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Education Provider Services 

Thank you for using Vertafore Sircon Education Provider Services (formerly Sircon for Education 
Providers). 

The purpose of this guide is to familiarize you with Vertafore’s convenient and easy-to-use online services 
developed especially for insurance education providers. 

Using Education Provider Services, you can update class schedules and locations over the Internet 
directly into the state database, so changes are registered instantly and important course information is 
kept current. Also, at the end of a class you can electronically feed course completion and credits straight 
into state producer licensing records, instantly making attendees’ and class instructors’ producer records 
compliant with state requirements. Vertafore’s online services are conveniences and timesavers you will 
quickly come to appreciate. 

Simplified management of class and course information isn’t the only way Vertafore’s online services 
save valuable time. Education providers often are besieged with phone calls and email from producers 
wondering if they have earned credit for taking a course, when a class will be held, etc. Vertafore’s 
Producer Education Services allow producers to get the information they are looking for online, reducing 
the number of phone calls and other inquiries coming into your office. They can browse a catalog of 
instructor-led or online courses, search for a specific course, find classes held at a specific time or 
location, and check their education transcript and credits – online, at any hour of the day or night, and at 
no charge. 
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Getting Started 

Sign Up for a New Account 
It’s easy to sign up for a new Vertafore Sircon Education Provider Services account. 

On the Internet, visit Sircon for Education Providers Agreement page 
(https://www.sircon.com/products/education/provider-agreement.jsp). 

 

On the Sircon for Education Providers Agreement page, enter your account, contact, and billing 
information. Key fields include the following: 

 Provider Name: Enter your business or organization name. Maximum 35 characters. 

 Provider EIN: Enter your business’s Federal Employer Identification Number. Maximum 10 
characters. 

 General Contact Information: Enter your company’s principal business contact, address, and 
email information.  

 E-Mail Address: A valid email address is important, because the system will send activation 
email to the address you enter later in the signup process. Maximum 72 characters. 

 Billing Contact Information: Enter your company’s primary billing contact, address, and email 
information. If it is the same as the information you entered in the General Contact Information 
section, click the Copy From Above link. 

 User Log In Name: Enter a personalized user name, up to 24 characters, such as “jsmith24” or 
“mary_hawkins.” You will use the login name each time you sign in to Vertafore Sircon Education 
Provider Services. 

https://www.sircon.com/products/education/provider-agreement.jsp
https://www.sircon.com/products/education/provider-agreement.jsp
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 Security Verification: The signup process is protected against malicious usage by automated 
scripts. Click to checkmark the I’m Not a Robot checkbox. 

 Agreement: Please read the agreement to use the service. If you agree with the terms and 
conditions, click to checkmark the I Agree checkbox. 

 Submit: Click to submit your signup information. 

The system will display a summary of your new account information. Also, it will deliver an activation 
email to the email address your entered on the Sircon for Education Providers Agreement page. 

 

Find the activation email in your email client application, and click the activation link. 
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The Provider Account Activation page will open in a new browser window. 

Enter a password in the Password field, following the Requirements. 

Re-enter the password in the Confirm Password field. 

Then, click the Get Started! button. 
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The Provider Account Activation page will update, and the system will send a confirmation email to the 
email address your entered on the Sircon for Education Providers Agreement page. 

 

Click the Sign in to Sircon Compliance Express link on the Provider Account Application page. 
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In the login fields on the left side of the Login to Your Account page, enter your Account ID #, 
Username, Password. 

Click the Login button. 

 

The Vertafore Sircon Education Provider Services main page will open, with the Online Services 
Menu on the upper left. 
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Notes 

If you have forgotten your password and cannot log in, click the Forgot Your Password? link on the 
Login to Your Account page. The system will guide you through a password recovery process. 

If your company has multiple EIN, or if the system informs you that the EIN you entered is already in use, 
please contact your Vertafore representative for assistance. 
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Tour the Main Menu 
Once you are logged into Education Provider Services, to open the Education Services Menu page, 
click the Education link in the Online Services Menu. 

 

Services available from the Education Services Menu page include the following: 

General 

 Available Course Offerings Inquiry: Find insurance classes offered by approved education 
providers in a specific state. For more information, see Available Course Offerings Inquiry. 

 Approved Courses Inquiry: Find approved insurance courses in a specific state. For more 
information, see Approved Courses Inquiry. 
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 Approved Providers Inquiry: Find approved insurance education providers in a specific state. 
For more information, see Approved Providers Inquiry. 

 Continuing Education Transcript Inquiry: Check which of your continuing education 
requirements are fulfilled or outstanding in a selected state. For more information, see Continuing 
Education Transcript Inquiry. 

 Education Information Center: Use this page to view video help on using Education Provider 
Services, as well as announcements about regulatory changes affecting education providers. For 
more information, see Education Information Center. 

Course Maintenance 

 Classroom Offering Maintenance: Maintain the dates, times, and locations of specific insurance 
education courses you are providing. For more information, see Classroom Offering 
Maintenance. 

 Course Renewal: Apply for state renewal of approved pre-licensing or continuing education 
courses in one or multiple states. For more information, see Course Renewal. 

 Continuing Education Course Application: Apply for state approval of new CE courses. For 
more information, see Continuing Education Course Approval. 

 Continuing Education Course Assignment: Assign a course from one education provider to 
another education provider. For more information, see Course Assignment. 

Course Completions 

 Continuing Education Course Completions: Submit a roster of CE course completions. For 
more information, see Continuing Education Course Completions. 

 Upload Continuing Education Course Completions: Upload and submit a batch file containing 
multiple continuing education course completion records. For more information, see Upload 
Continuing Education Course Completions. 

 Pre-licensing Education Course Completions: Submit a roster of PE course completions.  For 
more information, see Pre-Licensing Education Course Completions. 

 Upload Pre-licensing Education Course Completions: Upload and submit a batch file 
containing multiple PE course completion records. For more information, see Upload Pre-
Licensing Education Course Completions. 

Provider Maintenance 

 Provider Application: Allows you to apply for approval to offer continuing education and pre-
licensing education courses in a state. For more information, see Provider Applications. 

 Provider Renewals: Allows you to renew an active provider registration in a state. For more 
information, see Provider Renewals. 
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Transaction History and Status 

 Education Activity Inquiry: Displays a summary of online education services you have 
performed during a specified period of time. Also allows you to print state-official certificates of 
course completion. For more information, see Education Activity Inquiry. 

 Course Completion Status Inquiry: Allows you to verify processing of course completion 
transactions, confirm successful transactions, and follow up on errored submissions. For more 
information, see Course Completion Status Inquiry. 

Notes 

Vertafore Education Provider Services are available in selected states only. Contact your Vertafore 
representative for more information 
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General 

Available Course Offerings Inquiry 
Use the Available Course Offerings Inquiry page to run a report displaying date, time, and location 
information for education courses offered by approved education providers. 
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You may open the Available Course Offerings Inquiry page in the following ways: 

 In the Quick Start box on the Vertafore home web page, click the Look Up Education 
Courses/Credits link to open the Inquiries page. Then click the Available Course Offerings 
Inquiry link. 

 From the Education menu, click the Available Course Offerings Inquiry link. 

The Available Course Offerings Inquiry page offers the following fields and controls: 

 Please select a State: Required. From the dropdown menu, select the state in which you want to 
find course offerings. 

 Find Courses Near You: To search for course offerings near a specific geographic location, 
enter a full street address and/or city and state, and/or a ZIP code near which you wish to find 
course offerings. 

 Provider Name: To search for courses offered by a specific education provider, select the name 
of the provider from the dropdown menu. If no provider is selected, the report will display courses 
offered by all providers. 

 Education Type: Required. From the dropdown menu, select either Pre-Licensing Education or 
Continuing Education. 

 Course Category: If desired, click to checkmark one or multiple course categories based on the 
license types available in the selected state. If you do not checkmark any course categories, the 
inquiry will report course offerings in all course categories. 

 Course Date From: Required. Enter the beginning date of a date range during which you want to 
search for courses. 

 To: Required. Enter the ending date of a date range during which you want to search for course 
offerings. 
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 Course Hours: To limit the search to only course offerings worth a certain number of credit 
hours, enter a numeric value. If you do not enter a value, the inquiry will report courses worth any 
number of credit hours. You may enter a non-decimal or decimal value, such as “8” or “3.5.” 

 Course ID: To search for a specific course offering by its provider-assigned course ID, enter the 
ID. If you do not enter a value, the inquiry will ignore course ID as a search criterion. 

 Search By Keyword: To search for a course offering by a keyword in the course name, enter a 
keyword or phrase. Does not support wildcard searches, but does support partial word or phrase 
searches. Enter a minimum of three and a maximum of 50 characters. Any character accepted, 
except percentage (%) and underscore (_). If you do not enter a value, the inquiry will ignore 
keywords in the course name as search criteria. 

 Submit: After selecting a state, click to display additional selection criteria. After entering all 
desired selection criteria, click to run the inquiry. The results will open in the Results page. 

 Change State: Click to select a different state in which to find course offerings. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services) or the 
Education menu (Education Provider Services). 

Inquiry Results 

The Results page displays provider, course, and location and time information that met your 
report criteria. 

If you entered a search criterion in the Find Courses Near You field, the Results page will 
include an interactive map with pins to mark the 10 course offerings that are geographically 
nearest to the entered address. To see additional course locations on the map, click on the pin to 
the right hand side of the course result details. A new pin will be added to the map for the selected 
course. 

It contains the following information: 

 Map: Displays a map the plots the geographic locations of course offerings that met 
your search criteria. 

 Course Name: For each course offering listed, displays its name. 

 Public: For each course offering listed, displays whether enrollment in the course is 
open to the public at large or privately restricted.. 

 Credits: For each course offering listed, displays the number of credits it is worth. 

 Type: For each course offering listed, displays CE if the course is for continuing 
education credit or PE if the course if for pre-licensing education credit.. 

 Method: For each course offering listed, displays the method by which an enrollee 
takes the course. 

 Category: For each course offering listed, displays its course category based on the 
license types available in the selected state. 

 Location: For each course offering listed, displays the physical address of the class. 

 Get Directions: For any course offering listed, click to display text directions from the 
location specified in the Find Courses Near You field on the search criteria page to 
the location of the selected course offering. 

 Date Offered: For each course offering listed, displays the date and time of the class. 

 Next Page: If your inquiry result spans more than one page, click to display the 
succeeding inquiry result page. 
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 Prev Page: If your inquiry result spans more than one page, click to display the 
preceding inquiry result page. 

 Printable Version: Click to open a printer-friendly version of the inquiry results in a 
separate window. 

 Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services or the 
Education Menu (Education Provider Services). 

Finding Available Education Courses 

You can find education courses that are approved for credit in selected states. 

You can view a list of approved education courses by running the Approved Courses Inquiry. 

1. Click the Available Course Offerings Inquiry link. The Available Course 
Offerings Inquiry page will open. 

2. From the Please Select a State dropdown menu, select the state in which you wish 
to search for available courses. 

3. Click the Submit button. 

4. If you want to search for courses near a specific geographic location, in the Find 
Courses Near You field enter a full address or city and state of a location near 
which you want to search. 

5. If you want to search for courses offered by all providers, do not select anything from 
the Provider Name dropdown menu, and proceed to step 7 OR If you want to 
search for courses offered by a specific education provider, select the name of the 
provider from the Provider Name dropdown menu. 

6. Required. To search for pre-licensing courses, select Pre-Licensing Education 
from the Education Type dropdown menu OR To search for continuing education 
courses, select Continuing Education from the Education Type dropdown menu. 

7. To limit the search only to certain course categories (e.g., Surety Bail Bond, Title, 
General, etc.), click to checkmark one or more Course Category checkboxes. 

8. Required. In the Course Date From field, enter the beginning date of a date range in 
which you want to search for courses. 

9. Required. In the Course Date To field, enter the ending date of a date range in 
which you want to search for courses. You must use the mm-dd-yyyy date format. 

10. To limit the search to only courses worth a certain number of credit hours, enter a 
numeric value in the Course Hours field. 

11. Click the Submit button. The Results page will open, displaying provider, course, 
and location and time information. For more information regarding a provider's 
courses, please contact the provider directly. 

12. To view the courses in another state or to change other search criteria, click the 
Revise Inquiry button. 

13. When you are finished, click the Cancel button.  

Notes 

For more information regarding a provider's courses, please contact the provider directly 
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Approved Courses Inquiry 
Use the Approved Courses Inquiry page to view a list of education courses, both instructor-led and self-
study, that are approved for credit in selected states. 
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You may open the Approved Courses Inquiry page in the following ways: 

 In the Quick Start box on the Vertafore home web page, click the Look up education 
courses/credits link to open the Inquiries page. Then click the Approved Courses Inquiry link. 

 From the Education menu, click the Approved Courses Inquiry link. 

Fields and controls on the Approved Courses Inquiry page include the following: 

 Please select a State: Required. From the dropdown menu, select the state in which you want to 
find approved courses. 

 Education Type: Required. From the dropdown menu, select either Pre-Licensing Education or 
Continuing Education. 

 Instruction Method: If desired, select an option from the dropdown menu to limit the search to 
courses using a particular presentation method (e.g., Classroom, Self-Study, etc.). If you do not 
select a particular presentation method, the inquiry will report courses presented by all available 
methods. 

 Course Category: If desired, click to checkmark one or multiple course categories based on the 
license types available in the selected state. If you do not checkmark any course categories, the 
inquiry will report courses in all course categories. 

 Course Hours: To limit the search to only courses worth a certain number of credit hours, enter a 
numeric value. If you do not enter a value, the inquiry will report courses worth any number of 
credit hours. 

 Course ID: To search for a specific course by its provider-assigned course ID, enter the ID. If you 
do not enter a value, the inquiry will ignore course ID as a search criterion. 
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 Search By Keyword: To search for a course by a keyword in the course name, enter a keyword 
or phrase. Does not support wildcard searches, but does support partial word or phrase 
searches. Enter a minimum of three and a maximum of 50 characters. Any character accepted, 
except percentage (%) and underscore (_). If you do not enter a value, the inquiry will ignore 
keywords in the course name as search criteria. 

 Submit: After selecting a state, click to display additional selection criteria. After entering all 
desired selection criteria, click to run the inquiry. The results will open in the Results page. 

 Change State: Click to select a different state in which to find approved courses. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services) or the 
Education Services Menu (Education Provider Services). 

Inquiry Results 

The Results page displays provider name and contact information that met your report criteria. 

It contains the following controls: 

 Provider Name: Click the link to view a provider's contact information. 

 Next Page: If your inquiry result spans more than one page, click to display the 
succeeding inquiry result page. 

 Prev Page: If your inquiry result spans more than one page, click to display the 
preceding inquiry result page. 

 Printable Version: Click to open a printer-friendly version of the inquiry in a separate 
window. 

 Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services) or 
the Education Menu (Education Provider Services). 

Viewing Approved Education Courses 

To use the Approved Courses Inquiry, follow these step-by-step instructions. You can view a list 
of education courses, both instructor-led and self-study that are approved for credit in selected 
states. To find approved education providers in other states, contact the state insurance office. 

1. Click the Approved Courses Inquiry link. The Approved Courses Inquiry page will 
open. 

2. From the Please Select a State dropdown menu, select the state in which you wish 
to search for approved courses. 

3. Click the Submit button. 

4. Required. To search for approved pre-licensing education courses, select Pre-
Licensing Education from the Education Type dropdown menu, or to search for 
approved continuing education courses, select Continuing Education from the 
Education Type dropdown menu. 

