CEU Plan:  Student Instructions and Procedures for online training

We would like to invite you to visit our website at  www.ceuplan.com.  We are an online training organization for professionals within the Water and Wastewater Treatment Field.  Currently, we offer continuing education for the following fields:


DW – Drinking Water Operators

DS – Distribution System 

WW – Wastewater Operators

CS – Collection System

PE – Professional Engineers involved in Water & Wastewater


NC – non credit for trainees

CEU Plan offers a full range of training courses for CEU or PDH license renewal requirements. Our instructors are highly experienced individuals with over 1,500 years of combined experience in the within the water and wastewater field.

We would like to invite you to visit our "Getting Started" tutorial located on our main (home) page. This introduction will explain how to enroll in a course, what your student page will look like, and how to take a course.  

Link:  https://www.ceuplan.com/Media/AudioTutorial/tutorial.html
Another tutorial is listed:  “How to Take a Course” which provides step – by –step instructions for taking a CEU Plan online course. The link to this tutorial is located next to the “Getting Started” tutorial.  I'm sure you will find this very helpful, especially if you are taking courses online for the first time.

After you have completed your courses, you may print your Certificate of Completion; to submit with your license renewal application. Go to My Transcripts folder and look over your Completed Courses area. On the right hand side of the completed course listing, you will notice a View  tab. Click that button for downloading your certificate in a pdf format. 
Should you have problems downloading or opening this folder, please go to the System Requirements tab to download a free update to your Adobe software. This is required to obtain a quality print of your certificate.   Should the State contact us, we will certify your certificate of completion for them.

My Account History located on your student page and under Your Info, click My Account History which will provide you with a receipt for your courses and a historical record of all courses that you have enrolled in on what date and time.

Lastly, should you be double licensed and require CEU's for both licenses, please remember you must establish a separate course listing for your DW license courses and one for your WW license courses, since they are reported separately for your CEU credits to be applied for renewal.
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Further Details of Program:
Student Page:  upon registration for online courses, the student will receive his or her own personal student page which outlines each course [sections, Q &A’s, evaluation form, and printing of their certificate], status of each course, and total amount of CEU’s earned. 

Course Time:  each online course is divided into three sections for each one-hour course.  Typically, each section is ten to fifteen minutes in classroom time with questions and answers pertaining to that section at the end of each section.  Each section is comprised of single spaced pages of text, text with streaming clips, or streaming clips.  After each course section, the student will return to their student page, complete the test questions; before proceeding to the next section of their course.  Streaming – video format courses vary in length and contact time as illustrated on each course section.  Each course has a minimum time requirement for the course material, along with the questions and answers section to equal the one hour course.  All test questions are random selected for the student.  In multi-hour courses, the course material sections and Q&A’s follow the same pattern.

Course Pass/Fail:  our system has the feature to require a passing percentage, should it be required.  For example, should a 70% passing grade be required for completion of the student’s training course; our system recognizes this requirement, whereby the student would not receive their course completion, unless an accumulative grade of 70% had been achieved.  The completed course drops into the database, after the student achieves the percentage requirement.  In review, the student must complete all course material, complete all questions and answers sections, achieve the accumulative passing grade (if required), prior to the evaluation form icon appearing on the student page. 
Course Evaluation:  upon completion of all course sections and Q&A’s, the student will be required to fill-out an evaluation form which is e-mailed back to our office.  The evaluation form is very important to us, to monitor and record comments of our students and their input to our instructors concerning their course.  

Certificate of Completion:  upon completion of the above (course sections, Q&A’s, and evaluation form), the student may print his or her Certificate of Completion from their My Transcript page.  The certificate will illustrate the approved course seal, either the course title and/or your state course number.  At the end of each reporting period, CEU Plan forwards a consolidated report to the State of the total CEU credits earned by each operator (student) for that period; should it be required.
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Let us provide you with a simple procedure for login to take your training course with us. You might want to print this for future reference:

State:             

Username:     

Password:      

1. Go to:  www.ceuplan.com
2. Insert your username and password in the boxes

3. Click the login button located to the right of your username/password boxes

4. Allow the system to download your student page

5. Next – select the license group in which you wish to begin your studies. This applies to anyone with multiple licenses.  Located in the center of your student page will be your license(s) listed – click the license for uncompleted courses to appear. 

6. Now all of your uncompleted courses, also illustrated under your My Courses folder

7. Click the course title to begin your course studies

8. Should this be your first course of study, click the course section one followed by reviewing the course material. You can also print a copy of the material and make notes.  

9. Upon completion of the review the course section, click the course quiz button. Then answer the questions. Should your test results be lower than you would like, return to the course material and review the material again. You can also print the results to act as your guide in further study of course material.

10. Once you have answered all questions and obtain an acceptable grade, click the record results button. It will return you to the course and you may begin the second section of the training course.

11. Remember to complete all sections of the course and the Q & A’s in order to complete course, once the evaluation form has been submitted you may print your Certificate of Completion.

12. Upon submitting your evaluation form, you will be able to go to My Transcript and print your certificate of completion.

13. Your certificate will illustrate your name and course identification with the state, along with the date that you completed the course. You may print as many copies of this certificate as required. Your state agency may audit your completed courses for date of completion. We submit a course completion roster directly to your state at the end of each reporting period.

Should you have problems or don’t understand something, please view our tutorials “How to Take a Course” and “Getting Started”- these tutorials should answer any question that you might have or click the Technical Support (yellow box) located on the home page bottom right hand corner.  This link is our technical support department designed to assist you with anything about our program.  We do not publish any phone numbers, as we need time to properly investigate your issue; with a proper reply to your e-mail account.
