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Facilitator Checklist

We are providing you a checklist as well as a manual full of instructions and resources
to assist with your training experiences. Please refer to these materials for troubleshoot-
ing and any questions you may have.

As a facilitator please review the checklist below as it will pertain to things that should
be done before, during, and after each CCAR training.

Before Training Begins

o Is the information in my training class accurate (e.g. dates, times, location)?
o Are all of my participants on the class roster?
o Are all participants approved/confirmed?

During Training/At the End of Training

o Do my participants know how to access their evaluation?
o Do my participants know how to retrieve their certificates of completion?

After Training Ends

o Did | take attendance for all participants for each day of training?
o Did my participants complete.their evaluation?
o What feedback do participants have regarding their experience?
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e
Account Creation - New User

Each new user wishing to enroll in CCAR training opportunities will need to create an
account through Protraxx. The account is free, and will remain to be used as your ac-
count for as many CCAR trainings as you desire taking. Follow this link to begin the
participant registration process: https://www.protraxx.com/scripts/ezcatalogny/login.
aspx?CustomerlD=245.

Please do not create a new account if you have forgotten your password, use the “For-
got Password” link to retrieve your password, if that does not work, please‘reachout to
a member of the training team at 860.244.2777 for further assistance.

If you were a participant, but have since become a facilitator, CCAR will‘lupdate your
status in your account from the backend of Protraxx. Once you:are.a facilitator of the
CCAR curriculum, you will be marked as an “Instructor” in Protraxx.

Please carefully read all of the instructions on each page.of the steps of registration.

Follow the screenshots on the next three pages to see the step-by-step process.
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Account Creation - New User

Step One:

O Pralras - Bt

siog - activtyC X

€ =2 C @& protraxccom/scripis/ezcatalogny/login.aspx?CustomeriD=245

Log Me In

Centar for Addiction Recovery Training Public Catalog

The Connecticut Community for Addiction Recovery (CCAR) envisions a world where the power, hope and healing of recovery from alcobol and other drug addiction is thoroughly understood and embraceds

CCAR is a centralized resource in CT for all things recovery. Whether you are contemplating a life in recovery, are new to recovery or are in long term recovery, CCAR is here to help vou to navigate the recovery communityby cofibecting §ou with others in recovery and providing access
1O Ared SUPPOIT $EMVICES.

Living in recovery from alcohol and other drugs is a never ending journey, and wherever you are in that journsy, CCAR is here to help you mect your recovery goals.

Login here &

You have not praviousty registerad or created @l @ecount to il & u and passwond
« Youare aveady registerad (Creatad sn account)
« Youave taken @ workshop with us bafore

Usemame. Usemame

New Users; Clickregisterbutton to begin registration process.

ot sure, click bere

Fougot your usemame/password?

Step Two:
Catslog - New User X o \ ‘ = o x

< C @ protracceom/scripts/ezcatalogny/Newlser.aspx?iD=8Waitlist=BActivityl D= &CustomeriD=245

> Prafram

Log Me In

ing Public Catalog

New User Ragistration
An emad will be sent 10 the emad aderess entered boelow with your login desails upordgmpletion of the regiiation!
“requrad fieid

Person Information

“First Name Middle Initial

Empioyee I0Repisy =

“City “State

“Emsil Address “Rir-Enter Email Address.

*Phane Type

Seiect Phone Type &

All fields with an * will need to be filled in, in order to proceed. N
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Account Creation - New User

Step Three:

> Profeans - ExCatalog - NewUser % | o

- 8 x
& & C @ protraccom/scripts/es y/NewUseraspxHD = BActivitylD=&CustomeriD=245

Course Offerings ¥  Userinformabon ¥ Help ¥ LogMelin

Center for Addiction Recovery Training Public Catalog
New User Ragistration

An el wil b 561 10 e 8MBil 0rESS 4NEred biiow With oUY I6gin Setaiks UBOR COMPIion of the Fegisbation!
*requirad fieid

Pleasa indicate your State and role from the aptions below.
{Sebect the State Tat. the State vl then papulale the Viho aee you)
“Fou must sefect a ko are you

*State
-~ Select State -
“Wha are you

- SEIECI WO &€ you - ¥

*Primary Titie

- Select Tite
*Grade
- Select Grade —

All fields with an * will need to be filleddn, in orderto proceed. =~ I

Step Four:

< C @ protraccom/scripts/ezcatalogny/NewlUser.aspx?ID= BWaitlist= & Activityl D= &Customeri D=245

Center for Addiction Recovery Training Public Catalog

New User Ragistration
An emad wil b sent o tne emai adaress entered below with your Iogin details upon gompietion of ihe regerAlon!
“requird fiesd

User Information - Usermname/Password

Create username and password for your Protraxx account.
All fields with an * will need to be filled in, in order to proceed.
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Account Creation - New User

Step Five (Final Step):

S ProTra - ExCatalog - NewUser X o - 8 x

€ 2 © & protaxceom/scripts/ezc w/NewUseraspxfD = BActivitylD=&CustomeriD=245 - a

Course Offerings v User Information v Help v Log Me In

Center for Addiction Recavery Training Public Catalog

New User Ragistration

A0 @t wil De 5601 10 o el a06HE55 @1eced Dilov with YOl 10Gin G0%its UDOR COMPRTION of he rages¥abon!
“required fekd

Check (/) the box to agree. Then click finish.
Your registration will be complete.
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Forgot Username/Password

Forgetting your username or password happens. Everything needs a login these days
and each require different standards. If this happens for your Protraxx account, please
use this link to begin the reset process: https://www.protraxx.com/scripts/ezcatalogny/
login.aspx?CustomerlD=245.

Please carefully check both your work email, personal email, etc., if one does not pro-
duce the results. Also, be sure to check all junk/spam folders, as this is often where
Protraxx automated emails end up.

If you no longer have access to the email associated with your account, please contact
us at cart@ccar.us. Do not create a new account.

Follow the screenshots on the next page to see the step-by-step process.
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Forgot Username/Password

Step One:

> Profram - ExCatslog - Ac

C @ protraccoom,/scripts/ezcatalogny/login.aspx?CustomeriD=245 - 0

Help v Log Mein

Centar for Addiction Recovary Training Public Catalog

The Connecticut Community for Addiction Recovery (CCAR) envisions a world where the power, hope and healing of recovery from alcohol and other drug addiction is thoroughly understood and embraced.

CCAR is a centralized resource in CT for all things recovery. Whether you are comemplating a life in recovery, are new to recovery or are in long term recovery, CCAR is here to help you s navigate the recovery communify, by colmectinglyou with others in recovery and providing access
10 area sUppOrt services.

Living in recovery from alcohol and other drugs is a never ending joumncy, and wherever you are in that joumey, GCAR is here to help you meet your recovery goals.

Login hara & You have not pravieusly registered ot crastediRliaccount 13eBan & userEne and password

 You are aiready registered (Cresled an sccount]
= You hive Eakin & warkshog with us Bifore REGISTER

Usemame: |Usamame

Mot sure, click here
Forgat your usemame/passward?

' Click “Forgot your username/password”.

Step Two (Final Step):
= ProTea: - ExCatalog - Adtivity € % | 4 \ ‘ - o x

&« - C @ protraxcecom/scripts/ezcatalogny/LockupPassword.aspi?CustomeriD=245 * 8

p v Log Me In

Center for Addiction Recovery Training Public Catalog

Enter your email address to receive your Username and Password!
H you balieve you are a registered user, enter yaur email balow, and your Usemame nd Password wil Belsent to you if your account is found within our system

P eck both your work email and

Enter your email address.
’Pmﬁmrmu 3 Enter the code in the image (note the red circle will be the image,
‘ s Sl images are the same).

Click “Send Username and Password”.

Username and Password

Backto Login
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Updating Personal Information

Protraxx is a very important database for both participants and facilitators. Understand-
ably, things change as do emails, phone numbers, mailing addresses, etc. It is important
to keep your Protraxx profile up to date since it holds all information that we at CCAR
use to contact and/or distribute materials, information, etc. Everyone is able to update
their own personal information by using MyEzTraxx or through catalog access: https://
www.protraxx.com/scripts/ezcatalogny/login.aspx?Customer|D=245.

Please take the time to make sure that your information stays current so that we'can
ensure quality service when working with you.