5. If you want to search for all courses regardless of instruction method, do not select 
anything from the Instruction Method dropdown menu, and proceed to step 6, or if 
you want to search only for instructor-led courses, select Classroom from the 
Instruction Method dropdown menu, or if you want to search only for independent 
study courses, select Self-Study from the Instruction Method dropdown menu. 

6. To search for a specific course by its course identifier, enter the identifier in the 
Course ID field. 
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7. To search for a course by a keyword or phrase in its course name or title, enter a 
minimum of three characters in the Search by Keyword field. 

8. To limit the search only to certain course categories (e.g., Surety Bail Bond, Title, 
General, etc.), click to checkmark one or more Course Category checkboxes. 

9. To limit the search only to courses worth a certain number of credit hours, enter a 
numeric value in the Course Hours field. 

10. Click the Submit button. The Results page will open, displaying information about 
each course that met your search criteria, grouped by education provider name. 

11. To view courses in another state or to change other search criteria, click the Revise 
Inquiry button. 

12. When you are finished, click the Cancel button. 

Approved Providers Inquiry 
Use the Approved Providers Inquiry page to view a list of approved education providers in selected 
states along with their contact information. You can also click a link to view a selected provider's available 
education courses. 
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You may open the Approved Providers Inquiry page in the following ways: 

 In the Quick Start box on the Vertafore home web page, click the Look Up Education 
Courses/Credits link to open the Inquiries page. Then click the Approved Providers Inquiry 
link. 

 From the Education menu, click the Approved Providers Inquiry link. 

Fields and controls on the Approved Providers Inquiry page include the following: 

 Please select a State: Required. From the dropdown menu, select the state in which you want to 
find approved education providers. 

 Education Type: Required. From the dropdown menu, select either Continuing Education to 
search for approved CE providers or Pre-licensing Education to search for approved PE 
providers. 

 Provider Name: To search for a specific education provider, select the name of the provider from 
the dropdown menu. If no provider is selected, the inquiry will display all approved providers in 
the selected state. 

 Region: To search for education providers in a specific region of the selected state, select the 
name of the region from the dropdown menu. If no region is selected, the inquiry will display all 
approved providers in all regions of the selected state. 

 Change State: Click to select a different state in which to find providers. 

 Submit: After selecting a state, click to display additional selection criteria. After entering all 
desired selection criteria, click to run the inquiry. The results will open in the Results page. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services) or the 
Education Services Menu (Education Provider Services). 

Inquiry Results 

The Results page displays provider name and contact information that met your report criteria. 

It contains the following controls: 
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 Provider ID: For each education provider listed, displays the provider's unique 
identification number. 

 Provider Name & Address: For each education provider listed, displays the provider's 
name and business address. 

 Telephone: For each education provider listed, displays the provider's business, fax, 
and toll telephone information. 

 Available Courses: Click the link to view a provider's current approved courses. 

 Next Page: If your inquiry result spans more than one page, click to display the 
succeeding inquiry result page. 

 Prev Page: If your inquiry result spans more than one page, click to display the 
preceding inquiry result page. 

 Printable Version: Click to open a printer-friendly version of the inquiry results in a 
separate window. 

 Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry. 

 Cancel: Click to return to either the Inquiries page (Producer Education Services) or 
the Education Services Menu (Education Provider Services). 

Viewing Approved Education Providers 

You can obtain a list of approved education providers in selected states along with their contact 
information. You can also click a link to view a selected provider's available education courses. 

To find approved education providers in other states, contact the state insurance office. 

1. Click the Approved Providers Inquiry link. The Approved Providers Inquiry page 
will open. 

2. From the Please Select a State dropdown menu, select the state in which you wish 
to search for approved education providers. 

3. Click the Submit button. 

4. Required. To search for approved pre-licensing education providers, select Pre-
Licensing Education from the Education Type dropdown menu OR To search for 
approved continuing education providers, select Continuing Education from the 
Education Type dropdown menu. 

5. If you want to search for all providers offering courses in the education type you 
selected in step 3, do not select anything from the Provider Name dropdown menu, 
and proceed to step 5 OR If you want to search for a specific firm, select the name of 
the firm from the Provider Name dropdown menu. 

6. Click the Submit button. The Results page will open, listing the provider(s)'s name, 
address, telephone number, and approval status. To view the provider's current 
courses, click the Available Courses link. For more information, see Approved 
Courses Inquiry. For more information regarding a provider's courses, please contact 
the provider directly. 

7. To view providers in another state or to change other search criteria, click the 
Revise Inquiry button. 

8. When you are finished, click the Cancel button.  

Notes 

For more information regarding a provider's courses, please contact the provider directly. 
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To find approved education providers in other states, contact the state insurance office. 

Continuing Education Transcript Inquiry 
Run the Continuing Education Transcript Inquiry service to view an individual producer's continuing 
education transcript in certain states. In many states the transcript includes CE requirements in the 
current or a past license renewal/CE review period, course information applied to the requirements, and 
the producer's current CE status (Compliant, Pending, or Not Compliant). 

Results are obtained directly in real time from a selected state's regulatory records. There is no fee for 
this service. 
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Use the following steps: 

1. Click the Continuing Education Transcript Inquiry link. The Continuing Education Transcript 
Inquiry page will open. 

2. Required. From the State dropdown menu, select the name of a state in which to search for an 
individual licensee's continuing education transcript.The page will refresh and display additional 
search fields. 

3. Required. In the License Number field, enter the licensee's license number in the state you 
selected in the State field. 

4. Required. In the Last Name field, enter the licensee's full last name. No wildcard or partial match 
searches are allowed. 
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5. Required in some states. If required, in the Last 4 Digits of SSN field, enter the final four digits of 
the licensee's Social Security Number. 

6. Click the Submit button to run the inquiry. The page will refresh to display the results. If no 
producer met your search criteria, the following message will display: "Could not find an active 
license with the entered information. If you feel this information is in error, please contact your 
state's insurance licensing department." 

The results display inline based on the search criteria you entered. Information includes the 
following: 

 Summary Information 

o Licensee 

o License 

o State 

o Begin Date (Effective date of current license) 

o Review Date (Current license expiration date or date by which CE requirements 
must be met for the current review period) 

 Requirements 

o License Type Name (License to which CE information applies) 

o Requirement (Course categories in which applied CE courses are required to 
be taken and completed) 

o Required Hours (Number of course hours required in current CE review period) 

o Applied Hours (Number of course completion hours applied to Required Hours 
value; may include hours carried over from preceding review period) 

o Remaining Hours (Value of Applied Hours subtracted from value of Required 
Hours) 

o Status (Current CE status) 

 Courses 

o Course ID (State identifier of approved course) 

o Course Name 

o Provider (CE provider name) 

o Course Hours (Applied course hours) 

o Instruction Method 

o Completion Date (Course end date) 

o Processed Date (Date on which state processed course completion) 

 Courses Carried Forward From Previous Period (Course hours completed in a 
preceding review period applied toward current review period) 

o Course ID (State identifier of approved course) 

o Course Name 

o Provider (CE provider name) 

o Course Hours (Applied course hours) 

o Instruction Method 
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o Completion Date (Course end date) 

o Processed Date (Date on which state processed course completion) 

7. Review the results of your inquiry. 

8. By default the transcript includes course and requirement information for the current CE review 
period. If desired, select a previous CE review period from the Education Review Period 
dropdown menu. The results will refresh to display information for the selected review period. 

9. If your inquiry result spans multiple pages, click the Next Page button to display the next inquiry 
result page. Or, click the Prev Page button to display the previous inquiry result page. 

10. If desired, click the Print button ( ) at the top of the page to print the results to a local printer. 

11. Click the Revise Inquiry button to return to the Continuing Education Transcript Inquiry 
search criteria page, where you can update selection criteria and resubmit the inquiry. 

Notes 

If you do not know your license number, you can look it up using the free License Number/National 
Producer Number Inquiry service. 

Results of the Continuing Education Transcript Inquiry service in some states may include only a raw 
listing of the continuing education course completions that are recorded for a selected licensee, without 
CE requirement, applied coursework, or CE status information. For more information, contact the state's 
department of insurance. Click the State Information link at the bottom of the page to find state contact 
information.  

If a transcript appears to be incorrect or incomplete, first contact the CE provider to verify completion of a 
course and submission of the course completion to the appropriate state. Then, if necessary, contact the 
appropriate state department of insurance to verify record of the course completion. 

Many state insurance departments are in the process of streamlining the administration of the continuing 
education for insurance providers and producers. Education providers now are electronically reporting 
course completions to the state for your continuing education credit. During this transition period, you may 
see a status of "waived" for your continuing education requirements on your continuing education 
transcript. A "waived" status does not mean necessarily that you do not have to complete your continuing 
education requirements -- you must complete your continuing education requirements, unless the 
insurance department has exempted you. If you have questions or concerns, please contact the 
appropriate state insurance department. Click the State Information link at the bottom of the page to find 
state contact information.  

Education Information Center 
Use this page to view video tutorials on using Education Provider Services, as well as important 
announcements about regulatory changes affecting education providers. 
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To open the Education Information Center page, click the Education Information Center link on the 
Education Services Menu page. 
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Course Maintenance 

Classroom Offering Maintenance 
Use the Classroom Offering Maintenance service to keep the schedules of education provider course 
offerings, including locations, dates, and times, up to date in the state database. This will help ensure that 
producers will be able to find available class offerings in order to register to attend them. 

 

 

 



Education Provider Services User Guide 

 Page 30 © 2016 Vertafore, Inc. 

 

To open the Classroom Offering Maintenance page, click the Classroom Offering Maintenance link in 
the Course Maintenance section of the Education Services Menu page. 

Fields and controls include the following: 

 Please select a State: Required. From the dropdown menu, select the state in which you want to 
maintain course offerings. 

 Provider: Required. From the dropdown menu, select the education provider firm or organization 
whose course offerings you want to maintain. 

 Course ID: Enter the ID number of the approved course you want to maintain. Not required. 

 Submit: After selecting a state, click to enter provider and/or course information. After entering 
state and provider or course information, click to view courses that met your selection criteria. 

 Cancel: Click to return to the Education Services Menu. 

 Change State: Click to select a different state in which to maintain course offerings. 

 Add New Offering: Click the link to display fields allowing you to maintain class information for 
the course. 

 Line One Address: Required. Enter the street address of the location where the class will be 
offered. 

 Line Two Address: Enter additional address information for the location of the class, such as 
building name. 

 City: Required. Enter the city in which the class is to be offered. 

 State: Select from the dropdown menu the state in which the class is to be offered. 

 Province: If the class is to be held in Canada, select from the dropdown menu the province in 
which the class is to be offered. 

 Country: If the class is to be held outside of the United States, select from the dropdown menu 
the country in which the class is to be offered. 
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 Postal Code: Enter the zip code of the class location. 

 Begin Date: Enter the date on which the class will begin. Use the mm-dd-yyyy date format 

 End Date: Enter the date on which the class will conclude. Use the mm-dd-yyyy date format 

 Begin Time: Enter the time at which the class will begin on the Begin Date. Use the hh:mm 
format. Then, from the dropdown menu, select “AM” (to denote a morning hour) or “PM” (to 
denote an evening hour). 

 End Time: Enter the time at which the class will conclude on the End Date. Use the hh:mm 
format. Then, from the dropdown menu, select “AM” (to denote a morning hour) or “PM” (to 
denote an evening hour). 

 Cancel Offering: Click to checkmark to set the selected class to be canceled. 

 Cancellation Reason: From the dropdown menu, select a cancellation reason. 

 Create: When adding a new offering, click to submit the classroom offering information to the 
state database and display the Confirmation page. 

 Update: When editing an existing offering, click to submit the classroom offering information to 
the state database and display the Confirmation page. 

 Continue Processing: On the Confirmation page, click to post additional class schedules for 
other courses. 

 Main Menu: On the Confirmation page, click to return to the Education Services Menu page. 

Updating Class Schedules 

To use the Classroom Offering Maintenance service, use the following step-by-step instructions. 

1. From the Please select a state dropdown menu, select the state in which you want to 
update class schedules. 

2. Click the Submit button. The Classroom Offering Maintenance page will refresh to 
show additional options. 

3. If you know the exact ID number of the approved course for which you want to post new 
class schedules, enter it in the Course ID field, click the Submit button, and then proceed 
to step 6, or if you do not know the exact ID number of the approved course for which you 
want to post new class schedules, select your company or organization name from the 
Provider Name dropdown menu.   

4. Click the Submit button. The Classroom Offering Maintenance page will display a list of 
all of your company’s or organization’s education courses that have been approved in the 
selected state.   

5. Click the Add New Offering link corresponding to the course whose class schedule 
information you want to update. The Classroom Offering Maintenance page will display 
fields for entering updated class schedule information for the selected course. 

6. In the Line One Address field, enter the street address of the facility at which the class is 
to be conducted. 

7. In the Line Two Address field, enter additional street address information (i.e., the name 
of the building or facility). 

8. In the City field, enter the city in which the class is to be offered. 

9. From the State dropdown menu, select the state in which the class is to be held. 



Education Provider Services User Guide 

 Page 32 © 2016 Vertafore, Inc. 

10. In the Postal Code field, enter the zip code of the class location. 

11. In the first Begin Date field, enter the month, day, and year the class is to be conducted. 
(Use the mm-dd-yyyy date format.) 

12. In the Begin Time field, enter the time at which the class will start. (Use the hh:mm 
format. 

13. From the Begin Time dropdown menu, select “AM” (to denote a morning hour) or “PM” 
(to denote an evening hour). 

14. In the End Date field, enter the month, day, and year the class is to conclude. (Use the 
mm-dd-yyyy date format.) 

15. In the End Time field, enter the time at which the class will conclude. (Use the hh:mm 
format.) 

16. From the End Time dropdown menu, select “AM” (to denote a morning hour) or “PM” (to 
denote an evening hour). 

17. Repeat steps 6 through 16 to post additional offerings of the same course. 

18. Click the Create button. Your posting will be transmitted to the selected state, and the 
Confirmation page will open. The Confirmation page contains confirmation and 
reference ID numbers. You may wish to either print the Confirmation page or record 
these numbers, just for future reference. 

19. To post additional class schedules for other courses, click the Continue Processing 
button. 

Cancelling a Class 

You may cancel a classroom offering in certain states. The offering must have a begin date on or after the 
current date to be eligible for cancellation. In addition, you must provide a cancellation reason. 

1. Click the Classroom Offering Maintenance service and select the appropriate State. 

2. Enter the Course ID number of the course you would like to cancel an offering, or click 
the Submit button to view a list of all classroom course offerings. 

3. Click the Offering ID of the classroom course offering you would like to cancel. 

4. On the Classroom Offering Maintenance page, check the Cancel Offering checkbox. 

5. From the Cancellation Reason, select a reason for the class cancellation. 

6. Click the Update button to cancel the offering. 

Notes  

You may enter date and time information for multiple classroom offerings of the same course. 

Ignore the Province and Country fields, unless the class is going to be held out of the United States. 

To print any page, select the Print option from your browser toolbar. 

Course Renewal 
You can use the Course Renewal service to renew state-approved pre-licensing or continuing education 
courses. 
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To open the Course Renewal page, click the Course Renewal link in the Course Maintenance section 
of the Education Services Menu page. 

Renewing an Education Course 

Use the following steps to renew an approved pre-licensing or continuing education course: 

1. Click the Course Renewal link in the Course Maintenance section of the Education 
Services Menu. The Course Renewal page will open. 

