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1. To perform a bulk course entry, your course information must be in a Tab delimited format.

2. Copy all of your course data from your Word or Excel document, then paste it into the text area provided
below.

3. Once you have pasted the course data in the text area, review the text for any formatting issues that may
have occurred during the copy and paste process.

4. Click the "Proceed to Review" button to move to the review and labeling page.

5. All hour fields must be entered, if there are no hours enter '0' into the field

* Download a template
If using Word, ensure each data field is separated by a Tab indention.

o If using Excel, the columns are Tab delimited by default, so a simple copy and paste will suffice.

To use the Bulk Upload, BULK UPLOAD

1 test1/1/2020  1/3/2020 GroupLive 1268 2 4
users must download the 2 testI/I/200 1122009 LiveWebinard 2 0 3

3 test10/1/2020 10/1/2020 Self-Study 051 0 0
CPE Template 4  test3/2/2020 3/3/2020 Nano-Learning 02 0 0 0

5 test4/1/2020 4/1/2020  Blended Learning4.2 0 0 0

6 test 3/1/2020 3/1/2020  Instructor/Developer 8 0 0 8

7  test 5/1/2019 5/1/2019 Authorship 27 9 1 0
They need to download a

)
new copy because there
may be changes that will e
affect the ability to upload
their CPE correctly.
For policy-related questions please contact For technical assistance please contact
1 (334)-242-5700 1 1-866-353-3468

2. alise.ellis@asbpa.alabama.gov = : support@alat active.org




Once the template is
downloaded and opened,

click the Enable Editing
button in the yellow
AutoSave Template.x ribbon at the tOp.
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This may cause Excel to
flicker while the settings

change, but just give it a
moment to come back up.




Once the template is editable, users must make sure they

Bird, April  BA

are using the drop-down choices under DELIVERY METHOD
and not typing in their own choices. This will stop their CPE
from uploading correctly.
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When the CPE is ready to be copied and pasted into the

Bulk Upload box, make sure the user is not copying the
column names along with their CPE. This will also stop their

CPE from uploading correctly.
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1. To perform a bulk course entry, your course information must be in a Tab delimited format.

2. Copy all of your course data from your Word or Excel document, then paste it into the text area provided
below.

3. Once you have pasted the course data in the text area, review the text for any formatting issues that may
have occurred during the copy and paste process.

4. Click the "Proceed to Review" button to move to the review and labeling page.

5. All hour fields must be entered, if there are no hours enter '0" into the field

¢ Download a template

¢ If using Word, ensure each data field is separated by a Tab indention.
o If using Excel, the columns are Tab delimited by default, so a simple copy and paste will suffice.
BULK UPLOAD
1 test1/1/2020  1/3/2020 GrouplLive 1268 2 4
2 test11/11/2019 11/12/2019 Live Webinard 2 0 3
3 test10/1/2020 10/1/2020 Self-Study 051 0 0
Once th e courses are 4 test3/2/2020 3/3/2020 Nano-Learning 02 0 0 0
. 5 test4/1/2020 4/1/2020  Blended Learning42 0 0 0
Copled from the templatel 6 test3/1/2020  3/1/2020  Instructor/Developer 8 0 0 8
H 7 test5/1/2019  5/1/2019  Authorship 27 9 1 0
paste them into the Bulk Y /V »
Upload Box and click the
H )
Proceed to Review box.
Proceed to Review
For policy-related questions please contact For technical assistance please contact
& 1 (334)-242-5700 & :1-866-353-3468
2. alise.ellis@asbpa.alabama.gov ©2: support@alabamainteractive.org
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¢ End Date - Date the class ended
* Delivery Method - Type of class

* Total Hours - Total hours claimed for the class
® _lULldl rioulrs -

[Total hours that were in an A&A field

Users Wi” need to Choose the S_»TotalhoursthatwereinanEthicsﬁeld

correct Column headlng for each 0urs—Total hours that were in a Behavioral field
I t d f t h C P E i gentiﬁed each column with a unique column value, click "Save" to have your course entered into your education log.
column pasted fTrom (S

Te m p | ate  data you have input into the columns does not match the required field format, you will receive a corresponding

i value that can be used more than once is Ignore.

4t the top of this page.

e ea iy formatted MM/DD/YYYY. If any date within the column does not fit this format, you will receive an error.

v ‘ ‘ - v v ‘ ‘ v - v v
t 1/1/2020 1/3/2020 Group Live 12.6 8 2 4
it 11/11/2019 11/12/2019 Live Webinar 4 2 0 3
Sponsor
t 10/1/2020 10/1/2020 Self-Study 0.5 1 0 0
Start Date
3/2/2020 3/3/2020 Nano-Learning 0.2 0 0 0
End Date
it 4/1/2020 4/1/2020 Blended Learnin, 4.2 0 0 0
Delivery Method &4 4 &
3/1/2020 3/1/2020 Instructor/Developer 8 0 0 8
Total Hours
5/1/2019 5/1/2019 Authorshij 27 9 1 0
A&A Hours &4 &4 a
Ethics Hours Back E
Behavioral Hours|
Ignore

For policy-related questions please contact For technical assistance please contact
1 (334)-242-5700 ) :1-866-353-3468
2. alise.ellis@asbpa.alabama.gov 2 : suppor interactive.org
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complete the subsection entitled CPE earned by Alabama standards or detail your CPE courses.

Add In ual Course
Upload Education Log
Back to Education Period

Once all courses have
been entered, click the
Continue button to
finish the
registration/renewal

Continue

csv Excel PDF

Copy

SHOW 50 w ENTRIES SEARCH:
DELIVERY TOTAL AZA ETHICS BEHAV
TITLE SPONSOR 4 START DATE END DATE ACTIONS
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Edit
1 test 01/01/2020 01/03,/2020 Group 12.6 8 2 4
Delete
. Edit
2 test 11/11/2019 1/12/2019 Webinar 4 2 0 3!
Delete
- dit
3 test 10/11/2019 10/22,/2019 Self-Study 0.5 1 0 0
Delete
Edit
4 test 03/02,/2020 03/03/2020 Nano 0.2 0 0 0
Delete
dit
5 test 04,/01/2020 04,/01/2020 Blended 42 0 0 0
Delete
Edit
6 test 03,/01/2020 03,/01/2020 Instructor 8 0 0 0
Delete
; Edit
7 test 05,/01/2020 05,/01/2020 Authorship 20 9 1 0
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