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Agenda

= Continuing Education Overview
= Before you start..

= |Let's go!
« Create Certification
« Set Certification as Default
« Create Component(s)
« Add Components to Events
« Complete a Component

= Special Case: Events with both COEC and COEN credits
= Tracking Progress
= Reporting




Continuing Education Overview

What is the Continuing Education module?

The Continuing Education module within Gro

wthZone allows

assoclations to administer, track, and report on the
professional certifications of their members. With the proper

setup, associations can save themselves and their members
time in managing the courses, exams, and other tasks.
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Continuing Education Overview

What is the Continuing Education module?

The Continuing Education module is required in order for
GrowthZone to automatically update the Code of Ethics
and/or Fair Housing section on the Real Estate tab after a
registrant is marked as attended.
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Continuing Education Overview

Continuing Education- The Simple Setup

This Continuing Education + Code of Ethics/Fair Housing setup is being built under
the following assumptions:

charged for components (courses)”
bjectives are required
No Categories are needed
No prerequisites are required
No Terms & Conditions are hecessary
No need to track ‘completion’- only tracking attendance/hours to update the Code of
Ethics data being sent to NRDS/M1

No Fees are be/n%
No

With this simple approach, we are only using a couple key areas of the module.

"At the component level- there may be fees at the event level!

; %¢GrowthZone




Continuing Education Overview
Most associations provide a certificate

il to event attendees to document
e credit for completing a component
e (course). This is done by linking a
certification component to an event,
Obj which is also tied to the continuing
education certification created to
Component Documents track ongoing continuing education.
The credits and certificates are
SoupeneuGen s tracked within the Database and are
R v = 1 2 o visible to the member in the Info Hub.
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Before you start..

There are a few things you will want to consider before
creating your continuing education program:

e Custom Fields

e Document Generation

Component Certificate Template
Roster

« Automated Messaging

: %¢GrowthZone




Before You Start.. Custom Fields

Some associations need to include a unique identifier on
certificates. There are 2 options for custom fields:

= |ndividual Custom Field: is included in the contact record
and can be visible/updateable in the Info Hub.

= Event Custom Field: is related to a specific event (class),
and can be reported on, but is not tied to a contact record
and cannot be added to a certificate.

GZ Knowledge Base: Custom Fields

: 2.« GrrowthZone



https://helpdesk.growthzone.com/kb/article/928-custom-fields/

Add Custom Field

Field Area

[ Individuals

Custom Field Data Type

[ Text

Properties

DPubh(

D Member Editable

D Required
DAr'chlved

Before You Start.. Custom Fields

Individual Custom Fields can be
enabled for use in event registration
IN the Event Settings Defaults.

These fields will need to be set up in
advance using Individuals as the
fleld area.
« Name/Display Name: these
should be the same, no symbols

* Properties: Public and Member
Editable should be selected.
Required is optional.

%.¢GirowthZone



https://helpdesk.growthzone.com/kb/article/1574-event-settings-defaults/

Before You Start.. Document Generation

There are several templates GrowthZone uses within the
Continuing Education module. They are included in your
subscription and can be used "as is” or they can be copied
and customized as needed.

« Certificate Templates (not discussed in today's session)

« Component Certificate Templates

GZ Knowledge Base : Setting up Document Templates
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https://growthzonesupport.happyfox.com/kb/section/121/

Before You Start.. Document Generation

Component Certificate Templates

Most associations provide a certificate to event attendees to
document the credit they receive for completing a class. This
Is done by linking a component to an event and having a
component certificate template linked to the component.
Component certificates must be set up as a Certificate
Component-type document template to be available.

GZ Knowledge Base : Setting up Document Templates

2.« GrrowthZone



https://growthzonesupport.happyfox.com/kb/section/121/

Before You Start.. Document Generation

QKemebec Yilley Access the component certificate
et T REALTORS! template in Setup -> Document
Generation Templates ->
ContinuingEducationUnit.docx, or

o b create your own (like Kennebec Valley
—— did).

ovider” me:
vider’s Certifica ber:
Course Completion Date: 9 /12/2018
b ock/C : 3.00

| See Continuing Education/Certificates
R i Merge Fields for available merge
s oo | 11ELAS TOr use I Component Certificate
T S S Templates.
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https://growthzonesupport.happyfox.com/kb/article/1015-available-merge-fields-for%C2%A0continuing-education-certificates/
https://growthzonesupport.happyfox.com/kb/article/1015-available-merge-fields-for%C2%A0continuing-education-certificates/

Before You Start.. Automated Messaging

Automatic messages may be configured to be sent in
response to certain actions. For example, an automated
message may be sent to a member when they complete a
component by attending an event. Your database is pre-
configured with automatic messages, which you may use
‘as-Is’ or customize to meet your needs.

