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How To Submit an
Individual Course
Approval Request
(Form CE-A)

ACCELA - LICENSING PORTAL



The Information Presented Will Provide Steps To
Submit an Individual course approval request

This option is used when a

course has not been B e oo e —

approved by the Mechanical (D g v i s s

Licensing Board. Do not

complete an application if -

class has lbeen approved Sign In

Sign on the licensing portal “
with user account you

have previously credted. Board approved classes can be found on the

Mechanical Licensingweb page



Individual course approval request

From the home
screen, select the
License tab which
will bring YOU to this Apply for a License Search Applications
screen .

Home Construction Permits Occupancy Permits  Water & Sewer Program

Showing 1-2 of 2 | Add to collection | Add to cart

|:| Date License Number License Type Status

C“Ck on Apply fOI’ a [ ] 03/18/2023 _ PIN Record
I_i C e n Se |:| 03/18/2020 _ Journeyman Mechanical License Active
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Home Construction Permits  Occupancy Permits  Water & Sewer Program B

Apply for a License Search Applications

Online License Application

Using this system you can submit 1o 3 rental Gicense all from the convenience of your home of office. 24-hours a day.

Please “Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

el

General Disclasmer
While the Agency attempts to keep its Web information accurate and timely. the .
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its sutability for use, freedom from nterruptions or
from computer virus, or non-infringement of propnetary rights. Wob matoniats
havo boen compiied from a variety of sources and are subjoct to change without
notice from the Agency as a result of updates and corrections.

() 1 have read and accepted the above terms

Continue Application »
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Home  Construction Permits Occupancy Permits Water & Sewer Program [Rl[e= 1320

Apply for a License Search Applications

Select a License

If you have an existing License that needs to be associated to your new license application, select it from the list
select the Record Type for your new license application.

* Licenses:

--Select— -

Mech HVAC Service-Installer Journeyman Commercial
one Applicable

Continue Application »



al course approval reques

Home Construction Permits Occupancy Permits  Water & Sewer Program m

Apply for a License Search Applications

Educaftion Setect  Recora Type

Select the following license type.

# Continuing Education

p@) Continuing Education Individual Course Approval Request
(7 Continuing Education Sponsor Application

() Continuing Education Sponsor Course Attendance
() Continuing Education Sponsor Course Reguest

ducation

» Electrical Licenses

» Mechanical Licenses

» Plumbing Licenses

» Link Account to License

Continue Application »




Individual course approval request

Step 1 — Contact information

Home Construction Permits Occupancy Permits  Water & Sewer Program w

Apply for a License Search Applications

Continuing Education Individual Course Approval Request

Applicant and

Licensed professional

section should be Applicant

adlread Yy POpPU lated. o add an Applicant,click the Select from Account button. Changes can be made to the contact information through Account Management.
=3

Step 1:Contact Information >Contact Information

If not “select from

account” butfons wil

L] L]
O d d yo U r I n fo rm O -I-I O n If your licensed professional information is not pre-populated, click the Select from Account or Look Up button.




Individual course approval request

Step 1 — Contact information

Course Discipline

COURSE INFORMATION

Course Discipline P

select Mechanical

Continuing Education

Click the Add New button to add a continuing education course that has not yet been approved.

Note: If you click the Select from Contact button to add an approved course, you will not be able to proceed.

Continuing Education

Continuing Education Name Required Hours Completed Hours Remaining Hours

Select “add new” e

w Continuing Education List

button to add course B — T

No records found.

_ Continue Application »



Individual course approval request

Step 1 — Continuing Education Information

Continuing Education Information x
Enter required information “Continuing Educaton Name A
* Course Number: *Completion Date: *Hours of Class:
. . o

If there is no course number e
for the class faken, enter N/A
Sponsor name is agency
providing course

Address 3:
Sponsor N Um ber . en-l-er N/A City: State: Country: Zip Code:
United States v
Business Phone: Phone Mumber 2: Fax:

Scroll down to click “save & - b
close"” button }




Individual course approval request

Step 1 — Continuing Education Information

The course information is now
visible, green check mark
Indicates information was B

Add New button to add a continuing education course that has not yet been approved

Click the
o d d e d S l ' < < e S Sf U | |y A Note: If you click the Select from Contact button to add an approved course, you will not be able to proceed.

