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In 2005 the AGD began requiring PACE-approved program providers to submit continuing education credits for all AGD members directly to the AGD by fax, mail or online within 30 days using a standardized form set forth by the AGD.

In 2016 it was announced that, effective Jan. 1, 2017, providers must use AGD’s online roster to submit CE hours earned by AGD members. Providers must be logged onto the AGD website to access the online roster. 

Effective Sept. 1, 2019, AGD will only accept course rosters submitted electronically. 

Reference the information below to learn how to submit rosters of AGD members who attended your courses.


1. Log onto www.agd.org using your provider ID # as your username and your unique password.
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2. Click on the Menu.
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3. From the menu click on the “+” next to Continuing Education and then the “+” next to PACE.  Then click on PACE PROVIDER RESOURCES.
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4. Click on ONLINE ROSTER SUBMISSION FORM.
<NEED TO ADD SCREEN SHOT ONCE PAGE IS REVISED>

5. Enter information into all fields with at * next to them.  See explanation of fields below.  See field definitions and example of a completed form below. 
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FIELD DEFINITIONS:
	Field Name
	Required
	Details

	Event ID
	No
	Use ONLY if course was posted on the AGD CE Directory.  Entering the Event ID from the AGD CE Directory will populate several of the fields below.

	Contact Name
	Yes
	Name of the person to contact if there are questions about the roster.

	Email Address
	Yes
	Email of the person to contact if there are questions about the roster.  This email will also receive confirmation emails.

	Course Title
	Yes
	The name of the course as it is identified on individual attendance verification forms

	Instructor Name
	Yes
	Name of the Instructors,  limit 100 characters, recommended format is FirstName, LastName, Credential, Credential.  More than one name can be entered.

	Verification Code
	Yes
	Unique alpha/numeric codes assigned by your organization.  Verifications codes are random codes announced by program providers toward the end of each course to help verify that each participant has taken part in the entire course.  Course participants are expected to add them to their attendance verification forms.  Providers should maintain a record of verification codes assigned to each course. 

	Credit Hours
	Yes
	Total number of continuing education hours earned by participants at a course.  Note, if splitting hours between course type or subject codes, click on the Add More link to generate extra lines.   Multi-day courses should add up all hours earned and enter on the final day of the course.

	Course Type
	Yes
	Use the drop down and select the teaching method used at the course.  Choices are:
Lecture:  Live presentations intended to communicate information or teach people about a particular subject.  Lectures do not significantly involve audience participation with the exception of asking and answering questions.  Classroom courses as well as live webinars, where there are opportunities for participants to interact with instructors during the course should be coded as lecture. 

Participation: Live presentations intended to teach a particular subject, technique or skill that actively involves the audience. Participants actively manipulate dental materials and/or devices, or practice clinical skills or techniques under the supervision of a qualified instructor.  The participation activities must represent a minimum of 30% of total course time.

Self-Instruction: Continuing education courses in printed or recorded format, including audio, video, or online recordings that may be used over time at various locations.  Participants complete programs independently without an instructor present.

	Subject Code
	Yes
	A numeric code identified by AGD to classify the topic addressed during a continuing dental education course. Each AGD subject code is associated with a specific topic related to dentistry.  A list of available codes can be found at https://www.agd.org/continuing-education-events/manage-my-ce/agd-subject-codes.

	Location
	Yes
	Identify the location of the course.  Listing the City, State is sufficient, but more detail can be added at the provider’s discretion.

	Completion Date
	Yes
	The last day of a course.  Click on the calendar to select date or enter as MM/DD/YYYY

	AGD Members Number
	Yes
	Enter 6-digit AGD member ID # in a one column format:
Example:
340617
389598
300612
· The AGD recommends you ask each participant to provide this number to you.  Keep in mind AGD members are general dentists, so many participants may not be members.  If a participant is not an AGD member you do not need to submit anything to the AGD.
· If a participant indicates they are an AGD member but does not provide an ID number you can look up their name by clicking on Search Members link.  Search by LastName, FirstName
· If have saved your roster in a spreadsheet or on a table in a document, you can copy the column of AGD Member ID numbers and past it into the AGD Member Number Field.  





Example of completed form: 
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6. Once all fields are complete, click on the Continue button.


7. Check that all information entered on the completed form is correct, including the names of the participants.  
· If a participant has given you an ID number, and the system indicates they are not a member, do not delete.  It may be that their record is not yet up-to-date; the record is up-to-date the hours will show up on their record.
· If corrections are needed, click on the Edit button and make the needed corrections.
· If everything is okay, check the box that says I hereby certify that all the attendees are eligible for the above credits.  Then click on the Submit button. 
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Once the roster is submitted the contact person will get an email verifying that the roster was submitted.  

CE hours are not automatically added to the member’s CE record; An AGD staff member will verify that the entry is correct. Hours are added to member records within five days of submission.