Follow the screenshots on the next page to see the step-by-step process for edits
through My EzTraxx, see the following page for edits through the.catalog login.
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Updating Personal Information (My EzTraxx)

Step One:

7 hitp ipt ip - Google Chrome: — =] x

8@ protraxx.com/Scripts/EzParticipant/index.aspx

Center for Addiction Recovery Training = =
Leogged in as: Select Language -
Lila Frankovitch L] 2- - Q- Powered by Ge-gle Translate
Update Profile
ENROLLMENT INSTRUCTOR & REPORTS
Logout

Pending Pending

that looks like a person, if you click the down area, there is a drop bl iz fperde
down menu that has “update profile” as an option, click there.

At the top of the screen in My EzTraxx, you will see the symbol 2 P ﬁ 1

Summarydoformation

»  Post-Evaluations Due L 1] ‘

Email Notifications

Receive Course Promotions ﬁ

Receive ProTraxx Updates/New Releases

Step Two (Final Step):

~ ProTrasx - Update Profile Information - Google Chrome \ ‘ - =] >
@ protraxoccom/Scripts/EzParticipant/UpdateProfile.aspx o

Center for Addiction Recovery Training

Legged in as: 1 il O Selact Language -
Lila Frankovitch i = T Powsred by Ge:gle Translate

ENROLLMENT INSTRUCTORSR,

Update Profile Information
Profile Information

**If the box re disabled you are not Mllgwve update the section of in; ation. Please contact yo! strict. The district allows you to update the following information: {Person Information} {School
Inhrmatinlaﬂ} {Username & Passwor:

1. Personal Information R Bchool Intermation 3. Login Infarmation r‘ Email Nolifications

Employee Number:

€N &iState = Once you are in the “update profile” screen, there are optionsto
Pretix: O edit your Personal Information, School Information, Login
First Name: Information, and even your Email Notification preferences.

Lila

This area should always have up to date information, especially,
Eraninioh email addresses, phone numbers, and mailing addresses.
NONE SELECTED
This is also where you can update your username and password if
you would like to change it, under Login Information.

75 Charter Oak Avenue

Suite 1-305
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Updating Personal Information (Catalog)

Step One:
= ProTram - EzCatalog - Activity C X & o = a x

&« &) @ protrax.com/scripts/ezcatalogny/login.aspx?CustomeriD=245

Course Offerings w User Information ~ Help ~ Log Me In

Center for Addiction Recovery Training Public Catalog

> B . [
HOME OF THE CCAR RECOVERY COACH ACADEMY®! Over 50,000 Trained Workdvide!

CCAR is the global leader in quality Recovery Coach Training, focusing on the Art and Science. All offerings are based on the fundamentals of Coaching Excellence and are open to anyone interested in leaming aBok! howBEstia support others on their own recovery joumey.

Thank you for your interest in atlending one of our Iraining programs. CCAR Training Programs are facilitated by authorized CCAR Trainers throughout the country. Although all attendance/CEUS are tracked here in our RigtraodPlatiomu gl CCAR Authorized Trainers ulilize 2 separate
process for payment and dissemination of materials. Registration through this page holds your space until the Instructor has accepted and confirmed your enrcliment. 25 some states do have specific prereqUisites for eqrofiment. Those will be explained outside of this platform if
applicable

If at anytime throughout your registration process you need assistance, please contact us at cantg@ccar.us. Please include as much of the seasion information 30 we can better assist you (e.g., the hame of the training, dates, state and instructor if known).

I know my Username and Password Mew Users

Login here if. You have nol previously registered origisalied an actolmt 1o oblain a user name and password

You are already registered (Crealed an account) m

+ *You have faken a workshop with us before

Username.

Passward

» Log into your aceount through the Protraxx catalog.

Mot sure. click here

Forgot your username/password?

