ACADEMY -
+GENERAL Online CE Roster

DENTISTRY Submission Guide

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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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

@ Llogin

WHATEVER PASSION, CATER TO YOUR UNIQUE NEEDS


http://www.agd.org/

2. Click on the Menu.
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BUILD BERIGHTER,
MORE VIBRANT,
THRIVING
PRACTICES

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

Sheila Samaddar, DDS
Washington, D.C

WHATEVER PASSION, WE CATER TO YOUR UNIQUE NEEDS

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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Event Information ~

EventiD @ Search Events

Submitter’s Information

Contact Name % E-mail address %
(first and last) (required to receive confirmation e-mail)

Course Information

Course Title -

Instructor Name -
(max 100 chars

oNC

CE Program Provider ID * AGD (216217)
(provider ID only

Verification code @ *

commend including the course verification code in the event it is required by your
State Board

>Effective January 2017 the AGD introduced a list of streamlined subject codss so course topics can be categorized into the nine
resognized dental specialties and core subject areas most relevant to dental education. CE providers should identiy the subject code
that best represents the dental specialty or general tapic of the content taught. An expanded list of topics associated with each subject
code is available on the AGD website.

Credit Hours % Course Type Subject Code %
1 Select -:m.rssTyDEjl [ Select & Subject Code — j]
Add More

(max 100 chars)

Completion Date * a

AGD Membership Number *
(numerics only)
Search Members v



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

e 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.

e 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

e 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.



https://www.agd.org/continuing-education-events/manage-my-ce/agd-subject-codes
https://www.agd.org/continuing-education-events/manage-my-ce/agd-subject-codes

Example of completed form:
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Submit My Roster

Event Information

EventID @ Search Events
Submitter's Information <
Contact Name E-mail address & A
(first and last) (required to receive confirmation e-mail) o
TEST test@agd o

Course Information

Course Title * | TESTTie

Instructor Name *
(max 100 chars}

John Test, DDS

CE Program Provider ID % TEST PROVIDER (324700)
(provider 1D only)

Verification code @ * |Test|

We recommend including the course verification code in the event it is required by your
State Board

=Effective January 2017 the AGD introduced a list of streamiined subject codes so tourse topics tan be categorized into the nine.
resognized dental specialties and core subject areas most relevant to dental education. CE providers should identify the subject
code that best represents the dental specialty or general topic of the content taught. An expanded list of topics associated with
each subject code is available on the AGD website.

Credit Hours % Course Type % Subject Code

[Leuture [HIPAA -566

a

[Pammpauun [Lasermirapyfe\ecllusulgery -13%

Add More

Location * [City, State

(max 100 chars)

Completion Date * | gEnos =
AGD Membership Number * (340617
(numerics only) 389508
Search Members 200613

6. Once all fields are complete, click on the button.



7. Check that all information entered on the completed form is correct, including the names of the
participants.
e |[f 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.
e |If corrections are needed, click on the [Hsffi button and make the needed corrections.
e 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 button.
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~
Event Information
Event ID ‘
Submitter's Information
Contact Name TEST
Contact E-mail est@agd org
CE Course Information a
Course Title TEST Tite
Instructor Name John Test, DDS
CDE Provider Name TEST PROVIDER (324700 [ N
Verification Code Testt 5
Credit Hours Course Type Subject Code -]
566
135
Location Gy, State
Course Completion Date 262018
The following attendees willcollect credit for the course listed abave
D Full Name AGD Member?
1 20617 Kevin Test NO
388508 Art Test NO
0612 Testy Test NO

M I hereby certify that all the attendees are eligible for all the above credits. # Submit
ereby ce esa o Ve eredits ubmit
= v

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.


mailto:membership@agd.org

Click on the View Roster History button to see what rosters have been submitted by your organization:
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View My Roster History
View all of the CE Rosters you have submitted online to the AGD below. o

Course Title § Attendees Completion Date  Status
)
1-  TEST Title 3 8/6/2018 Pending ...
Course Title §. Attendees Completion Date § Status
1- Test 1 5/1/2009 Complete
Z= TEST 1 14172011 Complete
3- test 2 1/1/2014 Complete
4- Tooth 1 1/16/2013 Complete

Your Roster History

View Pending Rosters
View Complete Rosters

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