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Dear Attendee:

Welcome to the educational session.  At this meeting we are using the ASCLS online CE Organizer program.  You will use this online program to generate your P.A.C.E.® certificate for the meeting.  We will not be passing attendance rosters at each session.  You will not have a P.A.C.E.® certificate to be validated at the end of the meeting.  

At the end of the session, the moderator will announce a unique session code for that particular session.  Record the session number.  You will need this number to get credit for attending the session.  When you get home, go to the ASCLS webpage at www.ascls.org and click on “CE Organizer” in the box to the right.  The onscreen instructions will lead you through the process to prepare your certificate.  

Because CE Organizer is new, there is a tutorial at the ASCLS website. Please take a moment to view the tutorial.  I think that after you have used the program once or twice, you will be quite comfortable with it.  If you do have questions or comments, please email me. 
Here is a brief summary to use the ASCLS CE Organizer:

1. Click on CE Organizer at www.ascls.org.  

2. ASCLS members will Log In using the same username and password used to enter the Members Section of the website.  If you do not have a username and password follow the link to register.  If you are not an ASCLS member, click the “Register Here” link to create a username and password.  

3. Once logged in, click on Certificates.

4. In the list of ASCLS P.A.C.E.® approved events, under Regional Events, scroll down to Washington and click on P.A.C.E.®  Certificate on the right. The session(s) will show up.
5. On that screen, check the box of the session you attended and click “Next” at the bottom of the page.

6. On the following screen enter the unique session code for each session and click “Next.”
7. On the final screen you can print and/or save your certificate.  

CE Organizer is the method by which national ASCLS P.A.C.E.® credit will be administered.  Not only will CE Organizer allow you to print out your P.A.C.E. ® certificate, it will also list your CE in a personal transcript if you are an ASCLS member or are registered for that feature. You may self-enter other non-P.A.C.E. ® continuing education into your transcript as well.  Note that because the transcripts may contain self-entered data, ASCLS cannot attest to its validity.  You will still need your original certificates of the self-entered data for re-certification or renewal of your license.  
The transcript service is free for all ASCLS members; there is an annual fee for non-members. Please note that the process of getting a certificate is free for all individuals; it is only the transcript service that is free for ASCLS members and carries a fee for non-members. Please note that these sessions will be active only for a limited time, so please obtain your certificate as soon as possible after the session..
Brenda Kochis, CLS(NCA)

ASCLS-WA P.A.C.E.® Administrator
E-mail:  BrenKoch@comcast.net
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