1 g

Step Two (Final Step):

= - ProTranx x -+ (-] = (=] x

&« (e @ protraxx.com/scripts/ezcatalogny/ClassCatalog.aspx?CustogerlD=245 Q P35 :

Course Offerings ~ My Enroliments User Information ~ R’uport_s ~ Help + Log Me Out L.
Using the drop down arrow, select “My Account”, this is where all

Welcome Lila Frankovitch O Logout Center for Addiction Recovery Training Public Catalog
&3] My Account
) My Courses

[ e RPEWEN |

Activity Type Keyword Date Range

information can be undated

an Stan Date 5 Ena Date

Area of Focus Target Audience

Filter bry: All

Ascending O Descanding Fee Based 2B Oniine Course [ Face to Face B currentty Envotes 5

Hems 1 to 20 of 87

w Recovery Coaching Basics

This training is based on our flagship training
the Recovery Coach Acadeny (RCA). This
curmiculum p ... Read more

Begin Date: 02/18/2019
Course # CART-20-101-001
Status: OPEN

Type: Face to Face
Location: Out of District

” Recovery Coaching Basics

This training is based on eur flagship fraining,
the Recovery Coach Academy (RCA). This
curmiculum p .... Read more

Begin Date: 09202018
Course # CART-20.101-002
Status: OPEN

Type: Face lo Face
Location: Qut of District

% Ethical Considerations For
Recovery Coaches

Ethics trainings are not all created equal
Recovery Coaches need an understanding of
ethics that d ... Read more

Begin Date: 11252019

Course # CART-20-200-029

Status: OPEN

Type: Face to Face

Location: Center for Family Life and

% Ethical Considerations For
Recovery Coaches

Ethics trainings are not all created equal.
Recovery Codches need an understanding of
ethics that d ... Read more

Begin Date: 121012019
Course # CART.20-200-009
Status: OPEN

Type: Face to Face
Location: Peer 2 Peers
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How to Register Your Training With CCAR

All trainings need to be registered through CCAR. Registering trainings ensures that all
trainings are validated, manual orders are placed if needed, and that trainings are put
into Protraxx so that your participants can enroll.

Step One: Please visit, https://addictionrecoverytraining.org/tots/.

Step Two: Click the button “Register Your Training/Order Materials”.

Step Three: Choose the training that you are registering, Recovery Coach Academy,
Ethical Considerations for Recovery Coaches, Recovery Coaching and Professionalism,
Recovery Coaching and Spirituality, Recovery Coaching in the Emergency Department,
Coachervision, and/or Recovery Coaching Basics for All.

When choosing the training, you have options to register and.order manuals, register
and order manuals through Amazon, or register without manuals, meaning you have
manuals on hand.

Step Four: Be sure to fill out all information on/the form.-and to accurately state dates,
hours, and location information as this is all putiinto Protraxx to ensure that training
registrations are thorough and accurate. There are options to choose in-person (face to
face), online, or blended (hybrid - bothionline and in-person). Be sure to appropriately
account for all hours as the hours need to.reflect the CEUs that are awarded at the end
of training.

Step Five: Once your information and order registration is submitted, you will receive
a receipt to your email. If you did not receive a receipt, we did not receive your order.
CCAR will review and/verify all information that has been provided, the training will be
put into Protraxx and you will receive an email with all information - including manual
information as well as'the Protraxx link that can be distributed to all class participants.
The class will also:then be visible in the Protraxx catalog.
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Finding Your Registered Trainings

Protraxx is where all facilitators will find their trainings that have been properly regis-
tered with CCAR. Once a training is registered through our online system, a manual or-
der is placed, if applicable, and the training is put into Protraxx. This gives the training a
CART code and is assigned to the trainer respectively. Protraxx reflects the training type
(Recovery Coach Academy, Ethical Considerations for Recovery Coaches, etc.) as well
as the dates and times of the training. It is important to make sure this information is
accurate, as it does post to a public catalog. Enrollment is open to any available parties,
unless otherwise specified, which is why it is important to check participant enrollments
before the start of training.

Follow the screenshots on the next page to see the step-by-step process from My Ez-
Traxx.

CCAR Protraxx User Guide 17



Finding Your Registered Trainings

Step One:

7 http ipt ip - Google Chrome: = =] x

@ protraxorcom/Scripts/EzParticipant/index.aspx

In My EzTraxx, you can find your trainings under the instructor
Center for Addiction Recovery Training

Lopgedin as ‘tab. A 2 B o Sl v

Lila Frankovitch Powered by Ge-gle Translate
ENROLLMENT INSTRUCTOR + REPORTS
INSTRUCTOR

« Activity Class Management « Using the drop down menu, select Activity Class Management.

