Online Roster Submission Guide
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2) Onthelogin page enter your six digit AGD Provider D number as your Username.
The default password will be agdpace. (The AGD recommends you change this
password for better security.) After entering click on the blue L og I n button.
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3) You will be brought to the PACE Providers Tools section of the web site. (If you are
already logged in you can also click on the word Education on the blue bar and then
click PACE Providers Tools from the grey drop-down box.)
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4) Click onthe Submit My Roster from the menu on the left or at the bottom of the page.
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5) Next enter al the course information on the CE Roster. (The fields that have red stars
next to them are required information.)
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6) When entering the AGD member ship number the number must be entered in asingle
vertical column. If the doctor’s number is unknown, but they are an AGD member
click on the Search Member < link to search by last name.
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7) The Search AGD Members page will appear. Enter the participant’s last name, a
commaand first initial in the Member Last Name field. Click on the submit button .
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8) A list of records matching the information you submitted will appear. Click on your
participant’s ID. (If the participant is not listed, skip them. They are not an AGD
member. You are only required to submit course information for AGD membersto the

AGD.)
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9) The ID number you clicked on will automatically appear in the AGD member ship
number field. When you finish entering the required information click on the
Continue Button located towards the bottom of the screen
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10) Next the summary screen will appear. Review the information entered and make sure

the IDs entered match the names on your roster. If changes/corrections are needed click
on the Edit button to return to the submission page.
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11) After corrections are made, again click on the Submit button. The system will identify
invalid ID numbers. Click on the Edit button to make corrections. After making

corrections you can again click the Submit button. Y ou can repeat this process as
many times as necessary.
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12) Once you are satisfied with the information you will then click the Submit button.
Provided that you have entered a valid e-mail address a confirmation will be e-mailed
to you to tell you whether or not your submission was successful.

13) The next screen alows you to enter additional hours for this course, submit information
for adifferent course or view your roster history. Y ou can also exit from the siteif you
are done.
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14) WHEN TO SELECT Enter additional hour for thiscourse: If a member earns
hours in multiple subject codes or methods select this option. All information except
the Credit Hours, Course Type and Subject Code will be repeated. Enter the revised
information and submit as normal.

15)WHEN TO SELECT Submit another roster list: If information for a completely
separate course needs to be entered. Selecting this link will present ablank roster form

WHEN TO SELECT View roster history: Selecting thislink presentsalist of rosters
previously entered by the provider.



How to Enter | nfor mation From the Scanner

How to capture data from the scanner when used in Batch mode

These instructions are for the providers that will not have access to a laptop at the course
location. The scanner will store the data to memory for capture at a later time, which must be
done before another course is recorded to the scanner.

These users will need to maintain a hard copy of course attendees.

These instructions are to be followed only after the scanner driver software and Flicware
Wedge Software has been installed and configured.

The following instructions must be followed or you will loose the data.

1
2.
3

No ok

©

Make sure the PC or Laptop is powered on and Windows is completed |oaded.
Make sure there are no other programs running.

Using the coil cable supplied with the scanner, plug in the USB connector to a USB
port on the PC or Laptop.

NOTE: You must use the same USB port that was used during the installation and
configuration of the Flicware Wedge Software and scanner driver software. |f the
same USB port isnot used an error message will be displayed.

DO NOT plug-in the stereo plug connector to the PC or Laptop, at thistime.

Start the Flicware Wedge Software.

Verify that the Flicware Wedge Software is active.

Start either Windows Notepad or Microsoft Word or Excel.

NOTE: Only Windows Notepad and Microsoft Word or Excel will be supported.
The application needs be the front or active window on the PC or Laptop screen.

Using Microsoft Excel
Place the cursor in cell Al.

Using Microsoft Word or Windows Notepad

Place the cursor in the upper left corner of ablank document.

*Thisisvery IMPORTANT; placing the cursor in a specific location indicates
where the data will beinserted on the application.

Double-check to make surethat...

1. TheUSB connector on the coiled scanner cable is connected to the PC or
Laptop
2. TheHFicware “wedge’ Softwareis active
3. And the Windows based application is the front or active window on the PC
or Laptop screen.
Plug-in the stereo plug connector to the scanner
NOTE: Oncethe scanner is connected it will immediate upload all of the data from
the scanner memory to the application.

10. The scanner with make a distinct noise and the data will appear in a column reading

top to bottom.



11.

12.

Save as afileto the PC or Laptop, thisfile will be utilized to provide roster
information to AGD viathe internet.

Oncethisinformation is saved you can simply cut and paste the information in the
corresponding fields.

How to capture data from the scanner when used in Tethered mode

These instructions are for the providers with access to a laptop at the course location.
Providers are able to capture data from the scanner in real time.

These instructions are to be followed only after the scanner driver software and Flicware
Wedge Software has been installed and configured.

1
2.
3

Make sure the Laptop is powered on and Windows is completed |oaded.
Make sure there are no other programs running.
Using the coil cable supplied with the scanner, plug in the USB connector to a USB

port on the Laptop.

No ok
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0.

10.

11.

NOTE: You must use the same USB port that was used during the installation and
configuration of the Flicware Wedge Software and scanner driver software. |f the
same USB port is not used a communication error message will be displayed.
Plug-in the stereo plug connector to the PC or Laptop.

Start the Flicware Wedge Software.

Verify that the Flicware Wedge Software is active.

Start either Windows Notepad or Microsoft Word or Excel.

NOTE: Only Windows Notepad and Microsoft Word or Excel will be supported.
The application needs be the front or active window on the Laptop screen.

Using Microsoft Excel
Place the cursor in cell Al

Using Microsoft Word or Windows Notepad

Place the cursor in the upper left corner of ablank document.

*Thisisvery IMPORTANT; placing the cursor in a specific location indicates
where the data will beinserted on the application.

Y ou may now scan data directly into one of the three support Windows based
applications.

Save as afileto the PC or Laptop, thisfile will be utilized to provide roster
information to AGD viathe internet.

Once thisis completed you can cut and paste the information into the corresponding
fields.

If you have any questions or concerns please contact us at (888)243-3368 ext.4114 or at
PACE@agd.org