Once a roster is submitted no changes can be made.  If you discover an error, please contact the AGD at membership@agd.org.  AGD staff can delete the roster and you can reenter the information.

If a participant was left off a roster, you can enter a duplicate roster and only list the person who was left off the original roster.



Click on the View Roster History button to see what rosters have been submitted by your organization: 

[bookmark: _GoBack][image: ]

If you have any questions regarding submitting a roster contact the AGD at 1.888.243.3368 or email membership@agd.org.

image5.png
e Sy

-
ODE o sy i iy = 8 sty Gt G || A somerirone || o

File Edt View Favortes Tools Help
%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

Event Information A

EventiD @ Search Events

‘Submitter's Information

Contact Name % E-mail address %
(frst and last) (required to receive confirmtion e-mail)

om

Course Information

cose e .
pr— .

(max 100 chars) N
[E—— PRr— )
(provider ID only)

Verification code @ *

We recommend including the course verification code in the event it s required by your
State Bosrd.

>Effective January 2017 the AGD introduced a st of sireamiined subject codes s course topics can be categorized into the nine
recognized dentsl specialtis and core subject areas most relevant to dentsl education. CE providers should identiy the subject code.
that best represents the dental specialty or general topc of the content taught. An expanded list of topics assotiated with each subject
code s available on the AGD website.

Credit Hours % Course Type % Subject Code %
Select Course Type| — Select a Subject Code —

Add More:

Location *

(max 100 chars)

Completion Date * a

AGD Membership Number *
(numerics only)
Search Members

.oy IBAM
s E e Am T P





image6.png
3 — o= -
QDE o sy i iy 8 sty Gt G || A somerirone || — ol

File Edt View Favortes Tools Help
%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

Home | Contiuing Eduestion & Events | PACE. | PACE Provider Resources | Subrt by Fosir

Submit My Roster

Event Information

om

EventiD @ Search Events

Submitter's Information

o)

Contact Name % E-mail address %
(st and last) (required to receive confirmtion e-mail)
est fest@aga ora

Course Information

Course Title * | TEsTTiHe

Instructor Name * [ JonnTest, DDS

(max 100 chars)

CE Program Provider ID % TESTPROVIDER (324700)

(provider ID only)

Verification code @ * [res
We recommend including the course veriication code in the event it required by your
State Board.

>Effective January 2017 the AGD introduced a st of sireamiined subject codes s course topics can be categorized nto the nine
recognized dentl specialtis and core subject areas most relevant to dentsl education. CE providers should identiy the subjest
coge that best represents the dental specialty or general opic of the content taught. An expanded st of topics associated with
each subject code is available on the AGD website.

Credit Hours % Course Type % Subject Code %

B [cectre M) [rema-see v v





image7.png
: e Sy
QE v iy i i = & Tyt ) Aswmmrons | —

File Edt View Favortes Tools Help
%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

r Name ~
Instructor N * | Jonn Test, DDS
(max 100 chars)
CE Program Provider ID % TESTPROVIDER (324700)
(provider ID only)
Verification code @ * [res
We recommend including the course veriication code in the event it required by your
State Board.

>Effective January 2017 the AGD introduced a st of sireamiined subject codes s course topics can be categorized nto the nine
recognized dentl specialtis and core subject areas most relevant to dentsl education. CE providers should identiy the subjest
coge that best represents the dental specialty or general opic of the content taught. An expanded st of topics associated with
each subject code is available on the AGD website.

om

S— comeren  suetcoseu

g = F) o F %

E 2
R | -

e

e—— + wome @

P — + [

Py s

et





image8.png
File Edt View Favortes Tools Help
%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

Event Information
EventiD

Submitter's Information
Contact Name TesT

Contact E-mail test@agd org

CE Course nfomation a

CourseTite TesTTHe

Instrcto Name Jom Test 005

CDE Provider Name TEST PROVIDER (324700) | 8

Verteation Code et »

CrditHours CourseType suvect cote )
LecruRe w00

PARTICIPATION

Location

Course Completion Date

“The folowing attendees wil colect credit for the course fisted above.

n Full Name AGD Member?
340817 Kevin Test No

2 sz0s08 AtTest No

. 00812 Testy Test No

1 hereby certify that all the attendees are eligible for all the above credits. J ubmit
En M





image9.png
File Edt View Fvorites Tools Help

%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

QgeNDEERMAT_ TEST PROVIDER Log out
DENTISTRY

SUBMIT MY ROSTER

Home | Continuing Education & Events | PACE | PACE Provider Resources | Submit My Roster

View My Roster History
View all of the CE Rosters you have submitted online to the AGD below.

