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	Managing Your Certificates of Completion



Managing Your Certificates of Completion

This is the area where the system provides you the ability to print certificates that are available from within the learning management system (LMS).
Reviewing Multiple Certificate Options

Lessons may have multiple certificate options depending on what the Provider allows, and/or whether the lesson or the course carries credits or contact hours. Here are some differences that you may encounter:

· You may be awarded an MC Strategies certificate of completion which will indicate you successfully completed the lesson test with the passing score required by your organization. Or you may receive a certificate provided by the accrediting organization showing the hours/credits earned.  

· Accredited lessons may have also have Contact Hours or CEU s depending, again, on the provider.  

· There are some accrediting providers (like AACN, for the ECCO courses) that require certificates be obtained only from their designated locations. For these lessons, you will receive instructions on how to retrieve your certificate. The LMS for these lessons will only contain the record of your test activity and score. So, when you come to this reports section please keep this in mind.

· Some accrediting providers (like AAPC) require you to complete multiple lessons before you can receive the associated credits. For these lessons you will receive a certificate with a link at the bottom of the certificate to provide you a complete list of lesson titles required needed to earn CE credit. If these lesson titles are not available in your lesson plan talk to your manager to get the additional lessons assigned. Upon completion of the entire list of lesson titles required for CE credit, you will be given the opportunity to print a certificate of CE course completion.  

· Some accrediting providers (like ENA and MENCE) require you to complete and submit a CE Profile form and an evaluation form before you can open and print your certificate of completion. These lessons provide access to the certificates after passing the post test and completing an evaluation contained within the lesson. Instructions on how to obtain these certificates are located in the lessons.
Opening and Printing Your Certificate of Completion
Your certificates are accessible under Reports on the left side of your Personal Page.  Some accreditations are given for each lesson passed and some accreditations require you to pass all the lessons in a course before you can receive a certificate. Some accrediting agencies may require you to complete an evaluation form and/or update your CE profile before you can open and print your certificate. 
The steps below show you how to print a certificate when awarded by a provider:

· for completing one lesson.

· for completing all the lessons in a course.
Steps to View and/or Print a Certificate of Completion for a Lesson
Some Providers require you to complete only one lesson to receive a certificate. These steps show you how to print one certificate for one lesson. 
1. Under Reports Choose - Credits Earned.
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2. You may choose to select a provider, a Credit Type or a Date to narrow your search.
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3. From the ‘Provider column on the right, click the Provider’s name (e.g., HFMA, Mosby) to the right of the lesson’s name.
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4. You may be required to complete a CE Profile. Once you have completed or updated the profile, click the Update Your License Information button, if you do not need to complete or update your profile, click the Update Your License Information button to continue.
5. You may be required to complete an evaluation form. If you receive an evaluation form please complete and click the Submit button at the bottom of the page. 
6. Your certificate opens. Certificates vary by lesson/Provider.
The example shows a certificate from MC Strategies. 
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7. Click the Print button at the top of the page. (If you do not see a Print button, right-click your mouse on the certificate and click Print.) 
Steps to View and/or Print a Certificate of Completion for a Course

You may be required to complete all the lessons in the course before you can receive a certificate. These steps show you how to print one certificate for all lessons in a course. 
1. Click the Reports menu — E-learning Credits Earned.
2. (Optional.) From the ‘Show Hours for’ drop-down, select a provider to narrow your search.
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3. From the Providers column on the right, select any one of the Provider names to the right of any of the lessons in the course.
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4. You may be required to complete, update or review your CE Profile. Once you complete or update the profile, click the Update Your License Information button, if you do not need to complete or update your profile, click the Update Your License Information button to continue. 

5. You may be required to complete an evaluation form. If you receive an evaluation form please complete and click the Submit button at the bottom of the page. 

6. A certificate opens with ‘0’ (zero) credits. Click the link at the bottom of the certificate – “Click here for a complete list of the lesson titles.”
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7. Click the Certificate link that opens in the upper left of the page.

8. Your certificate opens. Certificates vary by course/Provider. 
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9. Click the Print button at the top of the page. (If you do not see a Print button, right-click your mouse on the certificate and click Print.) 
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