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How to Submit Course Attendance by 
Course, Session or User

To Submit Attendance by Course or Session

1. Start by logging into CES Discovery with your e-mail address and password and clicking 
on the ‘Admin Menu’ link.

2. Click on the “Report Attendance” tab on main menu.  

3. Click on the second “Report Attendance” category.

4. The “Select Method” field will automatically default to course search. You can then 
search for your course by Course Title or Course Number. (Note: Please use one
method of searching for a course; either by course title or course number but not both. 
The best method of searching for a course is by course number.)
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5. Click on the “Search” button.

6. Depending on how you search on a course would determine yielded results. Click the “Sessions”
button next to the desired course, then select the date you are reporting attendance on. If you 
haven’t entered a session for that particular date, click “Add Session.”



3



4

7. Enter in the member number and click “Search.” If you do not have the member number, you
can search by first name or last name.

8. Once you have found the member in the system, click “Select.”

9. If you would like to add additional members, you can do so by repeating steps 5 and 6 until 
all AIA members are listed under the ‘Selected Users’ area.



5

10. Once you have all of the AIA members listed, click “Continue.”

11. To apply a grade to one user at a time, select the checkbox next to their name, then set the 
user’s “Date Completed,”(Date of session) “Content Completed,”(select Attended) and the 
“Grade” (Select completed) and click the “Save” button.

To apply a grade to all users, select the checkbox next to “Select All.” Then set the “Date 
Completed,” (Date session was held) “Content Completed,”(Select attended) and the “Grade”
(Select completed). Then click the “Apply” button to populate the grade to the selected users. It’s
important that you select the apply button first when applying a grade to multiple users only. Once
the grades have been populated, you must click “Save” to store the grades for the selected users.
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To Submit Attendance by User

1. Click on the “Report Attendance” tab on main menu.  Then, click the ‘report 
attendance’ link under the ‘report attendance’ tab

2. In the “Select Method” field, choose the “User Search.”
3. Enter in the member number and hit “Search.” If you don’t have the

member number, you can search by first name or last name. Depending on 
how you search on a member will determine yielded results.

4. Once you have found the member in the system click “Select.”
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5. Enter in the course number you are reporting the credit for. If you do not know the course 
number, enter in the course title

6. Once you have found the course in the system click “Sessions.”
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7. Click on the session you are reporting attendance on. 
If you haven’t entered a session for that particular date, click “Add Session”

8. You can continue to add additional courses for the selected user by repeating steps 5-7.

9. Once you have all of the sessions listed, click ”Continue.”

10. Usually, the time and date completed will be different for each session, so you will need to
set the “Date Completed”, “Content Completed”, and “Grade” fields individually. For distance
education courses you will need to enter 100 to indicate completed status for user.
Note: Once the sessions have been populated, you must click “Save” to store the grades.  Do 
not (The words DO NOT need to be bolded and capitalized for emphasis) hit “Apply” in this 
case unless you want fields to be populated with the same information for each session (See 
step 11 for details).

11. If you want to apply the same “Date Completed,” “Content Completed,” and “Grade”
you should utilize the “Select All” function at the bottom of the page. Only utilize the 
“Apply” field if you want all fields on the page to be entered the same way.  When you are 
finished, you must click “Save” to store the grades.
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12. Upon submission of credits, you should see a confirmation that credits have been successfully 
submitted.  You may view your member attendance report to confirm that these credits have saved.

If you have any questions, please contact CES Support at 1-800-242-3837, option 3 or cessupport@aia.org.