2. From the Provider dropdown menu, select your education provider name. 

3. If you want to renew eligible courses in a single state, select the state name from the 
State dropdown menu, or if you want to renew eligible courses in all states accepting 
electronic renewals through Education Provider Services, select "All Available States" 
from the State dropdown menu. 

4. If you want to renew all eligible courses available in all states, proceed to step 5, or if you 
want to renew just one eligible course, and you know the exact ID number of the course 
as recorded in the selected state's system, enter it in the Course ID field. 

5. Click the Continue button. The Course Renewal page will refresh to show additional 
options. If you selected to renew courses in one state, all courses that are eligible for 
renewal in that state will display in the Courses to Renew in [StateName] section of the 
page. If you selected "All Available States" from the State dropdown menu, all courses 
that are eligible to be renewed in each state will display in separate Courses to Renew in 
[StateName] sections. 
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6. To select a course to renew, click to checkmark its corresponding Renew? checkbox. Or, 
click the Check All button to select all courses available to renew. 

7. If the state requires additional documentation to submit with the renewal, click the 
Browse button to find an electronic document file on your computer or network, and then 
click the Attach button. 

8. Repeat steps 5 and 6 to renew courses in multiple states. 

9. When you are finished, click the Continue button. The Course Renewal - Selected 
Courses to Renew Summary page will open.  

10. Review and confirm the information on the Course Renewal - Selected Courses to 
Renew Summary page, including the renewal fee totals displaying in the Fee Summary 
section.  

11. If all information displaying on the Course Renewal - Selected Courses to Renew 
Summary page is satisfactory, then click the Submit button. Your course renewal 
request will be submitted for approval to the selected state(s), and the renewal fees will 
be applied to your Education Provider Services subscriber account balance. The Course 
Renewal - Confirmation page will open, displaying a condensed summary of the 
submitted course renewal request(s), including Confirmation ID number and the Status 
of the request. It also displays total transaction fees. 

12. When you are finished, click the Done button to return to the Education Services Menu 
page. 

Notes 

If the system finds that multiple entities are recorded in state systems with the same Employer 
Identification Number (EIN) as the provider you selected initially, the Duplicate Provider page will 
open. You must verify the provider by re-selecting the provider name from the Provider dropdown menu, 
and then click the Continue button to proceed. 

To select all courses displaying in a Courses to Renew in [StateName] section, click the Check All 
button to place a checkmark in all Renew? checkboxes. 

To de-select all selected courses displaying in a Courses to Renew in [StateName] section, click the 
Uncheck All button. 

Check the legend below the Renewed Course(s) Confirmation section for definitions of the symbols 

appearing in the Status field. The  symbol indicates an error with the request transaction; contact your 
Vertafore customer support representative for assistance. 

The size of an attached electronic file must not exceed 1 megabyte (MB). 

To apply for state approval of a new course, see Continuing Education Course Application. 

Continuing Education Course Application 
You can use the Continuing Education Course Application service to apply to your home state for 
approval of new continuing education courses. Then, once the home state application is approved, you 
can apply for course approval in reciprocal states (states that accept course applications based on 
approval in your home state). 
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To open the Continuing Education Course Application page, click the Continuing Education Course 
Application link on the Education Services Menu page. 

Fields and controls include the following: 

 Provider: Select your education provider name from the dropdown menu. 
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 Course Applied to - Home State: Click the radio button to apply for course approval in your 
residence state, and then click the radio button that corresponds to your residence state. 

 Course Applied to - Reciprocal State: Click the radio button if you have already gained 
approval of the course in your residence state and are applying for course approval in a state that 
accepts course applications based on home-state approval. Then, click to checkmark the 
checkbox(es) that correspond(s) to the reciprocal state(s) to which you want to apply. 

 Continue: Click to validate and save existing data and proceed with the process. 

 Home State: If you are applying for course approval in one or multiple reciprocal states, select 
from the dropdown menu the residence state that has already approved the course for which you 
are applying for reciprocal state approval. 

 Home State Provider #: If you are applying for course approval in one or multiple reciprocal 
states, enter your provider number as recorded with your residence state. 

 Course Title: Enter the name of the course. 

 Instruction Method: Select from the dropdown menu either "Classroom" or "Self-Study." 

 Presentation Method: Select from the dropdown menu the media or method by which the course 
material is presented. 

 Is this course open to the Public?: Click the Yes radio button if the course is open for 
enrollment to the public at large, or click the No radio button if only members of a specific 
company or organization may enroll in the course. 

 National Insurance Designation?: Click the Yes radio button if course credit can be applied 
toward national certification programs, or click the No radio button if course credit is course credit 
cannot be applied toward national certification programs. 

 Course offered by Higher Education Institution?: Click the Yes radio button if the course is 
being offered by an accredited college or university, click the No radio button if the course is not 
being offered by an accredited college or university. 

 Examination Required?: Click the Yes radio button if enrollees must take and pass an 
examination to earn course credits, or click the No radio button if enrollees are not required to 
take an examination to earn course credits. 

 Requested credit hours: Enter the proposed number of credit hours enrollees would earn by 
taking and passing the course. 

 Course Category: Select from the dropdown menu a course category. 

 Document Type: Select from the dropdown menu select the type of supporting document you 
are uploading to the system for transmission to the state. 

 File: Enter the fully qualified path to the document you are electronically submitting to the state. 

 Browse: Click to open the Choose File dialog box, allowing you to browse on your system for a 
supporting document to upload to the system for transmission to the state. 

 Attach: Click to upload the selected supporting document file to the system. 

 Remove: Click to checkmark the checkbox, and then click the Remove button to remove an 
uploaded file. 

 Back: Click to return to the preceding page. 

 Cancel: Click to return to the Education Services Menu page. 

 Submit: Click to submit the course application and accompanying documentation to the selected 
state(s) for approval and to display the Confirmation page. 
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 Submit Another Application: Click to restart the process with a new course application. 

 Done: Click to return to the Education Services Menu page. 

Applying for State Approval of a Continuing Education 
Course 

Use the following steps to apply for state approval of a new continuing education course: 

1. Select Provider. Defaults to the provider’s secure account.  

2. Select whether to apply in your Home State or a Reciprocal State. 

3. Select the actual state to which you want to apply for state approval. 

4. Enter course information. 

5. Select document type and attach course documents. 

6. Review the course application summary including fees. 

7. Click to checkmark the Attestation checkbox. 

8. Click the Submit button. 

9. Review the course application summary page. 

10. Click the Done button to exit. 

Notes 

The size of an attached electronic file must not exceed 1 megabyte (MB). 

You may attach an electronic file in the following file formats only: .DOC, .DOCX, .PDF, .PPT, .PPTX. 

To renew state approval of an existing course, see Course Renewal. 

The Continuing Education Course Application service can support discounted fees or fee waivers, 
based on the number of course applications submitted to a state that allows volume discounts. If you 
submit a certain, configurable number of course applications to a participating state within a calendar year 
at an established state fee, the state fees for all successive course applications submitted in the same 
year can be discounted or waived. For more information, contact the state insurance department. 

Course Assignment 
Use the Course Assignment service to assign a course owned by one provider (assignor) to be used by 
another provider (assignee). Assigned courses have an active date and termination date and cannot be 
renewed. 
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To open the Course Assignment page, click the Continuing Education Course Assignment link on 
the Education Services Menu page. 

Use the following steps to assign a course: 

1. Select a State and an Assignor Provider Name. (Course ID is an optional field.)  

2. Click the Continue button. 

3. Click a radio button to select a course to assign to another provider.  

4. Click the Continue button. 

5. Enter the provider number of the course "assignee," which is the provider to whom you 
wish to assign the course.  

6. Click the Continue button. 

7. Answer the questions regarding use of the course after it is assigned.  

8. If desired, update the date on which the course assignment will be effective. The date 
defaults to today's date. 

9. Enter the date on which the assignment of the course will be terminated.  

10. Click the Continue button. 

11. Read the Attestation. If you wish to move forward with the process, click to checkmark 
the I Agree checkbox, and then click the Continue button. 

12. Review the Course Assignment Fee Summary. If you agree with all charges and 
information, click the Process button to finalize the course assignment. 

13. Once the assignment has been processed and approved by the state, you will receive a 

confirmation page with a summary of all information. Click the Print icon ( ) to print this 
page for your records.  
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14. Click the Done button to go back to the Education Services Menu page. 

Notes 

You must enter a valid assignee number in the Assignee Provider ID field.  
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Course Completions 

Continuing Education Course Completions 
Use the Continuing Education Course Completions service to submit information to a state about 
individual licensees who have completed a particular course to satisfy continuing education or licensure 
requirements. 
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To open the Continuing Education Course Completions page, click the Continuing Education 
Course Completions link on the Education Services Menu page. 

Fields and controls include the following: 

 Please select a State: Required. From the dropdown menu, select the state to which you want to 
submit continuing course completion information. 

 Provider Name: Required. From the dropdown menu, select the education provider firm or 
organization of the continuing education course provider. 

 Course ID: Enter the identification number of the continuing education course. 

 Course Completion Date: Enter the date on which the continuing education course was 
completed. (Use the mmddyyyy date format.) 

 Submit: After selecting a state, click to enter provider and course information. After entering 
provider and course information, click to enter class roster information. After entering class roster 
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information, click to submit the continuing education course completion information to the 
selected state. 

 Cancel: Click to leave the page without running the inquiry. 

 Change State: Click to select a different state to which to submit course completions. 

 Course ID: From the list of courses, click the link that corresponds to the course for which you 
want to submit course completion information. 

 Course Offering: From the list of courses and course offerings, click the link that corresponds to 
the course offering for which you want to submit course completion information. 

 Submit Method: Click a radio button corresponding to the method by which to identify producers 
who successfully completed the course: SSN, National Producer Number, or License Number (in 
the selected state). 

 Identifier: Student or instructor identifier. Enter any of SSN, National Producer Number, or 
License Number (in the selected state) 

 SSN: Enter the Social Security Number of students who successfully completed the course or of 
instructors who led the course. 

 National Producer Number: Enter the National Producer Number (NPN) of students who 
successfully completed the course or of instructors who led the course. 

 License Number: Enter the state license number of students who successfully completed the 
course or of instructors who led the course. 

 Last Name: Enter the last names of the students who successfully completed the course or of the 
instructors who led the course. 

 Continue Processing: On the Confirmation page, click to post additional class schedules for 
other courses. 

Submitting a Continuing Education Course Completions Roster 

Use the following steps to submit a CE course completions roster: 

1. From the Select a State dropdown menu, select the state where you want to record a 
continuing course completion in the regulatory database. 

2. Click the Submit button. The Course Information page will open. 

3. Required. In the Provider ID field, enter the identification number of the continuing 
education course provider. 

4. In the Course ID field, enter the identification number of the continuing education course. 

5. In the Course Completion Date field, enter the date on which the continuing education 
course was completed. (Use the mmddyyyy date format.) 

6. Click the Submit button. The Submit Method page will open. 

7. To identify producers who completed the course by their Social Security Numbers, click 
the SSN radio button, or to identify producers who completed the course by their National 
Producer Numbers (NPN), click the National Producer Number radio button, or to 
identify producers who completed the course by their license numbers in the selected 
state, click the License Number radio button. After you make your selection, the Course 
Roster page will open. Header information on this page shows the course provider name 
and ID, the course name and ID, the course category, the number of credit hours, and the 
course completion date. The page also contains rows of fields in which you can record 
identification data of the producers who completed the course. 
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8. If you chose on the Submit Method page to identify producers by their Social Security 
Numbers, in the top and leftmost SSN field, enter the Social Security Number of a 
producer who successfully completed the course, or if you chose on the Submit Method 
page to identify producers by their National Producer Numbers (NPN), in the top and 
leftmost NPN field, enter the National Producer Number (NPN) of a producer who 
successfully completed the course, or if you chose on the Submit Method page to 
identify producers by their license numbers in the selected state, in the top and leftmost 
License Number field, enter the license number of a producer who successfully 
completed the course. 

9. In the Last Name field, enter the last name of a producer who successfully completed the 
course. 

10. Repeat steps 8 and 9 to enter the information in successive fields for other producers who 
completed the course. 

11. At the bottom of the page, enter the identifier (SSN, NPN, or License Number) of the class 
instructor(s). 

12. Enter the number of hours the class instructor(s) is to be credited for teaching the class in 
each course category displayed (i.e., Flood, General, etc.).   

13. When you are finished, click the Submit button. The system will transmit continuing 
education course completion information in the selected state database for the identified 
students. The Confirmation page will open. This page displays confirmation information 
about continuing education course completion record, including Confirmation Number(s), 
Reference ID, and the Social Security Number, First and Last Name, and Birth Date (if 
entered) of each producer you entered in the record. 

14. To process another continuing education course completion record, click the Process 
Another button. The Course Information page will re-open. 

15. To complete the operation, click the Cancel button.  

Notes 

The Student Last Name field is required only in certain states; however if you enter a value in the 
Student Last Name field, then it will be validated against the state database. If your state does not 
require last name information and you do not enter a value in the Student Last Name field, then only the 
data that you do enter will be used for validation. 

If you do not enter information in the Course ID or Course Completion Date fields, when you click the 
Submit button the Continuing Education Course Completions page will refresh and display a list of all 
of your company’s or organization’s CE current courses and course offerings that are approved in the 
state you selected. Locate the specific class for which you want to enter roster information, and click the 
corresponding Course ID or Offering ID link to continue. 

The total instructed hours must equal the total number of credit hours for the course. 

Errors identified on the confirmation page are typically the result of incorrect data entry. If you receive an 
error, use the error description to pinpoint the error. Resolve the error, and then resubmit the information. 

To print any page, select the Print option from your browser toolbar. 

Upload Continuing Education Course Completions 
Use the Upload Continuing Education Course Completions page to select your course completions 
record file and upload it to Education Provider Services. 
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To open the Upload Continuing Education Course Completions page, click the Upload Continuing 
Education Course Completions link on the Education Services Menu page. 
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Preparing a Course Completions Record File 

Before you can upload a course completions record file, first you must format your data so that it is 
readable by Education Provider Services. 

The course completions upload function requires a comma-separated format file, or *.csv. To format your 
course completions record file, we recommend the use of a spreadsheet application, such as Microsoft® 
Excel®. 

Use the following instructions for formatting a course completions file using a spreadsheet application: 

1. Launch a spreadsheet application, such as Microsoft® Excel®. 

2. With a new, blank spreadsheet open, using consecutive cells in Row 1, enter the field names as 
expressed in the Field Name column of Basic Education Provider Services Course Completions 
Upload File Layout Requirements. 

The field names you enter in Row 1 constitute the file’s header row. The header row will make it 
easier for you to enter course completion data in the correct fields. However, the course 
completions upload function will ignore header row data. 

3. In the appropriate cells in Row 2 of the spreadsheet, enter actual data from the first course 
completion record. For example, enter the first record’s state abbreviation in the State field, enter 
the first record’s provider organization ID number in the Provider ID field, etc. 

4. Enter the data from the second course completion record in the appropriate cells in the next row 
on the spreadsheet. 

5. Repeat step 4 until you have entered all of the course completion records on their own separate 
rows on the spreadsheet. 

6. When you are finished, from the File menu, select Save As. The Save As dialog box will open. 

7. From the Save As Type drop-down menu, select CSV (Comma Delimited) (*.csv). 

8. In the File Name field, enter a name for the course completions record file. 

9. Using the navigation options on the Save As dialog box, browse for a location on your system to 
save the course completions record file. 

