Street 2

*City Bala Cynwyd

County

*State P4

*Country USA

*Zip 19004

*Phone 610-617-9300

display in ‘Detail-Modify’
mode.

*Start date & time 03/13/2004 12:00 PM
*End date & time 03/13/2004 D4:15 PM

*Status Approved

=
Comment
=
Biack
Privacy Policy, Terms and Conditions of Lse, Copyright @ 2003 Promissor, & Houghton Mitfin Company z
&) Dane [ 1 Intermet 7
4. USlng the Create new 5] nurse nlfelig details - Microsoft Internet Explorer _ [ O] %]
button brings up a page J File Edt Yiew Favoites Tools Help H "o ]Agdvass
where you can enter all the Course Offering Detail-Add [|
pertinent information for a Wisconsin Office of the Commissioner of Insurance
new course offering. The | e ostonts e oo e st g oo e
“Course’ section is already All ¥ fields are required. ’
D o youmom™ecoms
previous selection page. Caurse offering ID
You Only need to Complete Course ID 00037878 Workers Compensation & Beyond
the “Location’ and ‘Course ourse etnag (L1
A ; Approved hours 2
Times' sections. Use the | 0N
calendar feature to put the “strect 1]
course times in the proper street 2|
forma_t. Click on the - vstete[] - (12345,12345-
Submit button to save your 6789)
new course offering to the County * Country [UsA *Phone (999-699-6999)
database. CCOURSETIMES
Enter the start and end dates of the course. The status defaults to 'approved’, but changing the status to 'Pending’ or 'Cancelled'
prevents the offering from displayed on the Internet Course Offering Listing. Any change in the status is effective with today's date.
*Start date & time calendar (mmy/dd/yyyy hh:mm AM/PM)
*End date & time calendar (mm/dd/yyyy hh:mm AM/PM)
*status @ Approved ¢ Pending ¢ Cancelled
=
Comment
ﬂ -
Reset |
|a Dane | | |' Internet 4
4a ThIS brlngs you to the J Course offering confimation - Microsoft Intemet Explorer M[=[E3
COUI‘SG Offerlng J Fle Edt View Favortes Tools Hep H EER ”IAgdress
Provider Home | Re-select Client | Log-out PROMISSOR ﬁ
hnowlesgebeyond ot

Course Offering confirmation

Wisconsin Office of the Commissioner of Insurance



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 A file cannot be uploaded if the client in the
CE09XX file does not match the client used at log-in

time. ‘CE’ is constant. 12 for insurance, 09
CE10XX for real estate, 10 for mortgage. XX isa
variable for state code, example CO =
Colorado, UT = Utah.

Provider ID char(12) - with | Mandatory | 000000000123 | A file cannot be uploaded if the provider ID
or without or 123 does not match the provider ID used at log-
leading zeroes in time.

Course ID char(8) Mandatory | 00000333 or A file cannot be uploaded without a course

333 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 1D or
SSN.

Course Hours num(3,1) Optional 12.50r 00.5 File can be uploaded without valid credit

(credits) 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 LorlL. 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.

Sparel 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) Mandatory | 123456789

No dashes
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,00840595,12.5,20011231,0swald,,Smith,,,19650524,P,,

T,0001

H,CE12C0,294,0000000204,20020101
S,,12.5,20011231,Christopher,M,Jones,Prof,058701512,19610518,,,
S,00840598,12.5,20011231,James,,McFarland,,089121314,19011212,,,
1,00840598,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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