® List Activity Requests

Summary Infggnation

»  Post-Evaluations Due [ 1] ‘

mail Notifications

Receive Course Promotions ﬁ

Receive ProTraxx Updates/New Releases

[

ProTraxx

Step Two (Final Step):

s/ SR Ger - - Google Chrome \ ' = fa } x

protraxx.com/Scripts/EzParticipant/Instructor/SearchSchedules.aspx

This screen will list all trainings that are registered to you as a
o S e facilitator. [twill displayall information includingtheﬂatte‘ndancie ]

Lila Frankovitch status. i = Q- Powered by Google Translate

Center for Addiction Recovery Training

ENROLLMENT ~ INSTRUCTOR REPORTS

= ——

Instructors/Search Activity Class

Instructor - Search Class
Display More Filg

- Max Onlina
Ad Tith T A
civity Sub Title Session Type Code Status ABancance Enrolinant Start Date Aftendance Status ward Status

Recovery Coach Academy - Oniine 5187-RCA-CT Multipie CART-21-100-054 CLOSED = 52 YES 051772021 CEINED

Powered

ProTraxx

Home - Logout - My Profile - Online Tutorials - Help Guides - Contact
1.866. EZTRAXX (1.866.398.7299)
suppor@protraxx.com
©2021 ProTraxx
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View and Approve/Confirm Enroliment

CCAR has added settings to ensure that when participants enroll in a training that is
found in the public catalog, enrollments must then be manually approved by facilitators.
As a facilitator, when you register trainings with CCAR, you are responsible for those
trainings, and those enrollments. Therefore, you are to approve or delete any PENDING

enrollments.

Follow the screenshots on the next three pages to see the step-by-step process.
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View and Approve/Confirm Enroliment

Step One:

= hitp: [ Protra, Script iy aspx - Google Chrome — =] b4

@ protraxc.com/Scripts/EzParticipant/index.aspx

Center for Addiction Recovery Training

[Select Language  ~

Logged in as
Lila Frankovitch fr 2. - o- Powered by Gaggle Translate

ENROLLMENT FORMS « REFORTS +

INSTRUCTOR
« Activty Class Management « In My EzTraxx, go to Activity Class Management

® List Activity Requests

Summary Infofmation,

2% £ mai Nitification

1 Receive Colif$e Fromgtions

A Receive ProTraxx UpdatesMew Releases

Pmrﬂ_
PraoTraxx

Home - Logout - My Profile - Online Tutorials - Help ¢
1.866 EZTRAXX (1.866.355.7239)
SUPpPOr@protraxx.com
©2021 ProTia

Step Two:

-

{2 protran. fScrip! i - Google Chrome \ ‘
& protraxccom/Scripts/EzParticipant/Instructor/SearchSchedules.aspx o ‘ !

Center for Addiction Recovery Training

Logged in as [Select Language ~
Lila Frankovitch T Powered by Ge-gle Translate

ENROLLMENT FORMS INSTRUCTOR. o REPORTS &

Instructors/Search Activity Class
Instructor - Search Class

Display More Fw‘— Trainings thatyour name as a facilitator, are associated with will
(be vi's?%e to you after they are registered with us gt CCAR
Activity Sy Title s Onve

Session Type Code Status Aftendance Enroliment Start Date Aftendance Status Award Status

Recavery CoacliABadaii Onng» { s1erRCACT Mutipte CART-21-100-054  OPEN 28 YES 051712021

Powered

ProTraxx
=L

Home - Logout - My Profile - Online Tutorials - Help Guides - Contact
1.866. EZTRAXX (1.866.398.7299)

suppori@protraxx.com
©2021 ProTraxx
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View and Approve/Confirm Enroliment

Step Three:

o Mi K Edit C i i Help B = 1wo%B8 Wed1:45PM LilaFrankovitch Q =

Center for Addiction Recovery Training

Logged in as

Lila Frankovitch &t A B O

4

&
Details View E reste E Asvards

To approve PENDING ENROLLMEN;glick ViewEnrollment _

Your activity is OPEN

Select Language  ~

ENROLLMENT < FORMS « INSTRUCTOR »

