Guidelines for Renewing a Course

If you will be renewing a course/s in response to the 2016 course deactivation notice, please note the

following:
* % % %

Courses submitted for Sustainable Design (SD) credit originally CANNOT be renewed. If
you are still offering these courses, you must enter an entirely new course with either LU
or LU/HSW credit designation. We apologize for the inconvenience.

% %k %k k

Course Deactivation Schedule — August 30, 2016 — all courses with
expiration dates earlier than March 30, 2016

Finding your Courses — Running the ALL ACTIVE Courses Report
To determine if you have courses eligible for deactivation, please run the ALL Active Courses report.

e login to the Discovery homepage.
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e C(Click Admin Menu in the upper right.
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e C(Click the Reports item in the upper red menu bar.

e C(Click Go next to the All Active Courses report.
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Courses Report Attendance Reports

Shared Reports
Select the report you wish to run
Click the "Go" button to run reports. You may also wish to export or print reports.

Title Public Description Created Owner

This report displays = list
ofapproved courses offered
by your erganization, with
desaiption, Leaming
Cbjectives and Expiration
date.

All Active courses report 10/110/2012 Katherine Gupman Run v Go »

This report provides a list of
View Member Attendance users who attanded courses  10/12/2010 Operitel Admin Aun v Go b
offered by your organization

e Input your provider number and click Run Report.
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Cour:

Report Attendanc

Report:

Shared Reports

All Active courses report

Selact the report criteria. Please nots that the more fields that are fillad in, faster results are yisl

Delivery Provider Code (equal to): 40107376

H10% v

e Your report will generate on the screen.

e You can click the Raw Export button at the top of the report and follow the dialogs to
have the courses exported into an Excel compatible format.
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Courses

Report Attendance

Shared Reports

Building

Raw Export

All Active courses report

Delivery Frovider Code40107376

Criteria: Course Active>T"
Session - Course Approval Workflow Status D'

Provider Neme Provider Code Course Number  Course EID Course Title Learning Objective 1

IEMSI 40107378 IEM1001 40107378-IEM1001 Resilient Flooring for Healtheare. List the requirements of = hesltheare flocring system, and desaribe how they can make a positive contribution to the healthcare environment

IEMSI 40107378 IEM1002 40107376-EM1002 Gen ¥ This is Not Your Mother's Kitchen Define Gen ¥ members as a group, outlining their mekeup, views on marisge and fsmily, personsl characteristics, and social ills

IEMSI 40107376 IEM1002 40107278-[EM1003 Gen Snift: Lifestages Redsfining the Kitchen Space Describe the Baty Boomer, Gen X and Gen ¥ tneir d unique:

IEMSI 40107378 IEM1004 40107376-[EM1004 Aarylic Specialty Produds: Inspirations! Design Solutions Discuss the charadieristics and benefits of aoylic and aoylicsheet

IEMSI 40107376 IEM1005 40107278-[EM1005 Sustsinable Design With Recycled Rutber Surfaces Compare natural rusber in terms of their d processes and defend the argument that using reoy

IEMSI 40107376 IEM1008 40107378-[EM1006 Lsminated Veneer Bamboo: Structural and Curisin Wall Applications Identify and compare the inherent performance properties of five commen building materials

IEMSI 40107376 IEM100T 40107376-[EM1007 Building Green Intesiors With Wood Products explain why using real hardwosd in = building project is = sustainable cheice throughout all the stages of the products life cycle.

IEMSI 40107378 IEM1008 40107378-EM1008 SBS Modified Asphalt Roofing and Underlsyment Systems State the purpase of madifying the asphalt and describe the differences between APP and SBS modified ssphalt rasfing membranes (SMAM)

IEMSI 40107376 IEM1008 40107376-[EM1009 Water delivery salutians for green building Argue the need for green building practices frem both an envirenmental and economic perspective, -

IEMSI 40107378 IEM1010 40107378-EM1010 ADA-Compliant Plumbing Products for Accessible Kitchens and Baths Lesrn about the history of the Americans with Disabilities Act (ADA)

IEMSI 40107376 IEM10U 40107376-IEM1011 Factory Prefinishing of Exterior Building Msterisls Identify @ number of reasens for early exterior paint failure, and desaibe metheds for eliminating these risks

IEMSI 40107378 IEM1012 40107378-IEM1012 Cellulose Insulstion: The Versatile and Sustainsble Salution desaribe cellulese insulstion, its components, installation methads, and genersl benefits

IEMSI 40107376 IEM1013 40107376-[EM1013 Managing Daylight with Automated Solar Cantrol discuss the benefits of natural light and how it can be maximizad and contrelled to enhance the personal comfort of the building cocupants