10. Click the Save button. The Save As dialog box will close. 

11. Click the OK button on any message box asking you to confirm your choice to save the file in the 
CSV format. Your file is now saved in a comma-separated format and is ready for upload to 
Education Provider Services. 

Submitting a Course Completions Record File 

With your course completions file properly formatted, use the following instructions to upload the file to 
the system for processing: 

1. On the Upload Continuing Education Course Completions page, click the Browse button. 
The Choose File dialog box will open. 

2. Use the navigation options on the Choose File dialog box to locate the course completions 
record file (*.csv) on your system. 

3. When the correct file name appears in the File Name field, click the Open button. The Choose 
File dialog box will close, and the system path to the file will appear in the File to Upload field. 

4. Click the Submit button. Education Provider Services will import and validate the file. When it 
is finished, the File Load Results page will appear. (For more information, see File Load 
Results.) 
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Notes 

To help ensure system validation of your data, please refer to Course Completions Upload File Layout 
Requirements. 

You may be able to export the required data in the required file layout and format directly from your 
company's learning management or other education tracking system. Consult the help system of the 
other system for more information. 

The Student Last Name field is required only in certain states; however if you enter a value in the 
Student Last Name field, then it will be validated against the state database. If your state does not 
require last name information and you do not enter a value in the Student Last Name field, then only the 
data that you do enter will be used for validation. 

You may upload a maximum of 200 course completions per file. 

If you include a header row or line in your upload file, it will appear as an errored record on the File Load 
Results page. Do not be alarmed; the submission process will continue to take place for all course 
completion records that pass validation. It is not necessary to correct the header row or line. 

Don’t worry if a course completion record does not contain data to satisfy all of the fields identified in the 
header row. For fields where there is no data to enter, simply leave them blank. Use caution, however, 
not to enter data in the wrong field. 

Basic Education Provider Services Course Completions 
Upload File Layout Requirements 

Use the table below as field reference when entering data in the course completions upload file. 

IMPORTANT: If you are using ProviderEDGE to submit course completions to all 51 national regulatory 
jurisdictions, ignore the file layout below and instead refer to ProviderEDGE Course Completions Upload 
File Layout Requirements instead. 

All Available States, Except Virginia and Maryland 

Column Field Name Description Req? 

A State 
Must be a valid 2-letter state abbreviation. See 
Codes. 

Y 

B Provider ID 
Must be alphanumeric 

Must be 10 characters or less 
Y 

C Course ID 
Must be 25 characters or less 

Must be alphanumeric 
Y 

D Course Completion Date 

Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 

Note: If you are using a spreadsheet application 
such as Microsoft Excel, do not allow leading zeros 
to be stripped from the date formatting. Bracket 
date values with apostrophe (‘) symbols to 
preserve leading zeroes, or format all cells in the 
spreadsheet as TEXT, rather than Excel’s native 

Y 
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GENERAL format. 

Note: Each state has its own submission deadline 
rules regarding the maximum number of days after 
the Course Completion Date that it will accept 
course completion information. For more 
information, see State-Specific Requirements. 

E Course Begin Date 
Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 
N 

F Course Begin Time 

Must be 5 characters or less 

Must be a in the format HH:MM. For example, 
08:30, and 18:30 are valid values. 

May contain only letters, numbers, spaces, or 
punctuation 

N 

G Course Address Postal Code 

Must be between 2 and 10 characters 

Must not contain consecutive symbols 

May contain only digits, hyphens, or spaces 

N 

H Instructor Credit Hours 

Must be a number 

Must not have more than 5 total digits 

No more than 2 digits may succeed a decimal 
point 

Not allowed if Course Hours is entered 

N 

I Student SSN 

Must contain 4 or 9 digits, or in the following 
format: ###-##-#### 

Must be between 4 and 11 characters long 

May contain only numeric digits and dashes. 

Note: Either a nine-digit SSN or the last four digits 
of the SSN may be accepted, depending on the 
state. Dashes are not required but may be used. 
 For more information, see State-Specific 
Requirements.   

N 

J Student NPN Must be 10 digits or less N 

K Student License Number 
Must be alphanumeric 

Must be 15 characters or less 
N 

L Student Last Name 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

M Instructed Category Code Must contain only letters and digits. N 
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Must be 10 characters or less 

Note: Valid values are state-specific. See Codes. 

Virginia and Maryland Only 

Virginia and Maryland allow usage of an Identifier ("Smart ID") to identify a student. 

Column Field Name Description Req? 

A State 
Must be a valid 2-letter state abbreviation. See 
Codes. 

Y 

B Provider ID 
Must be alphanumeric 

Must be 10 characters or less 
Y 

C Course ID 
Must be 25 characters or less 

Must be alphanumeric 
Y 

D Course Completion Date 

Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 

Note: If you are using a spreadsheet application 
such as Microsoft Excel, do not allow leading zeros 
to be stripped from the date formatting. Bracket 
date values with apostrophe (‘) symbols to 
preserve leading zeroes, or format all cells in the 
spreadsheet as TEXT, rather than Excel’s native 
GENERAL format. 

Note: Each state has its own submission deadline 
rules regarding the maximum number of days after 
the Course Completion Date that it will accept 
course completion information. For more 
information, see State-Specific Requirements. 

Y 

E Course Begin Date 
Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 
N 

F Course Begin Time 

Must be 5 characters or less 

Must be a in the format HH:MM. For example, 
08:30, and 18:30 are valid values. 

May contain only letters, numbers, spaces, or 
punctuation 

N 

G Course Address Postal Code 

Must be between 2 and 10 characters 

Must not contain consecutive symbols 

May contain only digits, hyphens, or spaces 

N 

H Instructor Credit Hours 
Must be a number 

Must not have more than 5 total digits 
N 
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No more than 2 digits may succeed a decimal 
point 

Not allowed if Course Hours is entered 

I Identifier 

"Smart ID" 

Can be an NPN or Resident State License Number 

Must be alphanumeric 

Must be 20 characters or less. 

N 

J Student Last Name 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

K Instructed Category Code 

Must contain only letters and digits. 

Must be 10 characters or less 

Note: Valid values are state-specific. See Codes. 

N 

Pre-licensing Education Course Completions 
Producers often are required to successfully complete one or more pre-licensing education courses to 
qualify for licensure in a state. The Pre-licensing Education Course Completions service allows you to 
record pre-licensing course completions with the appropriate states. 
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To open the Pre-licensing Education Course Completions page, click the Pre-licensing Education 
Course Completions link on the Education Services Menu page. 

Fields and controls include the following: 

 Please select a State: Required. From the dropdown menu, select the state in which you want to 
submit pre-licensing education course completion information. 

 Provider ID: Required. Enter the state identification number of the pre-licensing education course 
provider. 

 Course ID: Required. Enter the identification number of the pre-licensing education course. 

 Course Completion Date: Required. Enter the date on which the pre-licensing education course 
was completed. (Use the mm-dd-yyyy date format.) 

 Submit: After selecting a state, click to enter provider and course information. After entering class 
roster information, click to submit the pre-licensing education course completion information to 
the selected state. 

 Continue: Click to enter class roster information. 

 Cancel: Click to return to the Education Services Menu. 

 Change State: Click to select a different state in which to maintain course offerings. 

 Enter Addresses: Click to display fields in which to enter student address information. 

 Last: Enter the student's last name. 

 First: Enter the student's first name. 

 Middle: Enter the student's middle name. 

 Suffix: Enter the student's name suffix, if any (e.g., "Jr.," "III," etc.) 

 SSN: Enter the Social Security Number of a student who successfully completed the course. 

 Birth Date: Enter the student's date of birth. (Use the mm-dd-yyyy date format.) 

 Line One: Enter the student's street address of the location where the class will be offered. 
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 Line Two: Enter additional address information for the student. 

 City: Enter the student's city of residence. 

 State: Select from the dropdown menu the student's residence state. 

 Postal Code: Enter the student's zip code. 

 Phone: Enter the student's phone number. 

 Process Another: On the Confirmation page, click to post additional class schedules for other 
courses. 

 Main Menu: On the Confirmation page, click to return to the Education Services Menu page. 

Submitting a Pre-Licensing Education Course Roster 

Use the following steps to submit a PE course completions roster: 

1. From the Select a State drop-down menu, select the state in whose regulatory database 
you want to record a pre-licensing course completion. 

2. Click the Submit button. The Course Information page will open. 

3. In the Provider ID field, enter the identification number of the pre-licensing education 
course provider. 

4. In the Course ID field, enter the identification number of the pre-licensing education 
course. 

5. In the Course Completion Date field, enter the date on which the pre-licensing education 
course was completed. (Use the mm-dd-yyyy date format.) 

6. Click the Continue button. Education Provider Services will validate course information 
against the selected state database. The Course Roster page will open. Header 
information on this page shows the course provider name and ID, the course name and 
ID, the course category, the number of credit hours, and the course completion date. The 
page also contains rows of fields in which you can record identification data of the 
producers who completed the course. 

7. If you are not required by the selected state to enter student address information, proceed 
to step 8, or if you are required by the selected state to enter student address information, 
click the Enter Addresses button. 

8. In the topmost SSN field, enter the Social Security Number of a student who successfully 
completed the course. (Required.) 

9. In the topmost Last field, enter the student's last name. (Required.) 

10. In the topmost First field, enter the student's first name. (Required.) 

11. In the topmost Middle field, enter the student's middle name. 

12. In the topmost Suffix field, enter the student's name suffix, if any (e.g., "Jr.," "III," etc.). 

13. In the topmost Birth Date field, enter the student's date of birth. (Use the mm-dd-yyyy 
date format.) 

14. If you are not required by the selected state to enter student address information, proceed 
to step 20, or if you are required by the selected state to enter student address 
information, enter the student's street address in the Line 1 field. 

15. In the Line 2 field, enter the student's additional street address information, if any. 

16. In the City field, enter the student's city of residence. 
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17. From the State dropdown menu, select the student's residence state. 

18. In the Postal field, enter the student's Zip Code. 

19. In the Phone field, enter the student's phone number. 

20. Repeat steps 8 through 19 to enter the information in the fields on the succeeding rows 
for other students who completed the course. 

21. When you are finished, click the Submit button. Education Provider Services will transmit 
pre-licensing education course completion information in the selected state database for 
the identified students. The Confirmation page will open, displaying confirmation 
information about pre-licensing education course completion record, including 
Confirmation Number(s), Reference ID, and the Social Security Number, First and Last 
Name, and Birth Date (if entered) of each producer you entered in the record. 

22. To process another pre-licensing education course completion record, click the Process 
Another button. The Course Information page will re-open, or to complete the 
operation, click the Main Menu button. The Education Services Menu page will open. 
(For more information, see Education Services Menu Page.) 

Notes 

To obtain your company’s or organization’s Provider ID, click the Click here to view your organizations 
link on the Maintain User Profile page. (For more information, see Maintain User Profile.) 

To print any page, select the Print option from your browser toolbar. 

Upload Pre-licensing Education Course Completions 
Use the Upload Pre-Licensing Education Course Completions page to select your course completions 
record file and upload it to Education Provider Services. 

To open the Upload Pre-Licensing Education Course Completions page, click the Upload Pre-
Licensing Education Course Completions link on the Education Services Menu page. 

Preparing a Course Completions Record File 

Before you can upload a course completions record file, first you must format your data so that it is 
readable by Education Provider Services. 

The course completions upload function requires a comma-separated format file, or *.csv. To format your 
course completions record file, you may use a spreadsheet application, such as Microsoft® Excel®. 

The following sections provide instructions for using either formatting method: 

1. Launch a spreadsheet application, such as Microsoft® Excel®. 

2. With a new, blank spreadsheet open, using consecutive cells in Row 1, enter the following field 
names (refer to the illustration below): 

 State 

 Provider Number 

 Course Number 

 Course Completion Date 

 SSN 
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 Last Name 

 First Name 

 Middle Name 

 Suffix 

 Birth Date 

 Mailing Address Line One 

 Mailing Address Line Two 

 Mailing Address City 

 Mailing Address State 

 Mailing Address Postal Code 

 Business Phone Number 

The field names you enter in Row 1 constitute the file’s header row. The header row will 
make it easier for you to enter course completion data in the correct fields. However, the 
course completions upload function will ignore header row data. 

3. In the appropriate cells in Row 2 of the spreadsheet, enter actual data from the first course 
completion record. For example, enter the first record’s state abbreviation in the State field, enter 
the first record’s provider organization ID number in the Provider Org ID field, etc. 

4. Enter the data from the second course completion record in the appropriate cells in the next row 
on the spreadsheet. 

5. Repeat step 4 until you have entered all of the course completion records on their own separate 
rows on the spreadsheet. (Refer to the illustration below.) 

6. When you are finished, from the File menu, select Save As. The Save As dialog box will open. 

7. From the Save As Type drop-down menu, select CSV (Comma Delimited) (*.csv). 

8. In the File Name field, enter an 8-character name for the course completions record file. 

9. Using the navigation options on the Save As dialog box, browse for a location on your system to 
save the course completions record file. 

10. Click the Save button. The Save As dialog box will close. Your file is now saved in a comma-
separated format and is ready for upload to Education Provider Services. 
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Uploading a Course Completions Record File 

1. On the Upload Pre-Licensing Education Course Completions page, click the Browse 
button. The Choose File dialog box will open. 

2. Use the navigation options on the Choose File dialog box to locate the course 
completions record file (*.csv) on your system. 

3. When the correct file name appears in the File Name field, click the Open button. The 
Choose File dialog box will close, and the system path to the file will appear in the File to 
Upload field. 

4. Click the Submit button. Education Provider Services will import the file. When it is 
finished, the File Load Results page will appear. (For more information, see File Load 
Results.) 

Notes 

To help ensure system validation of your data, please refer to PE Course Completions Upload File Layout 
Requirements. 
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You may be able to export the required data in the required file layout and format directly from your 
company's learning management or other education tracking system. Consult the help system of the 
other system for more information. 

The Student Last Name field is required only in certain states; however if you enter a value in the 
Student Last Name field, then it will be validated against the state database. If your state does not 
require last name information and you do not enter a value in the Student Last Name field, then only the 
data that you do enter will be used for validation. 

You may upload a maximum of 200 course completions per file. 

If you include a header row or line in your upload file, it will appear as an errored record on the File Load 
Results page. Do not be alarmed; the submission process will continue to take place for all course 
completion records that pass validation. It is not necessary to correct the header row or line. 

Don’t worry if a course completion record does not contain data to satisfy all of the fields identified in the 
header row. For fields where there is no data to enter, simply leave them blank. Use caution, however, 
not to enter data in the wrong field. 

Pre-Licensing Education Course Completions File Layout 
Requirements 

Use the table below as field reference when entering data in the course completions upload file. 

Column Field Format Description Req? 

A State 2 characters. State value must be 
identical in all records in a 
file. 

Y 

B Provider Number Numeric. The state-specific Sircon 
provider ID. No commas 
allowed. 

Y 

C Course Number Numeric. The state-specific Sircon 
course ID. No commas 
allowed. 

Y 

D Course Completion Date MM/DD/YYYY Enter the course end date. Y 

E SSN 9 digits plus optional 
dashes. 

  Y 

F Last Name 2-35 characters. Must contain minimum two 
letters. 

Y 

G First Name 1-25 characters. Numbers and double quotes 
not allowed. 

Y 

H Middle Name 0-25 characters Numbers and double quotes 
not allowed. 

N 

I Suffix 0-3 characters Numbers and double quotes 
not allowed. 