Course Title §. Attendees  Completion Date ~ Status
)

1 TESTTitle 3 8/6/2018 pending ...

Course Title § Attendees Completion Date §
1- Test 1 5/1/2009
2 TEST 1 1172011

test 2 1172014
4 Tooth 1 1/16/2013

‘Your Roster History

View Pending Rosters
View Complete Rosters

Status

Complete
Complete
Complete

Complete




image1.png
ACADEMY
A J{GENERAL




image2.png
<)

A\ Academy of General Dentis.. %

File Edt View Fvorites Tools Help

%5 ) YTDFMR - Report Manager 20 ADA- EBDHome 5] Home - PACE. B Sugoested Stes = ) AGD Helpdesk [ AGD Intranet A AGD G Google ® Paylocity &) Report Viewer &) Web Sice Galley v

ACADEMY
ofGENERAL
DENTISTRY

HALF-YEAR L

This site will be down for maintenance on Monday, Aug. 19, from 5:30-11 pm US Central time.

TAP INTO SMART
IDEAS TO MANAGE
YOUR PRACTICE

“The most valuable part of attending the AGD Scientific Session is being
able to share experiences, get feedback and interact with people from
across the country. | can take that information back to my state and, as a
board member, | can work in my community to implement new ideas."
Lorna Flamer-Caldera, DDS, FAGD

New York, NY

Member since 1989

REGISTER TODAY

WHATEVER YOUR PASSION, WE CATER TO YOUR UNIQUE NEEDS

hitps://members.agd.org/imis/ contactmanagement/AGDLoginRedirect.aspx7ReturnUrl= https #3a%2f32fww-2gd.o-

= Menu
Q search

@ Login

2




image3.png
w A oasdoy P & ThecdmyotGenenl. O | A Acodemy of Geneldenis. | IARK 1

Fle Edt View Favortes Toos Help
Suggested Sites = {5) AGD Helpdesk

%5 ) YTDFMR - Report Manager o ADA - EBDHome &) Home - PACE

ACADEMY
ofGENERAL
DENTISTRY

HALF-YEAR

[ AGD Intranet A\ AGD G Google @ Paylocity ) Report Viewer 5] ieb Sice Gallry =

Academy of General Dentistry Log out

This site will be down for maintenance on Monday, Aug. 19*, from 5:30-11 pm US Central time. Q search

BUILD BRIGHTER,
MORE VIBRANT,
THRIVING
PRACTICES

"I love what AGD does for the general dentist. Great CE, great mentorship
and great camaraderie. 'm a member for life!”

Sheila Samaddar, DDS

Washington, D.C.

Member since 2001

Y





image4.png
OO 4oy B~ @ The Acsdemy ofGeneal.. |\ Acodemy o Genera Dents
Fie £t View

Favorites Tools Help.

% &) YTDFMR - Report Manager < ADA - EBDHome 5] Home - PACE [ ] AGD Helpdesk [] AGD Intranet A\ AGD G Google @ Paylocity &) Report Vi

X close
Join AGD
Member Center @

Continuing Education & Events ©
Manage My CE
Take Courses

Scientific Session
{, Contact

N Join
Q Find-A-Dentist

Get Recognized (@)

Online Learning Center

PACE ©

Apply for PACE Approval
First Time Applicants
PACE Provider Resources

AGD Transcript Acceptance

AGD Scientific Session
Publications and News @
Practice Tools @
AGD Foundation @
About Us @

Patient Resources

Advocacy @

[

=N 8/14/2019





Online CE 


Roster 


 


Submission Guide


 


 


 


In 2005 the AGD began requiring PACE


-


approved p


rogram p


roviders 


to


 


submit continuing education credits for 


all 


AGD members


 


directly to the AGD by fax, mail or online within 30 days using a standardized form set forth 


by the AGD.


 


 


In 2016 it was announced that, e


ffective Jan. 1, 2017, providers must use AGD’s online roster to submit CE 


hours earned by AGD members. Providers mu


st be logged onto the AGD website to access the online roster. 


 


 


Effective Sept. 1, 2019, AGD will only accept course rosters submitted electronically. 


 


 


Reference the information below to learn how to submit rosters of AGD members who attended your 


course


s.


 


 


 


1. 


Log onto 


www.agd.org


 


using your provider ID # as your username and your unique password


.


 


 


 


 


 


 




Online CE  Roster    Submission Guide       In 2005 the AGD began requiring PACE - approved p rogram p roviders  to   submit continuing education credits for  all  AGD members   directly to the AGD by fax, mail or online within 30 days using a standardized form set forth  by the AGD.     In 2016 it was announced that, e ffective Jan. 1, 2017, providers must use AGD’s online roster to submit CE  hours earned by AGD members. Providers mu st be logged onto the AGD website to access the online roster.      Effective Sept. 1, 2019, AGD will only accept course rosters submitted electronically.      Reference the information below to learn how to submit rosters of AGD members who attended your  course s.       1.  Log onto  www.agd.org   using your provider ID # as your username and your unique password .            