@ Requested by Lila Frankovitch

Detail Information

Activity Name

Recovery Coach Academy - Online

Session Type Equivalent
Muttple Session No

Total Contact Hours. Max # of Awards
30 30

Online Description

The CCAR Recovery Coach Academy® is a S-day inlensive fraining academy focusing on providing individuals vith the skils ned to guide. mentor and support #iyone who wduld kke

in a refreat like environment, the CCAR Recovery Coach Academy® prepares participants by helping them to actively kisten. ask really g00d questions, and discovis and miBnage their gwn stuff

ol on the form):

Descrive Recovery Coach role and functionsList the components. core values and guiding pnnciples of recoveryBuild skills to enhance ,’*Nmole many. dam sor y and recovery coachingDrscover atbtudes about self disclosure and shanng your

storyUnderstand the stages of recoveryDescribe the stages of change and their applicationsincrease their awareness of cullure, power and gehduiess et hhi recovery weliness planningPractice newly acguired skills

Tracking information

- N |

Activity Code Activity Topic 'ruarM Maximum Attendance

CART-21.100-054 100 Recovery Coach Academy 20208021 2
= http CprmeLcemSee i px?ID=403383 - Goog ‘ = e %
B protraxx.com/Scripts/EzParticipant/Instructor/ClassEnroliments.aspx?ID=403383 \

Center for Addiction Recovery Training

Logged in as: Select Language v

Lila Frankovitch ﬁ 1' il' 9' Powered by Ge- gle Translate

s

)

ENROLLMENT FORMS INSTRUCTOR. o \REPORY

@ Requested by Lila Frankovitch 0 a = k3
Details View Ej 2 E ! Asvards

View Enroliment

Name Start Date Code Status
Recovery Coach Academy - W snT2021 CART-21-100-054 OPEN
Max Attendance Allow Waitlist Current Waitlist
e «@ o«
Pending Enroliment Confirmed Enroliment Approved Enroliment

Send Emait (] 3. Choose whether, you would like to approve, confirm with

EEEEE) email, or delete with email for each participantenrolled.

O Name Email Phone Status Price  Payment Type | oyment Invoice Status bt Location Enroliment Date """ .2

Status Conflict Modified Records

|| P I Lia@ccarus

2. You can select participantsindividually

880-968-
7954

PENDING 85000 Invoice  Reguiar NOTPAID gwmcsoev CART g:mnzu 1:44:00

$850.00
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View and Approve/Confirm Enroliment

Step Five (Final Step):

€« - C @& protraxccom/scripts/ezcatalogny/Conf ion.aspx?ID=403383&EnrolimentiD=7448486&Customerl D=2458SendEmail= o e H

User Information Reports v Help ~

Course Offerings v My Enroliments Log Me Out

Welcome Lila Frankovitch Center for Addiction Recovery Training Public Catalog

Enroliment Confirmation

FOR REFERENCE Pilease print the foliowing enroliment confirmation slip for your records!

This is the screen when a participantenrolls.
Your enroliment is PENDING: you will receive a confirmation email when you have been approved!

Class Information

Name Enroliment Date Activity Name

Lila Frankovitch 211772021 1:44:00 PM Recovery Coach Academy - Online
Start Date Enroliment Status Activity Description

SM72021 PENDING The CCAR Recovery Coach Academy®

skills need to guide, mentor and st
addiction to alcohol or oiher drugs. P like envirenment, the CCAR Recovery Coach Academy®

prepares participants b n o a listen, ask reaity good questions, and discover and manage their own

Schedule

Connecticut Community for Addiction Recovery 22



4
Creating Enroliment

Many participants believe that they enrolled in a training when they have just created
an account. If a participant has a ProTraxx account, you can add them to your training
by clicking on “Create Enroliment” and then by searching by last name under “Available
People”.

Follow the screenshots on the next two pages to see the step-by-step process from My
EzTraxx.
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Creating Enroliment

Step One:

> hitp: o icip - Google Chrome - 8 X

& protraxoccom/Scripts/EzParticipant/index.aspx

In My EzTraxx, you can find your trainings under the instructor
Center for Addiction Recovery Training

tab.
Legged in as Select Language a
Lila Frankovitch Powered by Go-gle Translate

ENROLLMENT INSTRUGTOR »r REPORTS +
INSTRUCTOR

* Activity Class Management - Using the drop down menu, select Activity Class Management.