GZ Knowledge Base: Automated Messaging
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https://growthzonesupport.happyfox.com/kb/article/71-automated-messaging/

Before You Start.. Automated Messaging

The following automated message templates should be
reviewed, customized if needed, and set for delivery:
Registered Event Attendee
Unregistered Event Attendee
Certification Component Completed
NOTE: These are global messages and are sent for EVERY registration,
cancellation, and component completion. If you wish to send out event- or

component-specific messaging, custom email templates can be created
and sent manually.

GZ Knowledge Base: Automated Messaging
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https://helpdesk.growthzone.com/kb/article/79-create-and-manage-email-templates/
https://growthzonesupport.happyfox.com/kb/article/71-automated-messaging/

1. Create a Certification

Certification Checklist;

Certification Name:
Continuing Education or Ongoing Continuing Education

Description:
Continuing Education or Ongoing Continuing Education

Determine Certification completion via:
Do Not Track Completion”

"We are only tracking ongoing continuing education; the certification itself will not be completed.

GZ Knowledge Base: Add a Certification



https://helpdesk.growthzone.com/kb/article/1703-add-a-certification/

1. Create a Certification

Because of the simple set-up, we are not using most of the
flelds within this area. The key details such as the certificate
template, credits, etc., will be set up within the components.

Add Certification x
Nam Cod Version
[ | | ||
Description
Certification Category Certificate Template
| ~jo | s
Determine Certification completion via:
| All Components Completed v }
3¢ GrowthZone
Craditc/l Initc/Hniir '...‘,_o'
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2. Set Certification as Default

Setup -> Continuing Education -> General Settings

€ | Setup

Continuing Education General Settings

Send Expiration Emails n Days Before ®

Receives Admin Review email @ Default Certificate Template

E

||

SAVE

o |

Default Certification

‘ Ongoing Continuing Education

v ’ Enroll Attendees To All Relevant Certifications

GZ Knowledge Base : Continuing Education General Settings

17
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https://growthzonesupport.happyfox.com/kb/article/1697-configure-continuing-education-general-settings/

3. Create Components

Components are individual items that
count towards the continuing education.
For most users, components are
typically courses, and are not tying in
exams, tasks, or objectives. GrowthZone
subscribers providing a certificate for
each course must link their created
certificate component template to the
individual components.

GZ Knowledge Base: Add a Component

18

Add Course

||

X, X A-Ti- & O 9~ =~ = =

& k<

Availability Opens

Availability Closes

|

B |

Options

Is Active

D Requires Approval

Upon Completion
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https://helpdesk.growthzone.com/kb/article/1706-add-a-component-course/

3. Create Components

ooooooooooo

Avallability Opens

rrrrrrrrrr

rrrrrrrrrrr

PPPPP

oooooooooooooooo

NNNNN

Because we are keeping things simple in
relation to tracking, many fields are not
used but the following are required:

Name - Enter the course name for component.

Type: COEC, COEN, or FAIRH (you will need to make at least one
component for each type) IMPORTANT! For the component to
automatically update the Code of Ethics or Fair Housing sections on the
Real Estate tab and sync to Mz, this MUST be completed!

Is Active: enabled by default (needs to be checked for the component to
be available)

Hours Earned / Credits Earned - Enter the hours or credits received for
attendance.

Documentation Template - Point to the component certificate template
created/customized previously.

Component Of — This must be attached by selecting your Continuing
Education Certification. (If default certification is selected in General
Settings, this will automatically populate.) If not attached to the
certification, attendees will not be enrolled or receive credit.

