Language for Course Certificate in Participant Resources 

Course Completion Certificate:
You may download the"Course Completion Certificate."  This certificate is valid only if accompanied by a screenshot of the course completion page. After you complete the course, navigate to the home page of the Professional Excellence Portal.  Look at the top of the navigation bar for “My Learning.”  Click that icon. This will take you to a page allowing you to see all the learning you are enrolled in and your status for each.  Click on the course you completed, and it will show you a page with the date you completed; it will show your status as completed; it will show how many contact hours you earned; and it will show the course objectives further down the page should you need them.  Take a screenshot of this and include it with your certificate. 

This goes into the guide an on the webpage. 
Receive Contact Hours 
Each course offers a designated number of contact hours. Within each course, you will find a PDF certificate. Complete the certificate by entering your name, the course name, the date of completion, and the number of contact hours earned.
To validate your certificate, you must also submit a screenshot of your course completion page.
To locate the completion page:
1. Go to the home page of the Professional Excellence Portal.
2. At the top of the page, select My Learning from the navigation bar.
3. You will see a list of all courses in which you are enrolled, along with your status for each course.
4. Select the course you completed.
5. The course details page will display: 
· Your completion date
· Your completion status
· The number of contact hours earned
· The course objectives (further down the page)
Take a screenshot of this page and submit it along with your completed certificate. The certificate is considered valid only when it is accompanied by the course completion screenshot.