® List Activity Requests

Summary Infommation

»  Post-Evaluations Due [ 1] ‘

Email Notifications

Receive Course Promotiens ﬂ

Receive ProTraxx Updates/New Releases

Help Guides - Contact

Step Two:

s rotracccom/Scrip ticip: sar - Google Chrome \ ‘ - o x

protraxx.com/Scripts/EzParticipant/Instructor/SearchSchedules.aspx

This screén will list alltrainings that are registered to you as a
facilitator. Click the appropriate activity to edit enronment. - T

Center for Addiction Recovery Training

Logged in as
Lila Frankovitch

Powered by Go:gle Translate

ENROLLMENT INSTRUCTOR & REPORTS ¢

[=

Instructors/Search Activity Class
Instructor - Search Class

Display More Filig

Max Onlina
A it ™ A
Clivity Eub Title Session Type Code Status ABandance Enrofment Start Date Aftendance Status ward Status

Recovery Coach Academy - Onfine 5187-RCA-CT Multipie CART-21-100-054 cLoseD | 52 YES 051772021 CEEEED

Powered

S Be—
ProTraxx

Home - Logout - My Profile - Online Tutorials - Help Guides - Contact
1.866. EZTRAXX (1.866.398.7299)

SUPPOMUEProtraxx.com
&2021 ProTraxx
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Creating Enroliment

Step Three:

 hitp tranccom/Seript icip i 71D=407295 - Google Chrome - = o

& protraxoccom/Scripts/EzParticipant/instructor/ViewSchedule.aspx?ID=407295

To manuallyadd a participantto the training, select “Create

Logged in a5 Enrollment”.
Fake Name ﬂ‘ 1.' ii‘ o'

Center for Addiction Recovery Training

INSTRUCTOR

-
@ Requested by Maysha Zakrevskyy i) a + =
Details View Enrollment Create Enrollment Anengdance

instructors/View Activity Class

Activity Name
Recovery Coach Academy

EE

Tracking Information [ = snowsice |

Schedule:

Start Date Start Time End Time Location Primary Instructor

m| 08172021 8:30AM S.00PM FAKE PLACe e
[ow schnde J NS4
View s.:neqube_| oB/192021
View Schedule | 0872012021

View Schedule | 82172021

Step Four (Final Step):

= hitp travoc.com/Serip icip: rasteC| ’lhﬂiﬂ’ZQS%IQ(hrmg ‘ - o x
& protraxx.com/Scripts/EzParticipant/Instructor/CreateClassEnroliments.aspx?ID=407295

Center for Addiction Recovery Training

Legged in as
Fake Name

INSTRUCTOR ~

@ Requested by Maysha Zakrevskyy 2 "~
View Enroliment Create Enrollment

Start Date Code
Recovery Coach Academy snrzon CART-22-100-035

Max Attendance Allow Waitlist Current Waitlist
o o o
Current Enroliment Pending Enroliment Confirmed Enroliment Approved Enrollment

Enroliment Qptions

Available Peopi: not er’ - ied) Directions
—_ 1. Selecting People to Enroll

Select a Person = Start typing the last name of the person under Available People. A list will
appear below. Click on tha Name of the Parson than click tha “Add New
Parson” to move them to the Selected Paople box

2. Removing People
Click on the Person Name in the Selected People box then click the "Remove
Selacted Person” to remove them from the list.

3. Enrolling People
Click the Enroll Selected People button to Enroll the people within the
Selected People box
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Verifying Participant Attendance

Verifying participant attendance is a very important part to the final steps of training. Like
previously mentioned, when you navigate Protraxx and find your trainings, it will quickly
tell you whether your attendance is complete or incomplete.

At the end of training, participants are looking for access to their evaluations and their
certificates of completion. Their attendance needs to be fully updated and accurate in
order for them to be able to do so.

Note: In order for participants to show on your attendance list, they must first'be ap-
proved/confirmed.