N 
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J Birth Date  MM/DD/YYYY.   Y 

K Mailing Address Line One 0-40 characters   N* 

L Mailing Address Line Two 0-40 characters   N* 

M Mailing Address City 0-25 characters   N* 

N Mailing Address State 0-10 characters   N* 

O Mailing Address Postal Code xxxxx or xxxxx-xxxx   N* 

P Business Phone Number 10 digits plus optional 
dashes 

  N* 

*May be either required or optional, depending on the state. For more information, see State-Specific Requirements. 

File Load Results 
Use the File Load Results page to review and confirm the results of the course completions record file 
upload process. 

 

The top part of the page displays summary information about this transaction, including Subscriber 
Name, Request Date, and Requestor. This information is transmitted to the state along with the course 
completion data. 

Below the summary information is a list of all course completion records that have been uploaded to 
Education Provider Services in this upload session. The records are sorted in ascending order by row 
number. The list provides the following visual information about the status of the uploaded records: 

 Records displaying black text characters have been successfully validated and are ready for 
transmission to the state. (Regular processing fees will be charged for these records regardless 
of whether they are processed or not processed because of state-validation errors.) 
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 Records displaying red text characters and error messages have not passed validation and will 
not be transmitted to the state. Read the contents of the error message and make necessary 
corrections to the upload file before again attempting upload to Education Provider Services. 
(Records containing validation errors will not be transmitted and will not incur a processing fee.) 

To submit validated records to the state, click the Submit button. When the operation is complete, the 
State Submission Results page will open. (For more information, see Reviewing State Results.) 

Notes 

If you include a header row or line in your upload file, it will appear as an errored record on the File Load 
Results page. Do not be alarmed; the submission process will continue to take place for all course 
completion records that pass validation. It is not necessary to correct the header row or line. 

  

State Submission Results 
Use the State Submission Results page to review the education course completion records that have 
been successfully transmitted to the state in this session. 

 

The top part of the page displays summary information about this transaction, including Provider ID and 
Name, Service Type, Request Date, State, and Requestor. This information was transmitted to the 
state along with the course completion data. 

Below the summary information is a list of all course completion records that were transmitted to the state 
in this upload session. Records are sorted by Course Name, Offering ID, and row number. 

Each record contains a confirmation number (Conf ID) to track successful transmission to the state. Only 
processed records contain a reference number (Ref ID). A record not processed because of a state-
validation error will display an error message in the Message field. Note that all records submitted to the 
state are charged regular fees, regardless of whether they were processed or not processed because of 
errors. 

You may use the Print command in your browser to print the State Submission Results page, if desired. 

When you are finished, click the Done button. 
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Provider Maintenance 

Provider Application 
Use the Provider Application service to apply for approval to offer continuing education courses in a 
state. The service also can be used to approve pre-licensing education providers in a state that does not 
require a separate pre-licensing education provider application. 
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To open the Provider Application page, in the Provider Maintenance group, click the Provider 
Application link on the Education Services Menu page. 

Applying for State Approval 

Use the following instructions for applying for state approval to offer education provider services: 

1. On the Education Provider Services menu, in the Provider Maintenance group, click the 
Provider Application link. 

2. On the Provider Application: Provider Information page, enter the application State, Provider 
Name, and EIN number in each of the given fields. 

3. Click the Continue button. The Provider Application: Demographics Information page will 
open. 

4. Enter demographic information in the fields provided, including: 

o Domicile State 

o Provider Type 

o Mailing Location Address 

o Business Location Address 

o CE Address 

o DBA Aliases (optional) 

o Approved Provider Representative 

o Website Address (optional) 

5. Click the Continue button. The Provider Application: Background Questions page will open. 

6. Answer honestly all background questions. The question set is unique to each state. 

7. Once you have answered all required background questions and uploaded all required supporting 
documentation, click the Continue button. The Provider Application: Region Information page 
will open. 

8. Select the presentation methods of the courses you will offer in the state. 

9. If you selected a Classroom presentation method, select the geographic region(s) in the state in 
which the courses will be offered.  

10. Click the Continue button. The Provider Application: Attach File page will open. 

11. Read the state's requirements for additional documentation, and then, if necessary, browse for an 
electronic document file on your computer or network to attach to the application. 

12. Click the Attach button to attach the electronic file to the application. 

13. Click the Continue button. The Provider Application: Summary page will open. 

14. Review the Summary of Fees information, as well as the other information you entered on the 
application. 

15. In the Attestation section, click to checkmark the I Agree checkbox.  

16. When you are ready, click the Process button to transmit your application to the state. The 
Provider Application: Confirmation page will open. 

17. Review the status of your provider application, either Pending or Under State Review.  

18. If desired, print the confirmation page for your records. 



 Education Provider Services User Guide 

© 2016 Vertafore, Inc. Page 79  

19. When you are finished, click the Done button, or click the Process Another button to restart the 
process for an additional state. 

Tips 

You can check the status of your application in the future by clicking the Education Activity Inquiry link 
on the Education Provider Services menu. The inquiry will display the updated status of your application, 
such as Approved or Denied. If Approved, your provider expiration date is also displayed. 

Notes 

If you answer "yes" to a background question, where required you must supply additional information or 
documentation. Click the View/Attach Documents link associated with a background question to open 
Attach Documents popup window, where you can browse for an electronic document file on your 
computer or network, upload it to the system, and then submit the file to the state together with your 
provider application. 

The Region Information page displays only for certain states. 

The maximum size of any electronic document file attachment is 5 MB. 

Provider Renewals 
Use the Provider Renewals service to renew active provider registrations in one or multiple states. 
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To open the Provider Renewals page, in the Provider Maintenance group, click the Provider 
Renewals link on the Education Services Menu page. 

Applying for State Renewal 

Use the following instructions for applying for renewal to offer education provider services in one or 
multiple states: 

1. On the Education Provider Services menu, in the Provider Maintenance group, click 
the Provider Renewals link. 

2. On the Provider Renewals: Select Provider page, from the dropdown menu select the 
Provider Name. 

3. Click the Continue button. The system will search for renewals available for the selected 
provider in all available states. When it is finished, the Provider Renewals: Select 
Provider Renewal page will open. 

4. Click to select the radio button that corresponds with the state renewal you wish to 
process. 
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5. Click the Continue button. The Provider Renewals: Background Questions page will 
open. 

6. Answer honestly all background questions. The question set is unique to each state. 

7. Click the Continue button. The Provider Renewals: Attach Documents page will open. 

8. Read the state's requirements for additional documentation, and then, if necessary, 
browse for an electronic document file on your computer or network to attach to the 
renewal. 

9. Click the Attach button to attach the electronic file to the application. 

10. Click the Continue button. The Provider Renewals: Update Contact Information page 
will open, allowing you to update the selected state's records with basic provider 
information along with your renewal. 

11. To add basic information, click the Add link associated with any data section, or to edit 
existing basic information, click the Edit link. To save added or edited information in any 
data section, click its associated Save link. 

12. When you are finished with updates, click the Continue button. The Provider Renewals: 
Summary page will open. 

13. Review the Summary of Fees information, as well as the other information you entered 
on the renewal. 

14. In the Attestation section, click to checkmark the I Agree checkbox. 

15. When you are ready, click the Process button to transmit your application to the state. 
The Provider Renewals: Confirmation page will open. 

16. Review the status of your provider renewal, either Renewed or Under State Review.  

17. If desired, print the confirmation page for your records. 

18. When you are finished, click the Done button, or click the Process Another button to 
restart the process for an additional state. 

Tips 

You can check the status of your renewal in the future by running the Education Activity Inquiry from 
 the Education Provider Services menu. The inquiry will display the updated status of your renewal, such 
as Renewed or Under State Review. If Renewed, your Next Renewal Date is also displayed. 

Notes 

If you answer "yes" to a background question, where required you must supply additional information or 
documentation. Use the Provider Renewals: Attach Documents page, where you can browse for an 
electronic document file on your computer or network, upload it to the system, and then submit the file to 
the state together with your provider application. 

The maximum size of any electronic document file attachment is 5 MB. 

On the Approved Providers Inquiry page, if the status of the renewal is Under State Review, then the 
provider Status Valid Until date will not be updated until the provider renewal has been approved by the 
state. 
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Instructor Maintenance 

Instructor Application 
Use the Instructor Application service to process electronically one or multiple insurance course 
instructor applications with a state. 

To open the Instructor Application page, in the Instructor Maintenance group on the Education 
Services Menu page, click the Instructor Application link. 

Submitting a State Application 

1. On the Education Provider Services menu, in the Instructor Maintenance group, click the 
Instructor Application link. 

2. On the Instructor Application page, from the Please select a state dropdown menu select the 
name of the state to which you wish to submit an instructor application. 

3. Click the Submit button. 

 

4. From the Provider Name dropdown menu, select the name of the education provider 
organization with which the instructor applicant is associated. 

5. Click the Continue button. 

 

6. If the applicant ever has been an instructor in the selected state, click the Yes button. Proceed to 
step 8 

OR 

https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm


Education Provider Services User Guide 

 Page 86 © 2016 Vertafore, Inc. 

If the applicant never has been an instructor in the selected state, click the No button. Proceed to 
step 7. 

7. If the applicant is or has been a licensee in the selected state, click the Yes button 

OR 

If the applicant is not nor ever has been a licensee in the selected state, click the No button. 

8. The system must either search for the applicant's existing state record or create a new state 
record. Depending on the applicant's past relationship with the selected state, perform one set of 
the following tasks: 

o If the applicant has been an instructor in the selected state, enter the Last Name 
and state-specific Instructor ID of the applicant. The system will search for the 
applicant's record in the selected state. 

o If the applicant never has been an instructor but has been a licensee in the 
selected state, in the Instructor Application Instructor Search page, enter the 
Last Name and either the License Number or National Producer Number (NPN) 
of the applicant.  

o If the applicant never has been either an instructor or licensee in the selected state, 
on the Instructor Application Information page, enter all required information in 
the Instructor Information, Alias, Contact Information, and Mailing Address 
sections. 

9. When you are finished, click the Continue button. The system will search for the applicant's 
record in the selected state. Review the information for accuracy. 

 

10. In the Additional Requested Details section of the Instructor Application Information page, 
from the Course Category dropdown menu, select the type of course for which the applicant is 
applying to provide education. 

11. If you wish to expedite state processing of the instructor application at additional cost, in the 
Expedite Processing field, click to select the Yes radio button. Otherwise, click to select the No 
radio button. 

12. In the Background Questions section of the Instructor Application Information page, click to 
select either the Yes or No radio button to respond to each question. 

13. Click the Continue button. 
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14. In the Select Files to Attach section of the Instructor Application Attachment page, click the 
Browse button to the right of the File name field. The Choose File dialog box will open. 

15. Use the navigation options on the Choose File dialog box to locate on your system an electronic 
file containing the applicant's resume, curricula vitae, or other biographical information. Be sure 
the electronic file is saved in one of the supported formats (e.g., *.doc, *.docx, or *.pdf). 

16. When the correct file name appears in the File Name field, click the Open button. The Choose 
File dialog box will close, and the system path to the file will appear in the File name field. 

17. From the Description dropdown menu, select the most appropriate description of the attached 
file. 

18. Click the Attach button. The file name, description, and file size information will display in the 
Attached File section. If you made a mistake and wish to delete the attached file, click the Delete 

Attachment button ( ) in the Actions column. 

19. Click the Continue button. 

20. On the Instructor Application Attestation page, read the attestation carefully. 

21. When you are finished, if you submit to the terms of the attestation, click to checkmark the I 
Agree checkbox. 

22. Click the Continue button. 

23. On the Instructor Application Fee Summary page, review the information to be submitted to 
the state and the fee totals. If you need to make any changes to the application, click the 
Previous button to return to the data entry fields to update the entered information. Otherwise, 
click the Process button to submit the application. 

24. On the Instructor Application Confirmation page, review the confirmation information, making 
special note of the Confirmation ID number at the top of the page. 

25. If desired, click the Print button ( ) to print a copy of the application confirmation for your 
records. 

Tips 

You can check the status of instructor applications by running the Instructor Application Inquiry or the 
Education Activity Inquiry from the Education Provider Services menu. The inquiry will display the 
updated status of your application, such as Approved, Denied, Pending, or Withdrawn, as well as the 
transaction confirmation number. 

Notes 

The Expedite Processing field may or may not be available, depending on the state to which you are 
submitting the instructor application. 

You may attach an electronic file in the following file formats only: .DOC, .DOCX, or .PDF 

Instructor Renewal 
Use the Instructor Renewal service to process electronically one or multiple insurance course instructor 
renewals with a state. 

To open the Instructor Renewal page, in the Instructor Maintenance group on the Education Services 
Menu page, click the Instructor Renewal link. 

Applying for State Renewal 

https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/transaction_history_and_status/instructor_application_inquiry.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/transaction_history_and_status/education_activity_inquiry.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm
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Use the following instructions for applying for instructor renewal: 

1. On the Education Provider Services menu, in the Instructor Maintenance group, click the 
Instructor Renewal link. 

2. On the Instructor Renewal page, from the Please select a state dropdown menu select the 
name of the state in which you wish to process an instructor renewal. 

3. Click the Submit button. 

 

4. Required. In the Search Criteria page, in the Last Name field enter the last name of the 
instructor you wish to renew. 

5. Required. In the associated Instructor ID field, enter the instructor's state identifier. (Note that in 
Virginia it is the instructor's license number.) 

6. Repeat steps 4 and 5 to enter search criteria for additional instructors to renew. Click the Add 
More button to display additional search fields, if necessary. 
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7. Click the Continue button. The system will search for renewals available for the selected 
instructor(s) in the selected state(s). 

 

8. On the Search Results page, review the values of the Instructor Name, Instructor ID, and 
Course Categories fields of the instructors returned by the search. 

9. If the information is correct, and you wish to proceed, click the Continue button. 

 

10. On the Attestation page, review the attestation and click to checkmark the I Agree checkbox. 



Education Provider Services User Guide 

 Page 90 © 2016 Vertafore, Inc. 

11. Click the Continue button. 

 

12. On the Fee Summary page, review the instructor renewal fee information for the renewal 
transaction(s). 

13. To acknowledge that the renewal fees are non-refundable, click to checkmark the I Understand 
checkbox. 

14. When you are ready, click the Process button to submit the renewal transaction to the state. 
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15. If desired, click the Print button ( ) to print the Confirmation page for your records. 

 

Tips 

You can check the status of instructor renewal requests by running the Instructor Renewal Inquiry or the 
Education Activity Inquiry from the Education Provider Services menu. The inquiry will display the 
updated status of your renewal, such as Renewed, as well as the transaction confirmation number. 

https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/transaction_history_and_status/instructor_renewal_inquiry.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/transaction_history_and_status/education_activity_inquiry.htm
https://testcx.sircon.com/cxhelp/help/education/sircon_for_education_providers/welcome_to_sircon_for_education_providers.htm
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Transaction History and Status 

Education Activity Inquiry 
Use the Education Activity Inquiry page to run a report showing all course completion transaction 
activity for a specified time period within the past 60 calendar days. From the inquiry results, for course 
completion submissions to certain states you can view and print a state-official certificate of course 
completion. 
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To open the Education Activity Inquiry page, click Education in the Online Services panel, and then in 
the Transaction History and Status section click the Education Activity Inquiry link. 

Report Input 

Enter report criteria, including filter and grouping options. 

Fields and controls include the following: 

 Date From: Required. Enter the beginning date of a date range during which you want 
to report service request activity. 