IEMSI 40107376 IEM1014 40107376-[EM1014 Laminated Veneer Grade Dasign Discuss iteria for intericr grade building materials Compars the performance and sustainability of over ten intericr grade bu\lﬂﬁ‘z‘

<] |
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The relevant piece of information in the report is in the second to last column: Course
Expiration Date.
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Courses Report Attendance Reporis

Shared Reports

[+]

Course Format Course Credit Hours Credit Designation Course Approval Workflow Status Course Activation Dat

Instructor-led face-to-face 1.00 LUHSW 4 05/20/2012 Yes
Instructor-led face-to-face 1.00 w 2 05/30/2012 05/30/2015
Instructor-led face-to-face 1.00 LU 4 05/20/2012 05/20/2015

s and relste them to case studies where certification was achieved. Instructor-led face-to-face 1.00 LUHSW|SD 2 05/30/2012 05/30/2015
Instructor-led face-toface 1.00 LUHSW|SD 4 08/25/2012 08/28/2015

brograms thet promote sustainability and responsible forestry practices Instructor-led face-to-face 1.00 LUHSW|SD 2 06/252012 06/25/2015
Instructor-led face-to-face 1.00 LUHSW 2 07i10/2012 07/10/2015
Instructor-led face-to-face 1.00 LUHSW|SD - 1110712012 11407/2015
Instructor-led face-to-face 1.00 LUHSW 2 1110712012 1140712015
Instructor-led face-to-face 1.00 LUHSW 4 11/08/2012 11/08/2015

&3 utilizing cellulose insulstion that csn contribute to and sssist with globsl green building programs.  Instructor-led face-to-face 1.00 LUHSW 2 04/03/2013 041022018 s
Instructor-led face-to-face 1.00 LUHSW 4 04/10/2013 04/08/2018 Yes
Instructor-led face-to-face 1.00 LUHSW 2 04/10/2013 04/09/2018 Yas
Instructor-led face-to-face 1.00 LUHSW 4 04/10/2013 04/08/2018 Yes
Instructor-led face-to-face 1.00 LUHSW 2 05/31/2013 05/30/2018 Yas

How to renew your courses

For any courses with an expiration year of March 30, 2016 or earlier, AND which you will continue to

teach, please do the following:

Login to the Discovery homepage .
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Click Admin Menu in the upper right.

Mt

Iearnilernet e -Bex

ﬁh Edit View Favorites Tock Help
B~ B =00 s o~ Pagee Safetyw Tock= @~ | 0

% THE AMERICAN INSTITUTE
k' OF ARCHITECTS

CESDiscovery

Welcome, AlA Providers

Al 8% .\

CES P

ovider Traiming BICE Hequiremer el Starled
Ut Provices Eing s 1o 3 U5, state Heed 3
! ian licensing £l

Click the Courses item in the upper red menu bar.
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lz‘ Add New Course
TopicArea:  All -
E‘ (e EmeD Course Format:  All -
Curriculum Orientation: ~ All -
Delivery Provider Type:  All -
Delivery Provider:  All -

Course Number:
Course Name:
Keywords:

Delivery Provider Code:

Season:  All ~

Year Al 0~
Activation Status:  Active =

Approval Status: Al -

#,100%

Locate the relevant course and click on its title.
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Courses

| Course Management | Import

]

Course Approval Search

lz‘ Add New Course

Topic Area:  All -

> Approvat searcn Course Format. Al -
Curriculum Orientation: Al -

Delivery Provider Type:  All -

Deiivary Provider: Al -

Course Number:
Course Name:
Keywords:

Delivery Provider Code:

Season:  All ~
Year Al 0~
Activation Status:  Active =

Approval Status: Al -

SO0 EN1004

-EM1010

Building Green Interiors With Wood Products  JEM1007 Approved 081252012

Cellulose Insulation: The Versatile and

Sustainable Solution -0tz Approved 04/0372013
" i deri .
Factory Prefinishing of Exterior Building CEMT011 Approved P
Materials
Gen Shift | ifestanes Bedefining the Kitchen &=

#100% ~

On the left hand menu bar, click the item Course Approval Status.
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Courses Report Al
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| Course Management | Import |

Course Title: Acrylic Specialty Products: Inspirational Design

lz‘ Add New Course SOIUtlons

lz‘ Course Basics If your Course is ready to be reviewed, please update your course status to "Pending Admin Approval” and select Save “ou wil

recsive and email confirmation of this and any other status changes, including Course Approval
IZ‘ Course Additional

For step-by-step instructions click here
lz‘ Session Basics

*This is & popup. Plssss selsct CTRL while clicking

Activation Date: 05/30/2012
Expiration Date: 05/30/2015

Course Approval Status: Approved

New Course Approval Status: Approved

Additional Comments on Course Status:

Approval Status Change Date Modified By

‘Comment
Approved 05/30/2012  Tamara, Michael
Pending Admin Approval 05/24/2012  Cameren, Sharon
Draft Submission 05/24/2012  Cameron, Sharon
1

e Inthe drop down menu that lists New Status, switch it from Approved to Draft
Submission status and click Save.
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Courses Report Attendance Reports

| Course Management | Import |

Course Title: Acrylic Specialty Products: Inspirational Design
lz‘ Add New Course SOIUtions

lz‘ Course Basics If your Course is ready to b reviewed, please update your course status to "Pending Admin Approvar” and select Save. ou wil
receive and email confirmation of this and any other status changes, including Course Approval
lz‘ Course Additional
For step-by-step instructions click here

lz‘ Session Basics
Time & Resources
Approval Status

Preview Course
Settings

*This is & popup. Plssss selsct CTRL while clicking

Activation Date: 05/30/2012

ourse Approval Status: Approved

New Course Approval Status: Approved

Addtional Comments on Course Status: |Please Select
Draft Submission

Previous Save

Approval Status Change Date Modified By Comment
Approved 05/30/2012  Tamara, Michael
Pending Admin Approval 05/24/2012  Cameren, Sharon
Draft Submission 05/24/2012  Cameron, Sharon

#100% ~

Your course formation can now be edited, please update your Description, Keywords
and Learning Objectives.

If the Course Description, Keywords and/or Learning Objectives were not entered,
please update them as above.
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Report Attendanc: Reports

| Course Management | Import |

Course Title: Acrylic Specialty Products: Inspirational Design
[ ] AddHew Course Solutions

lz‘ Course Basics ‘When adding a New Course al items with red asterisks are required, when finished select Save and Continue
lz‘ Course Additional For step-by-step instructions click here

lz‘ Session Basics *This is & popup. Please select CTRL while clicking

me & Resources Course Directory —NONE-
Building Science & Performance

Approval Status Design and Design senvices
Insights
Preview Course Legal

Settings Materials & Meathat

Delivery Provider Type: aduct Manufacturer

* Delivery Provider Name:

Topic Arez

* Course, |Acry|\c Specialty Products: Inspirational Design Solutio

*Coursa N IEW1004 v 2012 -

Provides an overview of the manufacturing H

processes, features, and benefits of specialty
=crylic products that afford architects and

designers unique and inspiring design solutions

for = vide varisty of applications. =]

* Key Words (separate with c0Imas). scrylic specizlty products, multi-skinned acrylic
sheet, solid surface products, solid surface

Course Fouaat:  |ngiructor-led face-lo-face

Session Replication:

Save and Continue

ave This Course Entry And Add New Co

Return to the Course Approval Status menu and in the drop down menu that lists New
Status, switch it from Draft Submission status to Pending Admin Approval and click

Save.
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Courses Report Attendance Reports

| Course Management | Import |

Course Title: Acrylic Specialty Products: Inspirational Design

lz‘ Add New Course SOIUtlons

Iz‘ Course Basics If your Course is ready to be reviswed, please update your course status to "Pending Admin Approval® and select Save. ou wil
recsive and email confirmation of this and any other status changes, including Course Approval

lz‘ Course Additional
For step-by-step instructions click here

lz‘ Session Basics

Time & Resources
Approval Status

Preview Course
Settings

*This is & popup. Plssss selsct CTRL while clicking

Date” 05/30/2012
Expiration Date: 05/30/2015

Course Approval Status: Draft Submission

New Course Approval Status:  Draft Submission
Additional Comments on Course Status: | Please Select

Draft Submission
Pending Admin Approval

Previous Save

Approval Status Change Date Modified By Comment
Draft Submission 10/24/2014  Cameron, Sharon
Approved 05/30/2012  Tamara, Michael
Pending Admin Approval 05/24/2012  Cameron, Sharon
Draft Submission 05/24/2012  Cameron, Sharon

#100% ~

< e ™%

e Your course is now in the approval queue and will be reviewed within 5-7 business days.
You will receive a confirmation email once it has been reviewed and approved.

* % % %

Courses submitted for Sustainable
Design (SD) credit originally CANNOT be
renewed. If you are still offering these
courses, you must enter an entirely new
course with either LU or LU/HSW credit
designation. We apologize for the
inconvenience.

% %k %k k

All Courses are reviewed by AIA/CES within 5-7 business days and you will receive an e-mail notification
upon approval. You will also receive an email notification letting you know if your course requires more



information or if it was denied. The message will include the reasons why and instructions on how to
edit and resubmit your course. This information will also be available in the Comment section box in the
Approval Status tab.

Refer to the All Active Courses Report to generate a list of your courses that includes the expiration date
field.

Should you have any questions or need further assistance, please do not hesitate to contact us at 1-800-
242-3837, option 3. Or, you can email us at cessupport@aia.org.
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