Technical Support – FAQ’s:

Registration – How to enroll?

How do I register for a course?  

· View the Complete List of Courses page and Enroll from there.

· View the Current Instructors and Course Offered pages and Enroll from there.

· View the Course Categories page and look for this image to view a category with available courses & Enroll from there.

· When registering make sure, your information is complete and correct on the registration form – e-mail address [since your receipt and certificate are sent to that e-mail address], credit card number and expiration date, along with your mailing address where you receive your credit card statement [this is for security purposes].

What are the Course Categories?

· Operation and Control of a Treatment Plant

· Treatment Processes

· Health & Safety

· Employment & Community Right-to-Know Notification Procedures

· Toxic & Hazardous Materials Handling Procedures

· Solids and Residuals

· Supervision and Management

· Basic Chemistry and Biology

· Mathematics of the Treatment Process

· Laboratory Sampling Procedures

· Equipment Maintenance and Repair

· Computer Application for Water or Wastewater Treatment

· Blueprint Reading

· Government Rules & Procedures applicable to Water/Wastewater

· Back Flow Prevention/Cross Connection Control
· New or Alternative Technologies associated with Water/Wastewater

· Distribution and Collection Systems

What takes place when I register for a course(s)?

· When you register for a course, you receive a receipt of the course registration which provides you with a receipt for reimbursement and a copy of your registration [making note of your username and password – which is required to enter the system at a later time].

· Upon receiving your receipt, CEU Plan builds a “student page” for you with your name, license number, and all of your courses through CEU Plan.  The student page helps you keep track of your course activities, amount of ceu’s earned from CEU Plan, similarly like a log of courses enrolled, courses completed, total course hours, and current ceu credits earned (based on a base ten for illustrations: 1 CEU – 1.0 (or 10 - .1 courses) hours.

· After you have completed a course [all course material sections,   Q & A’s, and returned the evaluation form for each course], you may print a Certificate of Completion from your student page.  The Certificate includes your name and license number, course title, and ceu’s earned for that course, along with the date of completion.  This is your record of completion.  

· Any course which you have registered for, however has not been paid for; will be illustrated at that particular course on your student page.

How much does it cost?

· Starting at $ 13.95 for an one hour course (0.1 ceu’s)plus $ 5.00 certification fee per registration.

How do I purchase courses?

· We accept major credit cards of Visa, MasterCard, and American Express
· Prepaid Invoices via Company or Municipal check allowing 10-15 working days for processing.

Can I get a receipt so I may receive reimbursement from the County?

· You will receive a confirmation and receipt after your course registration has been processed, assuming you provided a deliverable e-mail address when registering.

I like some of the longer courses, but I only want to take part of one now, what can I do?

· Go ahead and complete as much of a course as you want.  When you login at a later time you can pick up right where you left off.  Each course is bookmarked where you leave off.
CEU Credits - Approved?

Are CEU Plan courses approved in my state?

· Each course on our site has been approved by the state administrator responsible for the Operator Certification Program.  CEU Plan does not and will not include any course on any state without a written approval from the state administrator.

· Click your state for review of all courses approved by category, list, and/or instructor.

· Should you state administrator require a course number, they are provided on the state site.  Some states do not require course numbers, thus only the course title is illustrated.

How can I tell what ceu credits are assigned to the course?

· Associated with the course title, the amount of time for each course is illustrated in hours; thus .1 ceu for an one hour course, since they are based on ten = 1.0 ceu (equal to ten – one hour courses).

How do I receive my ceu’s?

· After successfully completing your course, you may print your Certificate of Completion from your student page.

How many ceu credits to I need to renew my license?

· We have provided a link to your state website which illustrates the total ceu requirements for your license.

I’m licensed in five states, how do I know what my license requirements are in all states?

· We have provided a link to each state website which has approved CEU Plan.  Many states offer reciprocation between each other.  You must check with each state rules and regulations governing this exchange program.