3¢ GrowthZone
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4. Events and Adding Components

Additional Attendee Setup Options:
= Registration Form Settings
» Custom Fields
= Registration Types: Free, Simple Paid, Table/Team, Advanced
= Regqistration Discounts
=  Additional Items
» |nstructions and Confirmation Messaging

. %¢GrowthZone



https://helpdesk.growthzone.com/kb/article/237-configure-your-registration-form-settings/
https://growthzonesupport.happyfox.com/kb/article/238-add-custom-fields-to-event-registration-form/
https://growthzonesupport.happyfox.com/kb/article/1611-add-a-free-registration-type/
https://growthzonesupport.happyfox.com/kb/article/1612-add-a-simple-paid-registration-fee/
https://growthzonesupport.happyfox.com/kb/article/1613--add-a-table-team-registration-type/
https://helpdesk.growthzone.com/kb/article/1614-add-advanced-registration-type/
https://helpdesk.growthzone.com/kb/article/240-set-up-discounts-for-your-event/
https://helpdesk.growthzone.com/kb/article/241-add-additional-items-for-sale-during-event-registration/
https://helpdesk.growthzone.com/kb/article/1621-specific-registration-instructions/

4. Events and Adding Components

Custom Fields

Individual Custom Fields: If using the individual custom fields
you must ensure that ‘Is for Attendee’ is selected as an
additional property and applied to specific registration types
under advanced settings.

Event Custom Fields: Any event specific custom fields can be
tied to registration and pulled into event reporting for specific
event. These custom event fields can be tracked via reports
but will not merge into event certificates.

%¢GrowthZone



https://helpdesk.growthzone.com/kb/article/1610-add-individual-custom-fields-to-your-event-registration-page/
https://helpdesk.growthzone.com/kb/article/238-add-custom-fields-to-event-registration-form/

4. Events and Adding Components

Once the event Is created, you can attach the appropriate
component to it on the Overview tab. This will pull in the
component, code, instructor, and hours or credits that will be
earned.

Continuing Education ®

Component Code Instructor Hours Earned Credits Earned

COEC COEC 8

Alternatively, you can create a new component from within
the event by clicking the “+" and filling out the required fields.

2.« GrrowthZone




5. Complete a Component

Marking the attendee as "Attended’ in that event will mark that
component as completed, and will update the Code of Ethics or
Fair Housing section in their Real Estate tab. It will then sync to M1.

Reg. d |2 First Name Last Name Organization Attendee Status Ref # Registration Type Table/Team Name Additional Items Match Actions

10214746 Abby Normal Crooked Lake Coffee Attended 704 Single Attendee (Afternoon... 1

23
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https://helpdesk.growthzone.com/kb/article/1646-check-in-many-attendees-at-once/

5. Complete a Component

Alternatively, you can enter Component/Certification Results
for individuals via the Tracking tab, or in bulk on the Bulk
Entry tab.

Overview Tracking Certifications Components Objectives Bulk Entry
o
shelli © § Y XcCriteria:shell ADD
Contact Name First Name Last Name Certification Name Start Date % Complete Hr Cr  Completed Date Expiration Date Status Actions
Shelli March Shelli March Cycle 7 CE 7/19/2023 2.50 0 In Progress v %
Shelli March Shelli March Code of Ethics 2023 211712023 0 0 0 In Progress v %
Shelli March Shelli March Instructor Level 1 1/16/2023 0 0 0 In Progress v %
Shelli March Shelli March New Certification Program 9/23/2022 0 4 In P|
ShelliMarch ~ Shelli March NIADA Certification 3/31/2022 0 0 0 nel Continui ng Education
Shelli March Shelli March Code of Ethics 2022 4/28/2021 0 0 4/28/2021 Acti|
Overview Tracking Certifications Components Objectives Bulk Entry
Shelli March Shelli March Continuing Ed Program 3/15/2021 13 0 0 In P
0
earch. Q v X Components: Code of Ethics - Continuing MARK ALL COMPLETED
- L Contact Name Type Component Name Description Code Certification
Shelli March Course Code of Ethics - Continuing <!DOCTYPE htmi><htmi><head><title></title></h BPP Cycle 7 CE
Michael Carpenter Course Code of Ethics - Continuing <!DOCTYPE htmi><html><head><title></title></h... BPP Cycle 7 CE
Walter Butters DR Course Code of Ethics - Continuing <!DOCTYPE htmi><html><head><title></title></h BPP Cycle 7 CE
@ 1-3 TOTAL:3

GrowthZone

smarter association software
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5. Complete a Component

