Out of State Continuing Education Program

Instructions for Requesting CE Credit for an Individual
THIS REQUEST MUST BE SUBMITTED BY THE LICENSEE WITHIN 30 DAYS AFTER ATTENDING OUT OF STATE

1. Within 30 days AFTER attending the out of state program, prepare the 4 required documents to be uploaded to
your elicense account, which must include;

Certificate of Completion

Outline of the Program (with start time & end time)
Synopsis of the Program

Speaker’s Bio
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2. Loginto elicense or create a new elicense account by clicking here.
LOGIN | CREATE YOUR ACCOUNT

3. Click | HAVE A LICENSE

4. OBTAIN SECURITY CODE. The secuxity code will be emailed to
your email address already on file with_elicense.

New User

Create a New Account

Register here for a new eLicense.Chio.gov accour

If you currently have a license or previously applie
and do not have a login through this portal, please

If you currently do not have a license or have not |
certificate in Ohio, please select *l don't have a Lic

& OBTAIN SECURITY CODE If you are creating an account for the purposes of
ih the Casino Control Commission, please click "

Contgol Commission™
I DON'T HAVE A LICENSE




5. Register for a new elicense.Ohio.Gov account associated with your existing Ohio professional licenses.

D | don't have a Social Security Mumber

OBTAIN SECURITY CODE

After logging in successfully, you will be at your dashboard listing your licenses.

Click on OPTIONS if you have two licenses choose the Funeral Directors OPTIONS.
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Board of Embalmers and Funeral Directors

Funeral Director

EXP DATE
12/31/2018

OPTIONS v

Under the OPTIONS pull down, the Out of State CE Credit Request is labeled as

Submit Additional Documents. Click Submit Additional Documents to submit

your Out of State CE Credit for approval.

OPTIONS

Reinstate
Name Change
Change Address
Submit Additional Documentation
Send License Verification

License Inactivation

Request Continuing Education Waiver

Request Replacement License



8. Under Reason for Submitting Additional Documentation Request, the following 6 items must be listed in the
Reason for Submitting Additional Documentation Request, in order for the CE credit Request to be approved.

Date of the program

Number of hours being requested, only full hours are accepted half hours are not accepted.
Title of the program

The state which you had attended the program.

The providers name

The providers contact information to verify attendance.
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License Mumber
Submit Additional FD.00
Documentation

Enter the reason for your submission of additional
documentation in the text box to the right. Then click
‘Save and Upload Documents'.

License Type

Funeral Director,

9. Gather the required documents to be uploaded. Click SAVE AND UPLOAD DOCUMENTS

CANCEL SAVE AND UPLOAD DOCUMENTS



10. Click the upload button and select the file from your computer that you wish to upload.

Additional Documentation

Submission List for this service request

Please either upload an electronic copy of the documen clicking the "‘Upload’ button, or Acknowledge that you or the appropriate third party
will send the documents to the Board by dlicking ge' button. If uploading an attachment as a submission, It is necessary that the
name of the file attachment is less than 80 acters in length for it o be received successiully. The character limit does include the file

attachment extension, such as (.doc; (-paf).

Title Description Acknowledge Uploads Complete

Action

Additional Submit Additional Documentation
Documentation

® Upoad

11. Once your file has uploaded and you see it under the Uploads column, click the “Submit” button
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Additional Documentation

Submission List for this service request

Please either upload an electronic copy of the documents by clicking the ‘Upload’ button, or Acknowledge that you or the appropriate third party
will send the documents to the Board by clicking the "Acknowledge’ button. If uploading an attachment as a submission, it is necessary that the
name of the file attachment is less than 80 characters in length for it to be received successfully. The character limit does include the file

attachment extension, such as (.doc) and (.pdf).

Action Title Description Acknowledge Uploads Complete
Additional Submit Additional ©
2017-11-29_16-11-
Documentation Documentation 03 jD; !

CANCEL suBMIT

12. You will be directed to a Service Request Submitted page, confirming you have submitted the documentation to

the board ] )
Service Request Submitted

Thank you for submitting a service request! Your service request Id is: SR-084436

e willl aodress your request as S00n as possibie!

If all the required information is received the request will be reviewed and presented at a board meeting for

approval.