· Each state approved CEU Plan courses are listed as course title and/or number.

· The student is responsible for submitting their certificate of completion to each state for the reciprocal course program.  

· CEU Plan will submit a copy of all completed courses to the state in which you have registered for the course.

I’m double licensed and want to apply some courses to my water license and some to my wastewater license?

· Register for your water courses under your water license and wastewater under your wastewater license.  Some courses are for both licenses such as Health & Safety, Supervision & Management, and many more.  Credits will be applied under the license which you register for. 

General Questions

I have a question concerning the course that I’m taking, how do I contact the instructor for more information?

· Each course has a link to the instructor; “Ask the Instructor” whereby you can e-mail the instructor for additional information or request reference material to pursue the topic of interest – submit technical support form – your inquiry will be forward to the course instructor.
What type of courses do you have?

· View our course categories link under the Courses button on the home page.  This will provide you with seventeen (17) categories or topics pertaining to water and wastewater.  Each course is labeled DW for drinking water, WW for wastewater, DW/WW for combined water/wastewater concerning the main course content.

· All courses have been developed by an expert in their field.  Each instructor has an average of twenty years experience in the industry and some with doctorate positions at leading universities.

· Some courses have been developed by leading researchers within the water/wastewater field discussing some of the latest in new and emerging technologies. 

· To quickly locate a particular course, view the Course Category or list of all courses which starts with category one or take a course which illustrates the last course add to the course catalog.

Do I have to have DSL or Road Runner to take your courses?

· No, most courses contain text only or text with graphics which are easily accessible through dial-up internet connections.

· Minimum system requirements are:

1. Windows XP
2. Internet Explorer 10 with Java enabled or Netscape Navigator

3. Set your screen resolution to 800X600 for best viewing

4. Some images in slideshows may not load initially on some browsers.  Click Refresh if initial backgrounds do not load properly.  Be patient if using a 56k or lesser speed modem.  Images may be slow to load in slide show presentations.

· Streaming based courses will require DSL or Road Runner connections as indicated on our course offerings page and course description.

How long do I have to take my course after I enroll?

· After registration, you have two months to complete your course.

What if I’m taking a course and my chlorine alarm goes OFF, what do I do?

· Take care of your alarm, turn your computer OFF, after things settle down and your ready to return to your course (next day, next week, ie) simply login to your student page and resume where you left off.  

· Your previously completed section of course material will be stored in the CEU Plan Memory until you can come back.  Again, after completing your course, you may print your Certificate of Completion for that course.

Can I print the course and come back later to take my test?

· Sorry, our courses are designed for online, and they are Read Only files.

Troubleshooting – Technical Support

I can’t log on?

· You must enter the same – exact username and password, as you registered!  Any space or character must be included in your login procedure.

· Click your REFRESH key.

The system rejected my registration?

· When submitting your credit card information, make sure you insert your correct mailing address where you receive your bill; this is for security purposes.  Don’t put the mailing address of your Visa credit card processing center.

· Make sure you submitted the correct credit card number and expiration date.

· Review the registration form, to make sure, you submit your e-mail address for your receipt and certificate of completion.  Your receipt and certificate are sent to the e-mail address submitted!

I entered my operator number and the system would not let me in?

· You must enter your correct license number with spaces or characters, as you entered it on your registration form.  Check your receipt for the way you entered you username and password.

I received a “Oops, you were away to long” what does that mean?

· Unless you provide interaction with the system and your course during a five minute segment, the system will time out; requiring you to start all over from the previously completed section.

I didn’t receive a Certificate of Completion for my course?

· You may print your certificate upon completion of all sections of course material, completing all Q & A’s, and returning the evaluation form.  Upon completion of all of the above, you may print your certificate.
Where can I find my ceu credits that I’ve completed on CEU Plan?

· Go to your student page, all completed courses for this period will be illustrated on it.

