Thank you for choosing Sheppard Pratt Health System for continuing education. Your user experience is important to us,
so we have compiled a list of Frequently Asked Questions to assist you. You can also contact the Professional Education
office at 410-938-4593 or by email at cme@sheppardpratt.org.
How do I set up an account in the Sheppard Pratt Health System web evaluation system?
You can create an account by clicking on “REGISTER” in the upper right corner of the page and completing the form. If
you are Sheppard Pratt Health System staff, affiliate or partner site, please use your employee email address to set up
your account.

How do I LOG IN to the Sheppard Pratt Health System web evaluation system?
You can log on to the website anytime from any computer, tablet or smartphone by clicking “LOG IN” at the upper right
corner of the page and entering your username and password created when you registered as a user.

What if I forget my username or password?
If you have forgotten your SPHS Log In and Password, click HERE to have it emailed to you. If you do not have an
account and would like to receive credit for attending Sheppard Pratt Health System events, please click HERE to create
an account. You may also contact the Professional Education Office at cme@sheppardpratt.org or (410) 938-4593 for
assistance.

How do I change my email address, phone number or other personal information?
You can edit your personal information by going to the Professional Education main site and logging in to the site and
selecting “MY ACCOUNT”. You can edit your profile, view and download certificates and transcripts in “MY ACCOUNT”.

What browsers work best for assessing the website?
Google Chrome and Mozilla Firefox are the preferred browsers.
What if I use Internet Explorer?
Some Internet Explorer users have reported issues logging into the Professional Education site. If you do not have
access to another browser and you receive an “Invalid Session” error when attempting to log in, close Internet Explorer
to clear the cookies, reopen Internet Explorer and log in again.

COURSES
How do I take a course?
Select a course from the Professional Education course catalog by clicking on the title of the course.

Select the “TAKE COURSE” button on the right inside the Course Summary.

Select “PRETEST” and answer the questions. Next, select the “ATTENDANCE” button. After that, you will be prompted
that an administrator must mark you present. You can use the navigation button in the bottom right corner throughout
the activity.

Once you attend the event and sign-in, your pretest will be verified and you will be sent an email to complete the
course.

You should log back into your account and complete the prompts in the “TAKE COURSE” section until you have
completed the evaluation and earned the certificate for credit.

Can I complete a course in one sitting?
No, it is not possible to complete a course in one sitting. You should complete the pretest and select “ATTENDANCE”
prior to attending a course. After the course has ended, you will receive the email prompt to complete the course for
credit. You must complete the process to the end of the evaluation to earn credit.

When does a course expire?
The expiration dates of all courses are listed in the course description. You can review the expiration dates of courses by
logging in t your account and accessing the “MY ACTIVITIES” section to review your list of pending activities. Select a
course from the list to view the course description page. If the page is inaccessible, the course has expired.

Where are my certificates?

After you successfully complete a course, you can immediately download and print your certificate.
For easy reference, a transcript of your course history and certificates are maintained in your account and can be
conveniently accessed and reprinted anytime from any computer. Log into your account ad click on the “MY ACCOUNT”
section. Select “MY ACTIVITIES” to view a list of all courses that you have completed.

You can select any certificate by clicking on Download.

How can I print a transcript of my activities?

A transcript of your course history and certificates are maintained in your account and can be conveniently accessed and
reprinted anytime from any computer. Log in to your account and click on the “MY ACCOUNT” section. Select “MY
ACTIVITIES” to view a list of all courses that you have completed.

How can I add credits I received from other organizations?
To track all of your credits, you can now add credits received from other organizations (i.e., APA, AACAP, APNA, etc.).
Log in to your account and click on the “MY ACCOUNT” section. Select “MY ACTIVITIES” under the “EXTERNAL CREDITS”
tab, click “ADD CREDITS” and enter the course name, date completed and credit hours earned. You also have the option
of uploading a certificate.

