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How to Submit a New Course

Log into your account with your IDCEC number and chosen password. If you forget your password, click on the
‘Forgot Password’ button and you will be issued a temporary password. The password will be sent to the email
address you used when you created your provider account.

Your custom dashboard will give you a summary and status of all your CEUs submitted.
Before you start a submission make sure that you have all the relevant information ready for upload.

Use the Course Submission Planning Papers for your reference:

To submit a new course, click ‘Submit a New Course’.

-/ Course Submission
L General Course Infomation - Step 1 Course Content - Step 2
Dashboard
Use of Course:* Type of Presentation;*

| One-Time Only | |In-Person hd

Course Title (Max of 100 characters)*

Subrmit a Mew Course

Subject Code Primary:* Subject Code Secondary:*
| 3 Interior Design Education v | L Instruction v
u : Length (in whole hours or multiples of half hours,
I Eg 15,250
! Hours(s)

Report Bulk Attendance Course Description (Max. of 1000 charactersy®



https://www.idcec.org/images/content/download/en/IDCEC_Course%20Submission%20Planning%20Papers.pdf
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Course Submission

General Course Infomation - Step 1 Course Content - Step 2

Course submission requires three steps. You must enter the information in each of the steps in sequence to move to the
next step.

Step 1 - Submit General information

Step 2 —Submit course content which could include slides, documents or you can provide a link where reviewers can
view the content of the course.

Step 3 — Add new instructors and submit the course.

e Choose the use of course: one-time offering or an ongoing offering that allows you to offer the course any number
of times within the two-year course approval period.

e Choose the type of presentation: ‘In-class’, or ‘Distance Learning’. If the course is offered in-class and by
distance learning formats please choose ‘Both’.

All fields with a red asterisk are mandatory. An error message will be generated if the fields are not populated with
relevant information.

You can save your information at the end of each page and return to it at a later date.

Course Submission

| Submit General Course Manage Course Content

Use of Course:® Type of Presentation:*

On-Going . Distance Leaming o
Course Title™
Ontario Building Codes

Subject Code Primary:* Subject Code Secondary:*

_besign Specialties Spaces ' 1. Corporate/Office g

Diesign Specialties Spaces
Tachnical Knowledge

Codes & Standards

Interior Design Planning/Ethics
Theory & Creativity o
Business & Professional Practice

History & Culture

Choose a primary code that describes your course.
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Course Submission

| Submit General Course Manage Course Content

Use of Course:* Type of Presentation:*

On-Going " Distance Leaming b

Course Title*
Ontario Building Codes

Subject Code Primary:™ Subject Code Secondary:™
Codes & Standards > 1. Barrier Free/ADA o
Length:= 1. Barrier Free/ADA
Hours(s) 2. Building Codes
st 3. Fire Safe Design
Course Description™ e
4. Testing Standards

Based on the choice of code in the primary category, the secondary category listing will appear. Please choose one
code that best describes the category of your course from the drop-down menu.

Subject Code Primary:™ Subject Code Secondary:™

Codes 8 Standards - 2. Building Codes b
Length:*

1| Hours(s)

Course Description™

e Populate the length of the course in hours (minimum of 30 minutes (0.5hrs) — maximum of 8 hours)
e Deduct time for breaks or recess from the total hours.
e Enter a brief course description.

Bibliography:*

Requested Designation™

Health Safety Welfars -

e Abibliography is very important as it gives reviewers the information on sources used for the presentation. Lack of a
bibliography or a justification statement giving details of the sources of information used can result in a pending
course status and delay the course approval.

e Choose one designation from the drop-down menu. If you choose a HSW designation, please ensure that 75% of
the content and the slides give information specifically about HSW. See the Provider Instruction Manual (pages 14

and 15) for detailed information on criteria for an HSW designation.

Al approved GBCIApproved

If your course has been approved by AlA or GBCI please indicate by selecting the approval. This allows users to view this


https://www.idcec.org/images/content/download/en/Training-Manual-Providers_Jun12.pdf
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information when they are searching for courses to register.

Step 2 of the application allows you to fill out core course content and submit presentation material handouts and
required information about the course.

Learning Objectives [minimum of four are required}.®

Learming Objectives (minimum of four are required ).

1 Understand regulations Edit Delsts
2 [dentify comrmom problems. Edit Delsts
3 Know the industry standards. Edit Delste
4 Indentify ways for improvemsent Edit Delets

Add & New Leaming Objective

Learning objectives are essential to determine the intent of the course. Objectives must be brief and normally start with

an action verb.

It is mandatory to submit at least four learning objectives for the course. Remember to save each of these after input.