 To: Required. Enter the ending date of a date range during which you want to report 
service request activity. 

 State: If desired, select a state from the dropdown menu to limit the report only to 
service request activity in the selected state. If no state is selected, the report will 
contain service request activity in all available states. 

 Activity Type: If desired, select an activity type from the dropdown menu to limit the 
report only to a specific service request activity. If no activity type is selected, the report 
will contain all service request activity. 

 Sort By: Select from the dropdown menu a sort order for the report. The default sort 
order is Ascending by Activity Type, Date, and State, which groups activity types, and 
then lists activities in order by date and then by state. Select Ascending by Activity 
Type, Date, and State to group activity types, and then list activities in order by state 
and then by date. 

 Submit: Click to run the report. The report will open in a separate browser window. 

 Cancel: Click to return to the Education Services Menu page. 

Report Output 

The Results page displays education service request activity that met your report criteria. 

Fields and controls include the following: 

 Confirm ID: Pre-Licensing and Continuing Education Course Completion sections only. 
Displays a confirmation ID of the selected course completion. If the value displays as a 
red hyperlink, you may click it to open a course completion certificate for the associated 
student in a separate window display. (For more information, please see Generating 
and Printing Course Completion Certificates.) 

 Next Page: If your inquiry result spans more than one page, click to display the 
succeeding inquiry result page. 

 Prev Page: If your inquiry result spans more than one page, click to display the 
preceding inquiry result page. 

 Printable Version: Click to open a printer-friendly version of the inquiry in a separate 
window. 

 Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry. 

 Cancel: Click to return to the Education Services Menu page. 

Notes 

Course completion certificates are available only in participating states. 

Tips 
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For the fastest search, in the Date fields enter the date on which you submitted the course completions 
file, and from the State dropdown menu, select the state to which you submitted the file. 

Course Completion Status Inquiry 
Use the Course Completion Status Inquiry page to verify processing of course completion transactions, 
confirm successful transactions, and follow up on errored submissions. 

You can search for course completions by one of the following criteria options: 

 Confirmation ID 

 Course Schedule ID 

 State 

 Course Completion Status 

 Course ID 

 One of the following date ranges: 

 Course Completion Date 

 Submit Date 

 Result Received Date 

Report output displays online and includes key student and course information, transaction confirmation 
ID, result status and date, and error description. 

Also, you can export the results of the Course Completion Status Inquiry to a CSV-formatted file, which 
opens in a spreadsheet application such as Microsoft® Excel®. Each course completion in the file 
includes all of the fields displayed in the online results, as well as additional fields that were included in 
the uploaded course completions record file. (For more information, see Preparing a Course Completions 
File and Course Completions Upload File Layout Requirements.) 

From the inquiry results, for course completion submissions to certain states you can view and print a 
state-official certificate of course completion. 
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To open the Course Completion Status Inquiry page, click Education in the Online Services panel, 
and then in the Transaction History and Status section click the Course Completion Status Inquiry 
link. 

Online Report Output 

The online report output displays at the bottom of the Course Completion Status Inquiry page 
and lists course completion results that met your search criteria. 

Fields and controls include the following: 

 Confirm ID: For each course completion result listed, displays its system-generated 
confirmation ID. If the value displays as a red hyperlink, you may click it to open a 
course completion certificate for the associated student in a separate window display. 

 Request Date: For each course completion result listed, displays the date on which the 
course completion record was submitted to ProviderEDGE. 

 State: For each course completion result listed, displays the state to which the course 
completion record was submitted. 
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 Provider: For each course completion result listed, displays the identifier and name of 
the provider of the education course. 

 Course: For each course completion result listed, displays the course ID and name of 
the education course. 

 Course Schedule ID: For each course completion result listed, displays the course 
schedule ID or course offering ID of the education course (when available). 

 Completion Date: For each course completion result listed, displays the date on which 
the education course was completed. 

 Student: For each course completion result listed, displays the name of the student 
who completed the education course. 

 Status: For each course completion result listed, displays its current processing status. 

 Result Date: For each course completion result listed with a Status of Processed or 
Error, displays the date on which the Status was last updated. 

 Error Reason: For each course completion result listed with a Status of Error, displays 
the reason for the processing error. 

Exported Report Output 

Course completion results exported to a CSV-formatted file contain the same data elements as 
the course completions record file that was uploaded to ProviderEDGE but with the addition of five 
(5) fields added by the system during processing. 

For more information see Course Completions Upload File Layout Requirements. 

The additional fields added to the end of the CSV file include the following: 

 Submit Date: For each course completion result listed, displays the date on which the 
course completion record was submitted to the system. 

 Confirm ID: For each course completion result listed, displays its system-generated 
confirmation identifier, generated when the course completion record was uploaded to 
the system. 

 Status: For each course completion result listed, displays its current processing status. 

 Error Description: For each course completion result listed with a Status of Error, 
displays the reason for the processing error. 

 Result Date: For each course completion result listed with a Status of Processed or 
Error, displays the date on which the Status was last updated. 
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ProviderEDGE 

ProviderEDGE offers submission of education course completions via electronic file upload to all 51 
national regulatory jurisdictions. 

The following sections provide step-by-step instructions for formatting and uploading a course completion 
file for submission via ProviderEDGE. It assumes that the user already has the ProviderEDGE 
application open. 

Notes 

Unlike the Upload Continuing Education Course Completion service in Vertafore Education Provider 
Services, which offers course completion submission to only selected states, ProviderEDGE offers 
submission capabilities to all 51 national regulatory jurisdications. Please consult your Vertafore sales 
representative for more information. 

 

Preparing a Course Completions File 

Before you can upload a course completions file, first you must format your data. 

The ProviderEDGE upload function requires your course completions data file to use a comma-separated 
value (*.csv) file format. To manually create the data file and save it in the CSV file format, we 
recommend the use of a spreadsheet application, such as Microsoft® Excel®. However, if you are 
exporting data from another system for processing in ProviderEDGE, you may bypass the spreadsheet 
application and export the data directly in the CSV file format, making sure to delimit each field in the CSV 
file with commas. 

The following sections provide instructions for using either formatting method: 

Using a Spreadsheet Application 

1. Launch a spreadsheet application, such as Microsoft® Excel®. 

2. With a new, blank spreadsheet open, using consecutive cells in Row 1, enter Field 
Names as expressed in the second column of the Course Completions Upload File 
Layout Requirements. The Field Names you enter in Row 1 constitute the file’s 
header row. The header row will make it easier for you to enter course completion 
data in the correct fields. However, the course completions upload function will 
ignore header row data. 

3. In the appropriate cells in Row 2 of the spreadsheet, enter actual data from the first 
course completion record. For example, enter the first record’s state abbreviation in 
the State field, enter the first record’s provider organization ID number in the 
Provider ID field, etc. 

4. Enter the data from the second course completion record in the appropriate cells in 
the next row on the spreadsheet. 

5. Repeat step 4 until you have entered all of the course completion records in their 
own separate rows on the spreadsheet. 
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6. When you are finished, from the File menu, select Save As. The Save As dialog box 
will open. 

7. From the Save As Type dropdown menu, select CSV (Comma Delimited) (*.csv). 

8. In the File Name field, enter a name for the course completions record file. 

9. Using the navigation options on the Save As dialog box, browse for a location on 
your system to save the course completions record file. 

10. Click the Save button. The Save As dialog box will close. Your file is now saved in a 
comma-separated format and is ready for upload. To continue, see Uploading a 
Course Completions File. 

Using a Text Editor 

In most cases, you can export course completions data from an LMS or other education tracking system 
to the required .csv format. It must follow the file layout requirements expressed in the Course 
Completions Upload File Layout Requirements section. 

The steps below describe a manual formatting of data using a text editor: 

1. Launch a text editor application, such as Notepad® or WordPad®. 

2. With a new, blank file open, enter Field Names as expressed in the second column 
of the Course Completions Upload File Layout Requirements.   

3. Separate each field name with a comma, but do not use a space as a separator. The 
field names you enter constitute the file’s header line. The header line may make it 
easier for you to recognize the course completion data in the file. However, the 
course completions upload function will ignore header line data. 

4. Press the Enter key to move the cursor to the next line. 

5. Enter data from the first course completion record. Enter each data value in the order 
specified in the header line (for example, first enter the State value, then enter the 
Provider ID value, then the Provider Name value, etc.) Separate each data value 
with a comma, but do not use a space as a separator. 

6. Press the Enter key to move the cursor to the next line. 

7. Enter data from the second course completion record, using the correct order and 
separating values only with a comma (see step 5). 

8. Repeat steps 5 and 6 until you have entered all of the course completion records, 
each on its own separate line in the file. 
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11. When you are finished, from the File menu, select Save As. The Save As dialog box 
will open. 

12. In the File Name field, enter a name for the course completions record file, then 
enter a period, and then enter "csv". 

13. Using the navigation options on the Save As dialog box, browse for a location on 
your system to save the course completions records file. 

14. Click the Save button. The Save As dialog box will close. Your file is now saved in a 
comma-separated format and is ready for upload. To continue, see Uploading a 
Course Completions File. 

Warnings 

To help ensure system validation of your data, please refer to Course Completions Upload File Layout 
Requirements. Also, certain fields may be required, depending on state rules or rules governing the 
submission of product-specific training. For more information, see State-Specific Requirements and 
Product-Specific Requirements. 

Notes 

You may be able to export the required data in the required file layout and format directly from your 
company's learning management or other education tracking system. Consult the help system of the 
other system for more information. 

Don’t worry if a course completion record does not contain data to satisfy all of the fields identified in the 
header line. If you are using a spreadsheet application, for fields where there is no data to enter, simply 
leave them blank. Use caution, however, not to enter data in the wrong field. If you are using a text editor, 
for fields where there is no data to enter, simply enter a comma. 

The system requires data only in fields required by the states; non-required data will be ignored. 

Uploading a Course Completions File 

Use the Upload Continuing Education Course Completions page to select your course completions 
file, upload it to the system for validation, and submit course completions to the states. 

1. With the Online Services - Education menu page open, click the Continuing Education 
Course Completions link. The Upload Continuing Education Course Completions 
page will open. 

2. On the Upload Continuing Education Course Completions page, click the Browse 
button. The Choose File dialog box will open. 

3. Use the navigation options on the Choose File dialog box to locate the course 
completions file (*.csv) on your system. 
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4. When the correct file name appears in the File Name field, click the Open button. The 
Choose File dialog box will close, and the system path to the file will appear in the File to 
Upload field. 

5. Click the Submit button. The file will be uploaded into ProviderEDGE. When it is finished, 
the Upload CE Course Completions: File Validation page will open. To continue, see 
Validating the Course Completions File Upload. 

Validating the Course Completions File Upload 

After you upload a course completions file to ProviderEDGE, the system validates that the course 
completions are formatted properly and meet reporting requirements by state. Use the Upload CE 
Course Completions: File Validation page to review the results of the ProviderEDGE validation 
process. 

 

To open the Upload CE Course Completions: File Validation page, click the Submit button on the 
Upload Continuing Education Course Completions page. 
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The Upload CE Course Completions: File Validation page contains the following sections: 

Summary Information 

Displays summary information about the ProviderEDGE account and current user and the file 
upload processing date. 

Fields and controls include the following: 

 Subscriber Name: Displays the name of the organization associated with the 
ProviderEDGE subscriber account. 

 Request Date: Displays the date on which the currently selected course completions 
file was uploaded for validation in ProviderEDGE. 

 Requestor: Displays the name of the subscriber representative logged into the current 
session of ProviderEDGE. 

File Validation Summary 

Displays summary information about the results of the ProviderEDGE course completions file 
validation process. 

Fields and controls include the following: 

 Total Records: Displays the total number of course completion records that the 
ProviderEDGE validation process detected in the upload file. 

 Successfully Validated: Displays the total number of course completion records in the 
upload file that passed the ProviderEDGE validation process and are ready to submit to 
states. 

 Failed Validation: Displays the total number of course completion records in the 
upload file that failed ProviderEDGE validation. The first 50 records display in the 
Validation Errors section; you can export all failed course completion records to a 
comma-separated value (CSV) formatted file by clicking the Download Complete 
Validation Error Report button. 

Validation Errors 

Displays a table listing the first 50 course completion records in the course completions upload file 
that failed ProviderEDGE validation, sorted in ascending order based on record row number in the 
upload file. Also offers a control to export to a comma-separated value (CSV) formatted file 
information about all course completion records that failed validation. 

Fields and controls include the following: 

 Row: For each course completion listed, displays its record row number. 

 State: For each course completion listed, displays the two-letter code of the state to 
which the course completion is being submitted for processing. 

 Course ID: For each course completion listed, displays the course identifier of the 
course completion. 

 Last Name: For each course completion listed, displays the last name of the student 
associated with the course completion. 

 Lic Num: For each course completion listed, displays the insurance license number of 
the student associated with the course completion in the state to which the course 
completion is being submitted for processing. 

 Failure Reason: For each course completion listed, displays the long description of the 
specific error that caused the course completion to fail ProviderEDGE validation. 
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 Download Complete Validation Error Report: Click to export to a comma-separated 
value (CSV) formatted file all course completion records that failed ProviderEDGE 
validation. 

In the file, note that the system has added two columns at the horizontal end of the 
spreadsheet: Row Number (pinpointing the row number in the upload file that contained 
an error) and Error Description (the reason for the error). 

View screen capture of Validation Error Report 

 

Page Controls 

Fields and controls include the following: 

 Previous: Click to open the Upload Continuing Education Course Completions 
page. 

 Process: Displays only if a value displays in the Successfully Validated field in the 
File Validation Summary section. Click to submit for state processing all course 
completion records in the upload file that have passed ProviderEDGE validation. 

The Upload CE Course Completions: Confirmation page will open. 

Notes 

Do not be confused by the Process button. When clicked, it will submit only course completions that 
passed ProviderEDGE validation. It will not attempt to submit course completions displaying in the 
Validation Errors section of the Upload CE Course Completions: File Validation page. 

Records containing validation errors will not be submitted nor incur a processing fee. 

Tips 

You can use the Validation Error Report, available in the Validation Errors section, to pinpoint specific 
problems in the upload file, correct the errors, and then resubmit the corrected course completions for re-
validation. Be sure to delete the Row Number and Error Description columns from the file (the last two 
columns in the file) before resubmitting. 

Confirming the Course Completions File Upload 

After you submit validated course completions to the states through ProviderEDGE, use the Upload CE 
Course Completions: Confirmation page to review the initial results of the state processing. 
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To open the Upload CE Course Completions: Confirmation page, click the Process button on the 
Upload CE Course Completions: File Validation page. 

The Upload CE Course Completions: Confirmation page contains the following sections: 

Summary Information 

Displays summary information about the ProviderEDGE account and current user and the file 
upload processing date. 

Fields and controls include the following: 

 Subscriber Name: Displays the name of the organization associated with the 
ProviderEDGE subscriber account. 

 Request Date: Displays the date on which the currently selected course completions 
file was submitted for state processing through ProviderEDGE. 

 Requestor: Displays the name of the subscriber representative logged into the current 
session of ProviderEDGE. 

Processing Results Summary 

Displays summary information about the results of state processing of the submitted course 
completions. 

Fields and controls include the following: 

 Records Submitted: Displays the total number of validated course completions in the 
upload file that were submitted for state processing. 
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 Records Processed: Displays the total number of course completions that have been 
successfully processed by the state. 

 Records Pending: Displays the total number of course completions that are awaiting 
state processing. 