Summary of Continuin g Education
° ° ° Ot ed £ otal Remaining Hours: 0
You can click on Actions if ==
Welding 101 0 5 o
L]
yo U W O n -I- -I-O e d I -I- b e fo re w Continuing Education List
« Continuing education added successfully. .
° . Showing 1-1of 1
C O n -I-I n U I n g Continuing Education Name Required Provider Name Provider Number Action
Welding 101 No Welding Education ~ Enmter N/A Actionsv

Only one course is allowed (oo ]
per application

Continue application



Individual course approval request

Step 2 — Supporting Documentation

Home  Construction Permits Occupancy Permits  Water & Sewer Program @

Apply for a License Search Applications

Required documentation

Continuing Education Individual Course Approval Request

1 Contact
Information

Step 2:Supporting Documentation > Supporting Documentation

] ° C O U rse C O n -I-e n -I- D e S C ri p Ti O n The following documents are required to be uploaded:

1. Course Content Description

2. Proof of Course Completion =™ e

The maximum file size allowed is 500 MB.

ade;adp;b: isp;jar;js;jse;lib ;mhtmlmsc vbe; wsh are disallowed file types to upload.
This application type requlres you to submit the followmg types of documents. Subject to the collected information, you may be requlred to submit additional documents prior to approval
Course Content Description, Proof of Course Completion

Name Type Size Latest Update Action

No records found.

Click "add” butffon fo upload

PDF document
_ Continue Application »



al course approval reque

rting Documentation

File Upload

N The macimum fle e owed iy 500 M8,

N are chsalowed Me Lypes 1O upioad
locate file




Individual course approval request

Step 2 g supportinq Documentqtion Continuing Education Individual Course Approval Request

1 Contact
Information

Step 2:Supporting Documentation > Supporting Documentation

The following documents are required to be uploaded:

Select type of record that was just 2 brootof Covse Complation

R cC e

The maximum file size allowed is 500 MB.
ade;adp;bat;chm;cmd;com;cpliexe;hta;htm;htmLins;isp;jar:js;jselib;ink;mde;mht;mhtmimsc; msp;mst;php;pifiscr;sct;shb;sys;vb;vbe

Af'l‘e r fi | e 'I'y p e iS S e | e C 'I'e d ’ S e | e C 'I' Er;i:r:;;pg;f‘t::;tg:cr;i:g;gs’sg?:o?oi%ir:i:hgiﬁ::;iwm of documents. Subject to the collected information, you may be requ
Name Type Size Latest Update Action
Add bU-I“I-On[ pOpUp reOppeOrS No records found.

Continue process unfil all files are
uploaded and type is identified

Second
upload will
be under
the first

Once completed select save, then
continue application (not pictured)




Course Discipline

(COURSE INFORMATION

Course Discipline: Mechanical

Continuing Education

rmation prior to ot

Welding 101 Q

n

“w Continuing Education List
Showing 1-1of 1

Welding 101 No Welding Education Enter N/A. Actions v

dicafing you

The maximum file size allowed is 500 MB.

ins;isp:jaris:jse:li i i file types to upload.
This application type requires you to submit g types of Subject [ ion. you may be required to submit additional documents prior to approval.

he statemen R

Documents on file.pdf Course Content Description 3463 KB 04/14/2023 Actions v
Documents on file ILpdf Proof of Course Completion 3433 KB 04/14/2023 Actions w
| certify that | have read and understand the instructions that i lication and that the made as part of this lication are true, complete, and correct and that no material -

information has been omitted. By checking the box below. | understand and agree that | am electronically signing and filing this application.

[ By checking this box, | agree to the above certification. Date:

Continue Application »
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Home Construction Permits Occupancy Permits  Water & Sewer Program @

Apply for a License Search Applications

E° I
I r.] g yo U Of Step 3:Receipt/Record issuance
I O n STO TU S O S Application Receilved:

@ Your request has been received.
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