When a component is completed, attendees will receive;

« An email with their certificate attached (after being marked as
attended by staff)

« Access to their certificates in the Info Hub

Overview Search Continuing Education Catalog

MY CONTINUING EDUCATION

CERTIFICATION

Ongoing Continuing
Education

STATUS

In
Progress

START

12/1/2019

COMPLETE

HOURS

59

CREDITS

12

EXPIRES

ACTIONS

[ification Component Downloads

es

wnload document for The Dirty Dozen WEBINAR

wnload document for Farm Vehicles and Equipment Coverage WEBINAR (0 Bytes)

wnload document for Homeowners Hot Topics...What You Need to Know WEBINA (0 Bytes)
wnload document for Life Insurance...Benefits for the Living WEBINAR (0 Bytes)

wnload document for ACSR #2 - Personal Automobile Insurance (0 Bytes)

wnload document for Dispelling the Myths of Workers' Compensation (0 Bytes)

wnload document for Personal Auto Hot Topics...What You Need to Know WEBINAR Personal Auto Hot Topics...
at You Need to Know WEB (0 Bytes)

25

Download document for Cyber Liability WEBINAR Cyber Liability WEBINAR (0 Bytes)

Download document for E&O Roadmap to Homeowners Insurance WEBINAR E&O Roadmap to Homeowners
Insurance WEBINAR (0 Bytes)

Download document for Ethically Speaking Ethically Speaking (0 Bytes)

GrowthZone
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Special Case: CO

—C and CO

=N credits

We realize that there are some associations that "share” their
Code of Ethics class, giving COEC and COEN credits for the
same class. There are two setup options in this scenario:

%¢GrowthZone



I @000
Special Case: COEC and COEN credits

1. Expo Module: Set up sessions and assign the appropriate
component to each session. The agent selects the
needed session when they register for the class and will
be granted the correct credit when marked as attended.

2. No Expo Module: Create two separate events, one for
new agents and one for existing. Each event gets its own
component and the agents will receive the correct credit
when they are marked as attended.

- 2.« GrowthZone




Special Case: COEC and COEN credits

Add Session
Mo
Knowledge Base:
o e Use Case: One Event, Two
S Components- Granting
o B COEC and COEN Credits for
a Single Class
Fee Item ( ame®  Descri pton  Price
28 C e ’:‘Gmw!hZone



https://helpdesk.growthzone.com/kb/article/3842-use-case-one-event-two-components-granting-coec-and-coen-credits-for-a-single-class/
https://helpdesk.growthzone.com/kb/article/3842-use-case-one-event-two-components-granting-coec-and-coen-credits-for-a-single-class/
https://helpdesk.growthzone.com/kb/article/3842-use-case-one-event-two-components-granting-coec-and-coen-credits-for-a-single-class/
https://helpdesk.growthzone.com/kb/article/3842-use-case-one-event-two-components-granting-coec-and-coen-credits-for-a-single-class/

I $ 000
Special Case: COEC and COEN credits

If you do not subscribe to the Expo module but would like to
know more about it, please contact the Engagement Team.

. %¢GrowthZone



https://engagement.growthzonesites.com/

Tracking Progress

You can track any/all contact's progress on the Tracking tab
within the Certifications module.

Overview Tracking Certifications Components Objectives Bulk Entry
U]
shelli © § Y Xcriteria sheli ADD
Contact Name First Name Last Name Certification Name Start Date % Complete Hr Cr  Completed Date Expiration Date Status Actions
Shelli March Shelli March Cycle 7 CE 7/19/2023 2.50 0 In Progress v
Shelli March Shelli March Code of Ethics 2023 2/17/2023 0 0 0 In Progress v =
o
Shelli March Shelli March Instructor Level 1 1/16/2023 0 0 0 In Progress v g
-
Shelli March Shelli March New Certification Program 9/23/2022 0 4 In Progress v s
4
Shelli March Shelli March NIADA Certification 3/31/2022 0 0 0 In Progress v
Shelli March Shelli March Code of Ethics 2022 4/28/2021 0 0 4/28/2021 Active
Shelli March Shelli March Continuing Ed Program 3/15/2021 13 0 0 In Progress v %
& < 1-7 > TOTAL:7

GrowthZone

smarter association software
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Tracking Progress

You can also view a contact's progress and access their
certificates via the Profile tab of their contact record.