 Records Rejected: Displays the total number of course completions that have 
encountered an error in state processing. 

Rejected Records 

Displays a table listing the first 50 course completion records in the course completions upload file 
that encountered an error in state processing, sorted in ascending order based on confirmation ID 
in the processing results file. Also offers a control to export to a comma-separated value (CSV) 
formatted file information about the processing results of all course completion submitted for state 
processing. 

Fields and controls include the following: 

 Confirm ID: For each course completion listed, displays its system-generated 
confirmation identifier. 

 State: For each course completion listed, displays the two-letter code of the state to 
which the course completion was submitted for processing. 

 Course ID: For each course completion listed, displays the course identifier of the 
submitted course completion. 

 Last Name: For each course completion listed, displays the last name of the student 
associated with the submitted course completion. 

 Rejected Reason: For each course completion listed, displays the long description of 
the specific error that caused the course completion to error in state processing. 

 Download All Processing Results: Click to export to a comma-separated value 
(CSV) formatted file all course completions submitted for state processing. 

In the file, note the inclusion of three columns at the horizontal end of the spreadsheet: 
Confirm ID (a system-assigned transaction tracking number), Status (the current status of 
the course completion transaction), and Error Description (if the Status is Error, the 
reason for an error). 

View screen capture of Processing Confirmation Report. 

 

Page Controls 

Fields and controls include the following: 

 Done: Click to close the Upload Continuing Education Course Completions page 
and open the Education Services main menu page. 

Notes 
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All validated requests submitted for processing are accepted by the system and assigned a Confirmation 
ID, regardless of state result. 

Tips 

To review updated results of state processing, run the Education Activity Inquiry. The report allows you to 
check the status of course completions that initially were in Pending status when they were first 
submitted. 

Checking for Updated State Results 

ProviderEDGE offers two methods for checking on the status of submitted course completion records, 
including the following: 

 Education Activity Inquiry (For more information, see Education Activity Inquiry on page 92.) 

 Course Completion Status Inquiry (For more information, see Course Completion Status Inquiry 
on page 94.) 

ProviderEDGE Course Completions Upload File 
Layout Requirements 

Use the table below as field reference when entering data in the course completions upload file. 

Column Field Name Description Req? 

A State 
Must be a valid 2-letter state abbreviation. See 
Codes. 

N 

B Provider ID 
Must be alphanumeric 

Must be 10 characters or less 
Y 

C Provider Name 

Must be between 2 and 100 characters long 

May contain only letters, digits, commas, 
apostrophes, accents, quotation marks, brackets, 
hash marks ampersands, plus symbols, minus 
symbols, equal symbols, underscores, or periods. 

N 

D Course ID 

Must be 25 characters or less 

Must be alphanumeric 

Note: Do not confuse Course ID with Provider 
Course ID. Course ID is state-assigned; Provider 
Course ID is provider-assigned. 

Y 

E Course Category 
Must contain only letters and digits. 

Must be 10 characters or less 
N 
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Note: If course completion applies to multiple 
course categories (up to 4), include additional 
course categories in Course Category 2, Course 
Category 3, and Course Category 4. 

Note: Valid values are state-specific. See Codes. 

F Course Name 

May contain any of the following: a-z A-Z 0-9 ! @ 
# $ % & * ( ) _ ; : ' " \ / ? - 

Must be 200 characters or less 

May contain only letters, numbers, spaces, or 
punctuation 

N 

G 
Course Schedule ID/Course 
Offering ID 

Must be 25 characters or less 

Must be alphanumeric 
N 

H Course Completion Date 

Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 

Note: If you are using a spreadsheet application 
such as Microsoft Excel, do not allow leading 
zeros to be stripped from the date formatting. 
Bracket date values with apostrophe (‘) symbols to 
preserve leading zeroes, or format all cells in the 
spreadsheet as TEXT, rather than Excel’s native 
GENERAL format. 

Note: Each state has its own submission deadline 
rules regarding the maximum number of days 
after the Course Completion Date that it will 
accept course completion information. For more 
information, see State-Specific Requirements. 

Y 

I Course Hours 

Field does "double-duty": If Course Category is 
included, then value applies to the first category to 
which the course completion applies; if Course 
Category is not included, then value reflects the 
total credit hours of the course completion. 

Must be a number 

Note: Decimals are not required, but may be used 
if needed. 

Must not contain more than 6 total characters 

No more than 2 digits may succeed a decimal 
point 

Not allowed if Instructor Hours Completed is 
entered 

Note: If course completion applies to multiple 
course categories (up to 4), include additional 
course hours per additional category in Credit 
Hours 2, Credit Hours 3, and Credit Hours 4. 

Y 

J Course Address Line 1 May contain only letters, numbers, spaces, or N 
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punctuation 

K Course Address Line 2 
May contain only letters, numbers, spaces, or 
punctuation 

N 

L Course Address City 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, spaces, hyphens, or 
periods 

N 

M Course Address State Must be a valid 2-letters state abbreviation N 

N Course Address Zip Code 

Must be between 2 and 10 characters 

Must not contain consecutive symbols 

May contain only digits, hyphens, or spaces 

N 

O Student First Name 

Must be between 2 and 25 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

P 
Student Middle Name/Student 
Middle Initial 

May provide either full Student Middle Name or 
Student Middle Initial. 

Note: Either middle initial or middle name could 
be accepted, depending on the state. See State 
Specific Requirements. 

If full Student Middle Name is provided it must: 

 Be between 2 and 25 characters long 

 Start with a letter 

 Not contain consecutive symbols 

 Contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

Q Student Last Name 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

R Student Email Address 
Must be 72 characters or less 

Must be a valid email address 
N 

S Student License Type 
Must contain only letters and digits 

Must be 10 characters or less 
N 
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T Student Birth Date 
Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 
N 

U 
Student SSN 

  

Must contain 4 or 9 digits, or in the following 
format: ###-##-#### 

Must be between 4 and 11 characters long 

May contain only numeric digits and dashes. 

Note: Either a nine-digit SSN or the last four digits 
of the SSN may be accepted, depending on the 
state. Dashes are not required but may be used. 
See State Specific Requirements.   

N 

V Student NPN Must be 10 digits or less N 

W Student License Number 
Must be alphanumeric 

Must be 15 characters or less 
N 

X Student State ID 

Must be alphanumeric 

Must be 20 characters or less 

Note: Often student license number or state code 
is used. 

N 

Y Student Smart ID 

Must be alphanumeric 

Must be 20 characters or less 

Note: A “Smart ID” can be NPN or License 
Number. 

N 

Z Instructor Hours Completed 

Must be a number 

Must not have more than 5 total digits 

No more than 2 digits may succeed a decimal 
point 

Not allowed if Course Hours is entered 

N 

AA Student Address Line One 
May contain only letters, numbers, spaces, or 
punctuation 

N 

AB Student Address Line Two 
May contain only letters, numbers, spaces, or 
punctuation 

N 

AC Student Address City 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, spaces, hyphens, or 
periods 

N 

AD Student Address State Must be a valid 2-letters state abbreviation N 

AE Student Address Zip Code Must be between 2 and 10 characters N 
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Must not contain consecutive symbols 

May contain only digits, hyphens, or spaces 

AF Instruction Method Code 

Must be a valid 1-letter Instruction Method Code. 
Valid values: 

 C = Classroom 

 S = Self-Study 

 B = Both (classroom and self-study) 

 R = Self-Study - Correspondence 

 I = Self-Study - Internet 

Note: Not all code values are allowed in all states. 
For more information, see State-Specific 
Requirements 

N 

AG Course Begin Date 
Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 
N 

AH Course Begin Time 

Must be 5 characters or less 

Must be a in the format HH:MM. For example, 
08:30, and 18:30 are valid values. 

May contain only letters, numbers, spaces, or 
punctuation 

N 

AI 
Course End Date 

  

Must be in the format MM-DD-YYYY 

Must contain a valid month, day, and year 
N 

AJ 
Course End Time 

  

Must be 5 characters or less 

Must be a in the format HH:MM. For example, 
08:30, and 18:30 are valid values. 

May contain only letters, numbers, spaces, or 
punctuation 

N 

AK Provider Phone Number 

Must be in the format ###-###-#### or 
########## 

Note: Dashes are not required but may be used. 

N 

AL 
Provider Authorized Rep First 
Name 

Must be between 2 and 25 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 
hyphens, apostrophes, or periods 

N 

AM 
Provider Authorized Rep Last 
Name 

Must be between 2 and 35 characters long 

Must start and end with a letter 

Must not contain consecutive symbols 

May contain only letters, commas, spaces, 

N 
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hyphens, apostrophes, or periods 

AN Provider Course ID 

An identifier that a provider assigns to a course. 

Must be 25 characters or less. 

Note: Do not confuse Provider Course ID with 
Course ID. Provider Course ID is provider-
assigned; Course ID is state-assigned. 

N 

AO Carrier Name 

The name of a carrier for which a product-specific 
training (PST) course was designed. 

Must be 100 characters or less. 

N 

AP Course Type 

Type of education course completed. 

Valid values: 

 CE 

 PST 

Default is 'CE'. 

N 

AQ Submit to State? 

Indicates whether a course completion should be 
submitted to the department of insurance in the 
state identified in the State field. 

Valid values: 

 Y: Yes 

 N: No 

Note: If the value of the Course Type field is 
"PST," then "Submit to State?" must be 'N' 

N 

AR Course Category 2 

To reflect a course completion applying to two 
course categories, may be included in addition to 
Course Category 

Must contain only letters and digits. 

Must be 10 characters or less 

Note: Valid values are state-specific. See Codes. 

N 

AS Credit Hours 2 

May be included in addition to Course Hours or 
Instructor Hours Completed 

If reflecting instructor hours, must not exceed 
instructor hours allowed by state for Course 
Category 2 

Must be a number 

Note: Decimals are not required, but may be used 
if needed. 

Must not contain more than 6 total characters 

No more than 2 digits may succeed a decimal 
point 

N (Y, if 
Course 
Category 
2 is 
included) 
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AT Course Category 3 

To reflect a course completion applying to three 
course categories, maybe added in addition to 
Course Category and Course Category 2. 

Must contain only letters and digits. 

Must be 10 characters or less 

Note: Valid values are state-specific. See Codes. 

N 

AU Credit Hours 3 

May be included in addition to Course Hours or 
Instructor Hours Completed 

If reflecting instructor hours, must not exceed 
instructor hours allowed by state for Course 
Category 3 

Must be a number 

Note: Decimals are not required, but may be used 
if needed. 

Must not contain more than 6 total characters 

No more than 2 digits may succeed a decimal 
point 

N (Y, if 
Course 
Category 
3 is 
included 

AV Course Category 4 

To reflect a course completion applying to four 
course categories, maybe added in addition to 
Course Category, Course Category 2, and Course 
Category 3. 

Must contain only letters and digits. 

Must be 10 characters or less 

Note: Valid values are state-specific. See Codes. 

N 

AW Credit Hours 4 

May be included in addition to Course Hours or 
Instructor Hours Completed 

If reflecting instructor hours, must not exceed 
instructor hours allowed by state for Course 
Category 4 

Must be a number 

Note: Decimals are not required, but may be used 
if needed. 

Must not contain more than 6 total characters 

No more than 2 digits may succeed a decimal 
point 

N (Y, if 
Course 
Category 
4 is 
included 
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Account Information 

Maintain User Profile 

Use the Maintain User Profile page to view or update an Education Provider Services subscriber 
representative user account, change a system password, or maintain account security permissions. 
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To open the Maintain User Profile page, in the Online Services panel, click Administration. 
The Administration Menu will open. Then, choose one of the following: 

 To update your own user account, in the Account Management section of the Administration 
Menu click the Maintain User Profile link 

 To update another user's account, click the user's Name link on the Maintain Subscriber 
Representative page. 

The Maintain User Profile page contains the following sections: 

Account Information 

Fields and controls include the following: 

 Subscriber Rep ID: Required. Read only. Displays the system identifier of the user 
whose account information you are reviewing or updating. 

 Last Name: Required. Update the user's last name. 

 First Name: Required. Update the user’s first name. 

 Middle Name: Update the user's middle name. 

 Title: Update the user's business title. 

 Login Name: Required. Read only. Displays the system-validated user name. The user 
name cannot be modified. 

 Old Password: Enter your current, valid password. 

 New Password: Enter a new password that complies with your organization's chosen 
password requirements. For more information, see Maintain Password Parameters. 

 Confirm New Password: Re-enter the password you entered in the New Password 
field. 

 Business Telephone: Required. Update the user’s phone number at his or her desk. 

 Business Extension: Update the user's phone extension at his or her desk. 

 Business Fax: Update the user's fax number. 

 Email Address: Required. Update the user's business email address.  

 Administrator?: To allow the user only to use system services, click the No radio 
button. To grant the user administrator permissions, including the ability to create, 
modify, and delete user accounts, click the Yes radio button. (The default is No.) 

 Cost Center: Not functional in Education Provider Services. 

 Authorized Services: Not functional in Education Provider Services. 

 Click here to maintain your cost centers: Not functional in Education Provider 
Services. 

 Click here to view your organizations: Not functional in Education Provider Services. 

Page Controls 

Fields and controls include the following: 

 Submit: Click to save the updated user information to the system. If all required 
information was entered and all information is valid, the Maintain User Profile page 
will refresh and display a message confirming the successful account creation. 



Education Provider Services User Guide 

 Page 114 © 2016 Vertafore, Inc. 

 Add Another: Click when you have saved updated user information and wish to keep 
the Maintain User Profile page open for the purpose of adding or updating another 
user. 

 Cancel: Click to open the Administration Menu. 

To perform related tasks, review the following instructions: 

Updating a User Account 

You can make changes to certain information in a Education Provider Services user account, 
including your own account. 

All changes are optional, except that you may be required by your organization's business rules to 
change your password. Some information is system-protected or configured by your administrator 
and therefore is display only. 

Use the following steps: 

1. In the Last Name field, update the user's last name. 

2. In the First Name field, update the user's first name. 

3. In the Middle Name field, update the user's middle name. 

4. In the Title field, update the user's business title. 

5. In the New Password field, enter a new password for the user that complies with your 
organization's chosen password requirements. For more information, see Maintain 
Password Parameters. 

6. In the Confirm New Password field, re-enter the password you entered in the New 
Password field. 

7. In the Business Telephone field, update the user's phone number. 

8. In the Business Extension field, update the user's phone extension. 

9. In the Business Fax field, update the user's fax number. 

10. In the Email Address field, update the user's business email address. 

11. Click the Submit button to save the updated information to the user's user account. If you 
are changing a user's password, the Admin Authorization Required popup will display. 
Proceed to step 16. If you are changing any user information other than the user's 
password, and if all required information was entered and met system validation, the 
Maintain User Profile page will refresh and display a message confirming the successful 
account update. Proceed to step 18. 

12. In the Admin Authorization Required popup, enter your own Education Provider 
Services password. 

13. Click the Submit button on the Admin Authorization Required popup. The popup will 
close, and the Maintain User Profile page will refresh and display a message confirming 
the successful account update. 

14. To return to the Administration Menu, click the Cancel button. 

Changing a Password 

Password changes occur under two scenarios: 

Changing a Password When Required 

Depending on your company’s or organization’s configuration of Education Provider 
Services, you may be required to change your “starter” password (the password the 
administrator set when he or she created your user account) the very first time you log onto 
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Education Provider Services. You may also be required to change your password after 
certain intervals of time (for example, every 90 days), based on your organization’s 
password-aging requirements. 