Content Qutline (Total number of minutes must add up to the total number of hours for this CEU)*

Description of Topic/Content Duration [Minutes)

1 Inroduction 5 Edit Delete

Content Outline (Total number of minutes must add wp to the total number of hours for this CEU)*
The problems identified

Duration (Minutes)™

15

Add a New Content Outline

The content outline allows the reviewer to see the sequence of topics and the time allocation to each of the topics
within the course. Allocation of time is important as the value of the CEU depends on the amount of time allocated to
the topics that meet the course learning objectives. The total number of minutes in the outline must equal the amount
of time in hours entered on step 1.

Exclude breaks and recess time from the learning unit.

A minimum of four topics with time allocation in the outline is mandatory. Remember to save each outline topic after entering
it.
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Course Material™
Link({s): (Links must begin with http:// or https:/ )

Link (Links must beqgin with hitp:y/f or hitps:£f)

Mo records to display.

Link for online content (Must begin with http:// or hitps:/ /)

hitp:/fwewww google. cal

Add a Mew Link to access Online Contel

File(s) (File sire should not exceed 5 MB. Break up the file into two or more parts not exceeding 5 MB and
then upload)

File [File size should not exceed 5 ME. Break up the file into two or more parts not exceeding 5 ME and then

upload)
Mo records to display.

Upload Mew File

Supporting course material files can be uploaded either as a link or a series of documents.

It is important to name the documents clearly so that the reviewer can open them in sequence if necessary.

Each file uploaded cannot be more than 5 MB. If the file is more than 5 MB, you will receive an error message. Before
uploading the files make sure that they are broken up into a maximum of 5 MB files and clearly named. You may upload
an unlimited number of files to support your course.

We recommend you use Dropbox or a similar service for large files with extensive graphics and provide the link to access
these files. Please ensure that links are not password protected; our reviewers have secure logins to our site. Only
IDCEC staff and the reviewer assigned to your course will have access to the link.

P Course Submission
LA

Dosht { General Course Infomation - Step 1 Course Content - Step 2 Submit the Course
Dashboard

Course Title (Max of 100 characters)

Test sept23 CEU

You need at least one active instructor in your account to submit the course.
Please ensure that all additional instructors are added via the ‘Instructor’ tab from the landing page.

Submit the course

Submit a New Course

You need to have at least one active instructor in your account to submit a course.
Instructors can be added at any time through the ‘Instructor’ tab from the dashboard page.

You are now ready to submit the course for approval.
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Payment

Order #:I1NV-01097-NOHBNO

Description Qty Unit Price Ext. Price
Prorated Membership Registration Fee {Second Quarter).:membership registration 1 110.00 110.00
Course Submission Fee:Ontario Building Codes 1 350.00 350.00
Course Schadule Fee for Distance Learning:Ontario Building Codes—Distance Learning 5chedule 1 50,00 50.00

Total: 510.00

Process Credit Card Payment

All invoicing is done through your online provider account, and all payments must be made upfront by credit card.

/ Payment History

o - -
Dashboard

Start Dater* End Date:*

11/1an/2020 =] 08/1an/2020 =)

Submit a MNew Course

i

Report Bulk Attendance

Payment

rment History

If your membership registration is not paid it will appear as a line item on the invoice. Please see the Fee Schedule
for explanation of fees. After payment you can use the left navigation bar to view your payment history or print

an official receipt.


https://www.idcec.org/images/content/download/en/IDCEC%20Fee%20Schedule.pdf
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Course Dashhoard

Welcome to your dashboard. Please ensure all cutstanding balances are cleared
every month.

Cnline reporting of attendance is mandatory for all CEU Providers. Attendance must
H be reported within 5-7 business days after the event. Attendance Reperting Termnplate

Course Do not forward copies of attendance records to IDCEC but keep them on file for
future reference for a pericd of four years.¥ou will report attendance on behalf of
ASID, NIDA and IDC members only.

Subrmnit a Mew

All other attendees (example architects) will be given a paper certificate of
completion. Certificate of Completicn

"l

Report Bulk Attendance

Course Title PDF Submitted Date Expiry Date Status Hours

“ Testl Ihcomplete 1
Test Plugin PROD FDF 07/04/2019 Approved 1

Payrnent

You may go back to the dashboard by clicking on ‘Dashboard’ in the left navigation bar to see the status of your
course submission.

We recommend that you check this dashboard two weeks after submission of a course. Monitor the course approval
status. Once the status has changed to ‘Approved’ you can present your course by scheduling an event.

Contact:
admin@idcec.org
Tel: 1 888 (890) 5515 ext. 6



mailto:admin@idcec.org