31

« Active o Shelli March
o
Overview More Info Activity Communication Billing Setup Billing. Tasks
@ Billing
1 $1,340.00 0 None

[ Contact Info 2 Z e
Work shelli.march@mailinator.com 8 72 x
2ONE s 2 aehalli march@mailiantor som m . e et b Bl );

[ Continuing Education &

Name Status Start date

SHOW MORE

[ Forms/Surveys 1

Name Date Completed

Form 2022 216/2022

0239:00AM  Get the word out - post your Deals, Jobs,

News, and Events

Completed date

Contact

shelli March

Hr

Engagement Files
[ Memberships 1 ®

Edit Certification Contact Enrollment

Hours Earned
4.00

Credits Earned
0.00

Continuing Education Components

Completed v

Type Name Hours Credits

Course Code of Ethics - Continuing 4

Files
Download document for Golf and Learn Expo December 2023 Code of Ethics - Continuing

x | [Clear All}

Date Completed

12/23/2023

X
Certification Type Name Certification Status Started
Cycle 7 CE I In progress v ‘ i 7/19/2023
Completed On Expires
8] | e

Completed

v

Cancel “

ot Gmwthone
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Reporting

Access the Code of Ethics
and Fair Housing reports
to track progress and
report on agents that may
be missing completions.

32

<«

Results: 143

Code of Ethics Missing Report
Missing Cycle Contact Status Membership Type
Cycle 7 | X Active, - ‘ ‘ X Designated Realtor, 2 more =1
Membership Category Assigned To

Directory

State Province

< Code of Ethics Completed Report

- | .I [ eri

Tags

Date Range

Mo Dates Selected

Membership Category

Contact Status

- X Active.

Assigned To

Select Criteria/Filters

Criteria / Filters
+

Display Options

Fields to Display

X Code Of Ethics Latest Date, X Contact Name, X Default Email, X Default Phone,

Directary State Province
- -
Tags
Criteria/Filters
Criteria / Filters
+
X Date Completed, -

Summarize By

Display Mode
Detail

Displa

Cantact Name &

Fields to Display

Summarize By Display Mode
Course Code ® | Detail

Results: 716

Coursa Gode Gontact Nome & Dafoult Email &

coEc

X Contact Mame, X Default Email, X Default Phone, X Course Code, X Cycle,

Membership Type
| | X Designated Realtor, 2 more v
List/Committee
|| Primary Contact
Betwsen - Jan 1, 2021 - Dec 31, 2024w L
X Date Campleted, -8
- Display Summary Count
CE S R M
Detault Phone = Onte Completed & crcle
;
4
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Reporting

Additional reports to help you view and analyze status of
your certifications are available on the Continuing
Education Overview tab.

Continuing Education

Overview Tracking Certifications Components Objectives Bulk Entry

Continuing Education
Continuing Education Activity

Contact Name Parent Certification Name Description Activity Date

Abby Normal Y. Course Code of Ethics - Continuing Completed Completed 12/23/2023
i s New Certificatior Registered for event Golf and Learn Expo September 2023 for certification New Registered for RITEIE
Action Required
Contact Name Certification or Component Name Description

Requires Approval of Next Component to Proceed v

Upcoming Continuing Education Events

Event Date Name

11/4/2023 Monica

12/23/2023

ecembe

33
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Reporting

The Continuing Education Progress Report will provide an

understanding of how an individual contact, or multiple
contacts are progressing towards certification or participation
in continuing education programs. The report may be filtered

to a specific certification program, certification

status, etc.

component,

Results: 15

Contact oA Default Certification Certification Certification Certification Enroliment Expiration Component Component Component Completion

Name % Default Email & Phone#  Type Name % Code Status & Category Date $ Date Name % Code ¢ Type & Status ¢ gompleted
ﬁgl%m abby.normal@mailinator.com %igé‘i%’ Cycle 7 CE In Progress 7/19/2023 Cycle 7 COEC Course 33
Abby abby.normal@mailinator.com ,218'456' Cycle 7 CE In Progress 7/19/2023 C'Od? of Ethics - BPP Course Completed 33
Normal = 1258 J g Continuing ’

