Add New Education Credit to Your AFA Profile

1 Navigate to your user profile on the AFA portal. (If you do not remember your
username and/or password, please click on the reset password function on the
login screen and follow the prompts to access your portal profile.)
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https://online.americanfenceassociation.com/account/login.aspx

2  Click "Account"
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3  Click "Education"
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4  Click "Add New Education Credit"
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5 Click "Add New Education Credit"
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6  Select the "Continuing Education Units" option.

Add Education Credit

© Education Credit Type: *

Continuing Education Units

© Description: *

© Self Reported:

w
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7  In Description, add title of session or brief description if no title is available.

- Session title
- Instructor name
- Name of organization providing training

Questions about this process? Please contact Sara Surprenan
6670 or sara@americanfenceassociation.com.

© Description: *.

© Self Reported:
=

© Number of Credits Earned: *

8 Enter number of credits earned. (1 credit per clock hour)

© Self Reported:
v

© Number of Credits Earned: ¥
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© Credit Earned On: *

© Provider:

Organization
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9  Enter date of session.

L

© Number of Credits Earned: *

5

© Credit Earned On: *
© Provider:

Organization

© State/Province:

State/Province

10 Enter the name of the organization providing/hosting the session. If the
organization isn't listed, click the green plus sign to add the organization.

5

© Credit Earned On: *

6/9/2023

© Provider:

Organization

© State/Province:

State/Province

© Reference:;
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11 You do not need to enter State/Province or Reference. Click "Save."

© sState/Province:
Ohio

© Reference:

Save Cancel

12 On the next screen, you will need to upload your proof of attendance. Click
"Upload Document.”
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« This education credit is pending approval.

¢ This education credit allows document upload. If you
would like to upload document click Upload Document
and select between file or URL

=+ Upload Document v

Go to Education Credit Profile
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13  Click "Upload File"

L

+ This education credit allows document upload. If you
would like to upload document click Upload Document
and select between file or URL

+ Upload Document v
I <+ Upload File

& Enter File Url

14  Click "Browse" to select and attach your proof of attendance.

ad: *

“internal use only):
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15 Inthe description field, enter a brief title (e.g., "[Course Name] Certificate").

© Document type:

Document type
© Description: ¥

AFA Certification Process

Maximum upload size is 5 MB
Allowed file extensions : txt, doc, docx, pdf, xls, xlsx, csv, dxf, dwg, ppt, pptx
css, s, eot, ttf, svg, woff, ico, epub, xIsb, mobi, twhbx

16  Click "Upload File"

CEU Certificatg

157250
Maximum upload size is 5 MB

Allowed file extensions : txt, doc, docx, pdf, xIs, xIsx, csv,
css, js, eot, ttf, svg, woff, ico, epub, xIsb, mobi, twbx

o

Upload File
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17 Onthe next screen, click "Close" to finalize your entry.

would like to upload document click Upload Document
and select between file or URL

+ Upload Document v

Go to Education Credit Profile

Staff will review and approve your submitted credits. You do NOT need to wait for
18 : , o
staff to approve to submit them with a renewal application.

@ Questions on this process? Contact Sara Surprenant -
sara@americanfenceassociation.com or 314-561-6670.
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