When you are required by your organization's password change requirements, instead of 
the Main Page the Maintain SIRCON Password page will display when you successfully 
log onto Education Provider Services. 

Use the following steps: 

1. In the Old Password field, enter your current, valid password. Note: Use the 
password you just used to log in to the system. 

2. In the New Password field, enter a new password that complies with your 
organization’s password requirements. For more information, see Maintain 
Password Parameters. 

3. In the Confirm New Password field, enter the password you entered in the New 
Password field. 

4. Click the Submit button. 

5. The system will record your new password, and the Education Provider Services 
main page will open. The next time the user logs in to Education Provider Services, 
the user must use the new password. 

Changing a Password Voluntarily 

A user may wish to change a password voluntarily at any time. 

Use the following steps: 

1. In the Old Password field, enter your current, valid password. 

2. In the New Password field, enter a new password that complies with your 
organization's password requirements. For more information, see Maintain User 
Profile and Maintain Password Parameters. 

3. In the Confirm New Password field, re-enter the password you entered in the New 
Password field. 

4. Click the Submit button to save your new password. 

5. The Maintain User Profile page will refresh and display a message confirming the 
successful account update. 

6. To return to the Administration Menu, click the Cancel button. The next time the 
user logs in to Education Provider Services, the user must use the new password. 

Notes 

A password set on the Maintain User Profile page in Education Provider Services will apply to all 
Vertafore Sircon applications, including Producer Manager and Producer Express.  

Some fields and controls on the Maintain User Profile page are available only to users 
with administrative permissions. 

The user permission to set "ad hoc" cost centers at transaction run-time is configured on the Maintain 
Subscriber Cost Center page. If the permission is disabled, costs for all transactions and other fee-
based activities must be assigned to a pre-defined cost center. 

If you are a user with administrative permissions and are resetting another user’s password, after you 
click the Submit button, the Admin Authorization Required popup box will open. To verify your system 
administrator credentials, enter your own password in the field, and then click the Submit button on the 
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popup box. The popup box will close, and the Maintain User Profile page will confirm the successful 
update of the user's account. 
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Appendix A: State-Specific 
Requirements 

The following are state-specific course completion upload file validation requirements: 

Note: Any data included in an Optional Field will be passed to and accepted by the state. Data in any 
field not identified as either a Required Field or an Optional Field will be ignored by the state. 
Submission Deadline represents the maximum number of days after the Course Completion Date that 
a state will accept course completion information. 

State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Alabama 

 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  

  10 

Alaska 

Provider ID  

Provider Name  

Course ID  

Course Name  

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student NPN 

Student Middle 
Name 

Student License 
Type 

Student License 
Number 

Instructor Hours 
Completed is 
required for the 
course instructor. 

10 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Arizona 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student First Name 

Student License 
Number 

Student Middle 
Name 

  30 

Arkansas 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student License 
Number OR Student 
NPN 

Student Middle 
Name 

License Type 

  20 

California 

Provider ID 

Provider Name 

Course ID 

Course Name 

Instruction Method 

Student License 
Number OR Student 
SSN 

Student Middle 
Name 

Instruction Method 
valid values: 

 C 
(Classroom) 

 S (Self-
Study) 

If Instruction Method 
value is C, the 
following fields are 
required: 

 Course 
Address Zip 
Code 

 Course 
Start Date 

 Course 
Start Time 

30 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Colorado 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name   160 

Connecticut 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

Course Schedule ID   46 

Delaware 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  30 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

District of 
Columbia 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  3 

Florida 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Schedule ID 

Course Hours 

Course Completion 
Date 

Course End Date 

Student Last Name 

Student First Name 

Student License 
Number OR Student 
SSN 

Student Middle 
Name 

Instruction Method 
valid values: 

 C 
(Classroom) 

 S (Self-
Study) 

Student Student 
State ID is required 
for the course 
instructor. 

20 

Georgia 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name   270 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Hawaii 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student License 
Number (Note: Must 
be the Hawaii 
Vendor ID) 

Student Middle 
Name   15 

Idaho 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

Course Schedule 

Course Category is 
required for the 
course instructor. 

Instructor Hours 
Completed is 
required for the 
course instructor. 

60 

Illinois 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  10 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Indiana 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number or Student 
SSN or Student 
NPN 

Student Last Name 

  

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

15 

Iowa 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  10 

Kansas 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  30 



 Education Provider Services User Guide 

© 2016 Vertafore, Inc. Page 123  

State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Kentucky 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Instruction Method 

Student Last Name 

Student First Name 

Student License 
Number OR Student 
NPN 

Student Middle 
Name 

Instruction Method 
valid values: 

 C 
(Classroom) 

 S (Self-
Study) 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Address 
Line 1 

 Course 
Address 
City 

 Course 
Address 
State 

 Course 
Address Zip 
Code 

 Provider 
Authorized 
Rep First 
Name (Must 
be 
instructor's 
first name) 

 Provider 
Authorized 
Rep Last 
Name (Must 
be 
instructor's 
last name) 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
optional: 

 Course 
Address 
Line 2 

30 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Louisiana 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number 

Student Middle 
Name 

License Type 

  60 

Maine 

Provider ID 

Provider Name 

Course ID 

Course Name 

Instruction Method 
must be ‘C’, ‘R’, or ‘I’ 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student License 
Number OR Student 
SSN 

    30 

Maryland 

Provider ID  

Provider Name  

Course ID  

Course Name 

Course Completion 
Date  

Student Last Name 

Student Smart ID 

Course Schedule 
ID/Course Offering 
ID 

Student Middle 
Name 

Course Category is 
required for the 
course instructor. 

Instructor Hours 
Completed is 
required for the 
course instructor. 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/Course 
Offering ID 

15 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Massachusetts 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student License 
Number 

Student Middle 
Name 

  30 

Michigan 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student License 
Number 

Student First Name 

Student Middle 
Name 

  30 

Minnesota 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name 

  

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

730 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Mississippi 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name 

Course Schedule ID 
  160 

Missouri 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  30 

Montana 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student License 
Number 

Instructor Hours 
Completed is 
required for the 
course instructor. 

30 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Nebraska 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student License 
Number OR Student 
NPN  

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN  

  30 

Nevada 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name 

Course Schedule ID 
  90 

New Hampshire 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  15 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

New Jersey 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

Instruction Method 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
optional: 

 Course 
Start Date 

 Course 
Start Time 

 Course Zip 
Code 

  720 

New Mexico No CE       

New York 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student First Name 

Student License 
Number 

Student Middle 
Name 

  30 

North Carolina 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student NPN 

 

If the Instruction 
Method value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/Course 
Offering ID 

15 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

North Dakota 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  15 

Ohio 

Student State ID 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student NPN 

  

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

160 

Oklahoma 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

Student NPN 

  10 



Education Provider Services User Guide 

 Page 130 © 2016 Vertafore, Inc. 

State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Oregon 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number OR Student 
SSN 

Student First Name 

Student Middle 
Name 

Student License 
Type 

  15  

Pennsylvania 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

  

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

Course Category is 
required for the 
course instructor. 

Instructor Hours 
Completed is 
required for the 
course instructor. 

160 

Rhode Island 

Provider ID 

Provider Name 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  20 



 Education Provider Services User Guide 

© 2016 Vertafore, Inc. Page 131  

State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

South Carolina 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student First Name 

Student License 
Number 

Student Middle 
Name 

  30 

South Dakota 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

  

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

Course Category is 
required for the 
course instructor. 

Instructor Hours 
Completed is 
required for the 
course instructor. 

15 

Tennessee 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student NPN OR 
Student License 
Number 

Student First Name 

Student Middle 
Name 

Student License 
Type 

Student SSN 

  30 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Texas 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number 

Course Schedule ID   731 

Utah 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student License 
Number OR Student 
SSN OR Student 
NPN 

Student Last Name 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 
required: 

 Course 
Schedule 
ID/ Course 
Offering ID 

Course Category is 
required for the 
course instructor. 

Instructor Hours 
Completed is 
required for the 
course instructor. 

500 

Vermont 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

    31 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Virginia 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student Smart 
Identifier 

    21 



Education Provider Services User Guide 

 Page 134 © 2016 Vertafore, Inc. 

State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

Washington 

Provider ID 

Provider Name 

Course ID 

Course Name 

Instruction Method: 
Must be ‘C’, ‘S’ or 
‘B’ 

Course Completion 
Date 

Student Last Name 

Student First Name 

Student License 
Number 

Course Begin Date 

Student Middle 
Name 

Course Hours 

Course Category 

If Instruction Method 
value is C 
(Classroom), the 
following fields are 

required: 

 Course 
Address 
Line 1 

 Course 
Address 
Line 2 (if 
applicable) 

 Course 
Address 
City 

 Course 
Address 
State 

 Course 
Address Zip 
Code 

 Provider 
Authorized 
Rep First 
Name (Must 
be 
instructor's 
first name) 

 Provider 
Authorized 
Rep Last 
Name (Must 
be 
instructor's 
last name) 

Instructor Hours 
Completed is 
required for the 
course instructor. 

10 
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State Name Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

West Virginia 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Course Hours 

Student Last Name 

Student First Name 

Student License 
Number 

Student Middle 
Name 

  30 

Wisconsin 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

    180 

Wyoming 

Provider ID 

Provider Name 

Course ID 

Course Name 

Course Completion 
Date 

Student Last Name 

Student License 
Number OR Student 
NPN 

    60 
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Appendix B: Product-Specific 
Requirements 

The following are product-specific course completion upload file validation requirements: 

Course Type Required Fields Optional Fields 
Conditional 
Requirements 

Submission 
Deadline (in days) 

PST 

Course Type 

Provider Course ID 

Course Category 

Course Hours 

Course Completion 
Date 

Student Last Name 

Student First Name 

Student NPN OR 
Student License 
Number 

Submit to State? 

Carrier Name 

Course Type value 
must be PST. 

Submit to State? 
 value must be N. 

N/A 
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Appendix C: Codes 

The following lists the valid values for specified data types in a course completions upload or request file 
and their definitions. 

Course Category Code/Instructed Category Code 

Code Value Definition 

AH Accident & Health 

AHADJ Accident & Health Adjuster 

AHDIS Accident & Health Including Disability 

ALL All 

ANNC Annuity – Classroom 

ANNCS Annuity – Company Sponsored 

ANNCSDL Annuity – Company-Sponsored Distance Learning 

ANNDL Annuity – Distance Learning 

ANS Annuity Suitability Training 

CAS Casualty 

CASO Casualty Only 

CS General – Company-Sponsored 

DL General – Distance Learning 

ETH Ethics 

ETHCL Ethics – Classroom 

ETHCS Ethics – Company-Sponsored 

ETHCSDL Ethics – Company-Sponored Distance Learning 

FCL Flood – Classroom 

FCS Flood – Company-Sponsored 
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Code Value Definition 

FCSDL Flood – Company-Sponsored Distance Learning 

FDL Flood – Distance Learning 

FLOOD Flood 

GEN General – Classroom 

GENCSDL General – Company-Sponsored Distance Learning 

HLTH Health 

HC Health & Casualty 

HP Health & Property 

HPC Health, Property and Casualty 

LAH Life, Accident & Health 

LAHPC Life, Accident Health P&C 

LI Life 

LC Life & Casualty 

LH Life & Health 

LHC Life & Health, Casualty 

LHP Life, Health & Property 

LMPC LTC/MA/PT – Classroom 

LMPCS LTC/MA/PT – Company-Sponsored 

LMPDL LTC/MA/PT – Distance Learning 

LPC Life, Property and Casualty 

LP Life & Property 

NA Not Applicable 

OTHR Other 

PC Personal P&C 

PCADJ Property & Casualty Adjuster 

PPC Property & Casualty 
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Code Value Definition 

PROP Property 

TI Title 

TIETH Title Ethics 

WC Workers’ Compensation 

WCADJ Workers’ Compensation Adjuster 

State Codes 
AK: Alaska 

AL: Alabama 

AR: Arkansas 

AS: American Samoa 

AZ: Arizona 

CA: California 

CO: Colorado 

CT: Connecticut 

DC: District of Columbia 

DE: Delaware 

FL: Florida 

GA: Georgia 

GU: Guam 

HI: Hawaii 

IA: Iowa 

ID: Idaho 

IL: Illinois 

IN: Indiana 

KS: Kansas 

KY: Kentucky 

LA: Louisiana 

MA: Massachusetts 

MD: Maryland 

ME: Maine 

MI: Michigan 
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MN: Minnesota 

MO: Missouri 

MS: Mississippi 

MT: Montana 

NC: North Carolina 

ND: North Dakota 

NE: Nebraska 

NH: New Hampshire 

NJ: New Jersey 

NM: New Mexico 

NV: Nevada 

NY: New York 

OH: Ohio 

OK: Oklahoma 

OR: Oregon 

PA: Pennsylvania 

PR: Puerto Rico 

RI: Rhode Island 

SC: South Carolina 

SD: South Dakota 

SK : Saskatchewan 

TN: Tennessee 

TX: Texas 

UT: Utah 

VA: Virginia 

VI: U.S. Virgin Islands 

VT: Vermont 

WI: Wisconsin 

WV: West Virginia 

WY: Wyoming  
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Appendix D: Document History  

Version Update Date  Author/Editor Revisions Comments 

15.2.2 4/12/2013 Mark Nowlin Update Submission 
Deadline for DC 

DOC-903 

15.3 5/6/2013 Mark Nowlin Added new State-
Specific Reqs for 
Montana 

DOC-919 

15.3.1 5/7/2013 Mark Nowlin Split basic Course 
Completion File 
Layout between 
non-Smart ID and 
Smart ID states 

DOC-918 

15.3.2 6/11/2013 Mark Nowlin Updated State-
Specific Reqs 
section with new 
Virginia submission 
deadline.  

DOC-940 

15.6 1/8/2014 Mark Nowlin Added new State 
Specific Reqs for 
Alaska 

DOC-991 

15.6.1 2/11/2014 Mark Nowlin Added new State 
Specific Reqs for 
Wyoming 

DOC-1003 

16.0 1/6/2015 Mark Nowlin Added new State 
Specific Reqs for 
Arkansas; updated 
format to new 
Vertafore corp reqs 

DOC-1061 

 

 

  

16.1 2/18/2015 Evan Nowlin Updated State-
Specific Reqs 
section with new 
Maryland 
submission 
deadline. 

DOC-1064 

16.2 4/20/2015 Mark Nowlin Updated Course 
Category/Instructed 
Category Codes 

DOC-1090 

16.2.1 6/11/2015 Mark Nowlin Updated State-
Specific Reqs 
section: Removed 
Student State ID as 

DOC-1101, RCS-
4307 
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Version Update Date  Author/Editor Revisions Comments 

req'd field for all 
states except Ohio 

16.3 6/11/2015 Mark Nowlin Updated State-
Specific Reqs 
section to update 
Maryland 
requirements  

DOC-1106 

16.3.1 6/25/2015 Evan Nowlin Added Instructor 
Maintenance 
section  

DOC-1065 

16.3.2 9/25/2015 Evan Nowlin Added Annuity 
Suitability code to 
Course Category 
Codes section 

DOC-1112 

16.5 2/23/2016 Mark Nowlin Added provider 
self-signup section 

DOC-1123 

16.8 8/23/2016 Mark Nowlin Moved Document 
History section to 
Appendix D 

Made separate 
appendices of 
state- and product-
specific 
requirements and 
codes. 

Added file type 
support for course 
applications. 

DOC-1181 

 