ﬁglrjl)wlwal abby.normal@mailinator.com %122'8456' Cycle 7 CE In Progress 7/19/2023 Cycle 7 COEN Course gfg;ﬁtered for 33
gg:?gggtler michaelcarpenter@mailinator.com 322'6554' Cycle 7 CE In Progress 7/19/2023 Cycle 7 COEC Course 50
‘étatlttgrrs pr Walter butters@mailinator.com 832}” Cycle 7 CE In Progress 7/19/2023 Cycle 7 COEC Course 50
Shelli March  shelli.march@mailinator.com Cycle 7 CE In Progress 7/19/2023 Cycle 7 COEC Course 50
Michael saa S ficos 773-554- ez oc . = is Code of Ethies - nnn =

34
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https://growthzonesupport.happyfox.com/kb/article/371-continuing-education-progress-report/

Reporting

Using the Continuing Education Summary Report, you can
generate a list of all of your certifications and their associated
settings (i.e. fees associated to the certification, whether the
certification requires approval, number of contacts with
active certificates, and so on). This report may be a quick way
to verify settings for your certification programs.

Results: 26

Code of Ethics 2022  No

Test Cert Course 1

Cycle 7 CE No Cycle 7 COEN

%.¢GirowthZone



https://growthzonesupport.happyfox.com/kb/article/372-certification-summary-report/

Reporting

The Continuing Education Individual Report provides a way

for you to filter to an individual contact or organization, and
display all certifications, components and/or objectives the
individual has met, as well as completion date.

36

€ Continuing Education Individual Report

Contact Organization

\ Shelli March O] i

Ql D Show Only Active Certifications

Certification Enroliment Date Membership Type

Membership Start Date

[ No Dates Selected W ]

v ] No Dates Selected

-
Additional Criteria / Filters
+
Display Options
Fields to Display
\ X Certification Category, X Certification Code, X Certification Status, X Certification Type Name, X Exam Score, X Expiration Date, X Contac t Name, X Default Email, 1 more 5 ‘E
Summarize By Display Mode
i i l x i Detail v

Add Summarize By

Certification Code % Certification Status ¢ Certification Cate gory & p

hhhhhhhhhhhh

3¢ GrowthZone
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https://growthzonesupport.happyfox.com/kb/article/373-certification-individual-report/

Reporting

¢ Event Attendees Report

i i e .| The Event Attendees Report

Event Attendee Registration Status Contact

| | Osmoemecs 2] = | provides information on

Additional Criteria / Filters

Y ) =) what events (classes) a

contact has attended. It can

‘ X Attended Count, X Individual Purchase Amount, X Paid Fees, X Paid Registrations, X Registered Count, X Registration Status, X Registration Type, X Unpaid Fees, 3 more v ‘ﬂ

: be filtered and/or

Attendee Name % | Detail Display Summary Count

Add Summarize By

] SUmmarized by date,

Primar istrati i Attended Paid Paid Fees  Unpaid Unpaid Fees _ Individual Purchase — a
Attendee Name Status & Status & Count Count & Registrations & % Registrations 2P Amount & Registration Type & '
Aaron Ashmore

> y Attended 0 1 0 $0.00 1 $0.0 Table Registration

Courtesy Registered 1 0 0 $0.00 0 $0 Staff Registration 1 1 1

Courtesy canceled 0 0 1 $175.00 0 $0.00 Individual Golfer - Member . .

Courtesy Registered 1 0 0 $0.00 0 $0.00 00

3 1 1 $175.00 1 $0.00 ! 1

Aaron Ashmore Count 5

Abby Normal
1 0 0 0.00 '
- =

Active Registered 0 1 0 Attendee
Active Registered 0 1 0 single Tour Ticket
Active Atiended 0 1 i 0 Single Attendee (Afternoon
Registered 1 0 0
A a0 5 700 i 500 500 single Attendee (Afternoon

37
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https://helpdesk.growthzone.com/kb/article/375-event-attendees-report/

More Information:

Knowledge Base Articles

Continuing Education: A Simple Setup
Code of Ethics and Continuing Education

38 %¢GrowthZone



https://helpdesk.growthzone.com/kb/article/2093-code-of-ethics-and-continuing-education/
https://helpdesk.growthzone.com/kb/article/2093-code-of-ethics-and-continuing-education/

Questions?

¢ GrowthZone
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