
Process for creating traditional (live) application 
 

1. Open the pull-down list to select the sponsor for which the application is being 
submitted. 

 
Identify on behalf of which sponsor the application is being submitted (click on blue 
magnifying glass to the right of the sponsor box) 

 
Click on the sponsor name and then click on Start New CRCE application button. 

 
 

 
 
 
 
 
 
 



2. The left menu of the start page allows you to jump from area to area when you are 
finished. However, it will not allow you to move to a later position without completing 
the areas before. On this page, fill out the following information: 

a. Title of the learning activity 
b. The fact that it is a traditional activity 
c. What type of activity will take place 
d. Can the learner earn partial credit, or do they have to attend the entire event? 
e. Where is the event occurring? 
f. The date on which learning activity will start 
g. A tax-exempt number, if the organization is a non-profit 

 
When you are finished with this page, click the blue “save and next step” button. 
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3. Type the purpose and goal of the learning activity into the text box and click the blue 
“save and next step” button. 

 
 

4. To add a new planning committee member, click the blue “search our database to add a 
new committee member” button. If your committee member is not found in the system, 
click the gray “add new person to our system.” 

 
 
 

 



5. To add a committee member, type the name of the person in the “look up committee 
member” box. Please enter in the “last name, first name” format. If you don’t find the 
person on the first attempt, please try variations (i.e. William for Bill) before you add a 
new person to the database. (Please also pause after typing name; search may take a 
minute.) 

 
 

6. Enter the person’s job title in the next box. 

 
 
 



7. Enter the planning committee member’s information in the entry form. 
a. Employment title 
b. Role: committee member, key contact, or both 
c. Expertise 
d. Conflict of interest and, if any questions are affirmative, what type of conflict 

 

 

 



 

 
 

Click the blue “save” button when you are finished. Repeat steps 7 and 8 for additional 
planning members. 
 
 
 
 
 
 



8. If you need to add a new person to the system, click the gray “add a new person to our 
system” button. 

 
9. Complete the required information for the new person. 

 
When you are finished, click the blue “save and return to planning committee page” 
button. Follow steps 4-7 to attach the newly added committee member to the 
application. 



10. When you have added all of the planning committee members, click the blue “save and 
next step” button. 

 
 

11. Identify how the need for the activity was assessed and click the blue “save and next 
step” button. 

 



12. Identify the target audience and then click the blue “save and next step” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



13. Identify whether or not the learning activity has commercial support. If no, click the 
“no” option and then click the “save and next step” button. If yes, click the “yes” option 
and complete the remaining information. 

a. Who provided the commercial support 
b. How the learners will be notified of the commercial support 
c. Agree with the prevention of bias statement 
d. Agree with the lack of influence statement 

 

 
When you are finished, click the blue “save and next step” button. 
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14. To add a new presenter, click the “search for new presenter” button. 

 
 

15. Search for in the same way you searched for committee members (steps 5-7). Type the 
name of the person in the “look up committee member” box. Please enter in the “last 
name, first name” format. If you don’t find the person on the first attempt, please try 
variations (i.e. William for Bill) before you add a new person to the database. Enter the 
presenter’s work title, expertise, and identify any conflicts of interest. (Please also pause 
after typing the presenter’s name; search may take a minute.) 

 
When you are finished, click the blue “save” button. 



16. If you need to add a new person to the system, follow steps 8-10. 
17. If you need to add more than one presenter, follow step 15. 
18. When you are finished adding presenters, click on the blue “save and next step” button. 

 
 

19. To add a new session of the learning activity, click “add new session.”  

 



20. On the entry form, enter the title of the sessions, the activity date, the start and end 
time, and the content area. You will also enter the learning objectives for that session 
and the learning objectives. We recommend leaving “break length” empty unless this 
is a long session with breaks in the middle. Click the blue “save” button when you are 
finished. 

 

 
Repeat steps 19 and 20 to add additional modules 



 
21. To attach a presenter or author to a module, click the “attach presenter” link next to the 

desired module. 

 
 

22. The page will refresh, and a new attach presenter module will appear. Click on the blue 
“attach a presenter to the session button.” 

 
23. Click on the small arrow next to the word “all” to bring up a list of all people associated 

with the application and select the presenter to the CRCE session. Click the blue “save” 
button when finished. Repeat for all modules. 

 
 

24. Repeat steps 19-23 to add additional modules and/or presenters. Click the blue “save 
and next step” button when finished. 

 
 
 
 
 
 
 
 



25. If the information is correct, click the blue “save and next step” button. 

 
 
 
 

26. Enter the requested number of contact hours for the learning activity and click the “save 
and next step” button. 

 
 
 
 
 
 
 
 
 
 



27. Identify how the program will be evaluated and what post test score is necessary for 
successful completion of the course. When finished, click the blue “save and next step” 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



28. Complete the program participation areas: 
a. How will you verify participation? 
b. How will you identify successful completion? 
c. How will you inform the learner about criteria for successful completion? 
d. Agree to upload a certificate of completion in the uploads section 

 
When you are finished, click the blue “save and next step” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 



29. Identify how the learning activity will be marketed. When you are finished, click the blue 
“save and next step” button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



30. Upload all necessary documents on this page. To upload a document, click the blue 
“upload document” button. For a traditional course, required elements include: 

a. Evaluation form 
b. Certificate of completion 

 
31. Enter the title of the document and then click on the “browse” button to find the 

document on your computer. Click “ok” when the document is attached.  

 
32. Repeat steps 30-31 for additional documents. 

 
 
 



33. When all documents are uploaded, verify that all statements are true and click the blue 
“save and next step” button. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 



34. Verify that you are willing to conduct the sponsor responsibilities, agree to complete the 
post activity report, and click the blue “save and next step” button. 

 

 
 
 



35. If you will be offering the live event again after the first activity date, you can apply for a 
future date for the exact same event. Note: If the activity changes at all (objectives, title, 
presenter), a new application must be submitted. To add a new date, click on the blue 
“add new date” button. 

 
36. Enter the information for each subsequent date the program will be offered and click 

the blue “save” button when finished. Repeat this process for every subsequent date. 
You may also return to this application after it has been approved to add repeat 
program dates. 

 



37. Review application for accuracy, go back to any area that needs edits, and when you are 
finished, agree that the application is complete and accurate and click the blue submit 
application button. 

 
 
 
 

 
38. The system will redirect to the payment screen.  