Follow the screenshots on the next three pages to see the step=by-step process from
My EzTraxx.
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Verifying Participant Attendance

Step One:

> hitp: o icip - Google Chrome - o8 X

& protraxoc.com/Scripts/EzParticipant/index.aspx

In My EzTraxx, you can find your trainings under the instructor
Center for Addiction Recovery Training

Logged in as ‘tab. A 2 B o [FEEemen )

Lila Frankovitch Powered by Ge-gle Translate
ENROLLMENT INSTRUCTOR ~r REPORTS
INSTRUCTOR

« Activty Class Management « Using the drop down menu, select Activity Class Management.

® List Activity Requests

Summary Infomgmation

»  Post-Evaluations Due o ‘

Email Notifications

IReceive Course Promotions ﬁ

Receive ProTraxx Updates/New Releases

Help Guides - Contact
JC( (1.866.398.7299)
sup port@pro

Step Two:

P rotrmoccom/Scrip ticip aar - Google Chrome \ ‘ - =] x

protraxx.com/Scripts/EzParticipant/Instructor/SearchSchedules.aspx

This screen will list alltrainings that are registered to you as a
oo ilicom facilitator. [twill display all information including the attendance G ]
L Frakavich statisi€lick onthe activity class to update attendance. = W O ormrary Gose Tramaane

ENROLLMENT + INSTRUCTOR ~ 'REPORTS

Center for Addiction Recovery Training

[=

Instructors/Search Activity Class
Instructor - Search Class

Display More Filig

Max Online
Activity Sub Title Session Type Code Status Alandanca Enroiment Start Date Aftendance Status Award Status

Recavery Coach Academy - Orifig 5187-RCA-CT Multipie CART-21-100-054 CLOSED 52 YES 051772021 CEEED

Powered

e B—
ProTraxx

Home - Logout - My Profile - Online Tutorials - Help Guides - Contact

1.866. EZTRAXX (1.866.39

SUPPOTUEProtrax.com
©2021 ProTraxx
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Verifying Participant Attendance

Step Three:

= hitp: t om/Script icip tor/ViewSchedule.aspx?ID=403383 - Google Chrome = (=] X

@ protraxoc.com/Scripts/EzParticipant/Instructor/ViewSchedule.aspx?ID=403383

After choosing the class you would like to update attendance for,

you must choose the attendancetab at the top of the screen.

Logged in as
Lila Frankovitch 23 = -

Center for Addiction Recovery Training

ENROLLMENT INSTRUCTOR REPORTS

@ Requested by Lila Frankovitch ) 2 + =
Details View Enroliment Ancngdance

Instructors/View Activity Class
Your activity is CLOSED

Activity Name
Recovery Coach Academy - Oniine

| B snowe

Tracking Information |
Schedul

Start Date [ Start Time End Time Location Primary Instructor
View schedule | 051772021 10:0048 2:00PM Virtual Classroom Lila Frankovitch
View schedule | osnsR0e Wirtual Classroam Lila Frankovitch
View Schedule | o5/182021 Lia Frankovitch
Lila Frankovitch

View Schedule | oROOCNaY

View Schedule | 05212021 Lila Frankowich

= htp travc.com/Serip icip: tor/Re. asp?siD=6406114ID=403383 - Google Chiome - o x
@ protrawoc.com/Scripts/EzParticipant/Instructor/RecordAttendance.aspx?siD=640611&ID=403883 y
o . = 4 -
@ Requested by Lila Frankovitch == & &= -
Details View Enrollment 2 Enreliment £ Awards

After entering the.attendance screen, to update attendance, use
the green bufton thatsays “View/Take all Attendance”.

Record Attendance

Name Code Session Type Attendance Status
Recovery Coach Academy - Online EART-21-100-054 MULTIPLE ‘ ATTENDANCE INCOMPLETE
Session Date Start Time End Time Session Status
511772021 10:00 AM 2:00 PM ATTENDANCE INCOMPLETE
Enrollment Attended Partials Did Not Attend
[ 29 o €& LAl

Send Email. [

Select from diopdown of sessien dates and click GoTo Session

[05/1772021 (ATIENDANCE INCOMPLETE) v | ‘

*==***Please select Alfendance Status from the drop down box™*=**"

() Name Notes Aftendance Status  Post-Evaluation Completed P Time  Email Location Phone # Records
[ ATTENDED COMPLETED 530202145023 PM D Gl com Sober SO 1

) e—— NOT RECORDED NOT STARTED o3 o Out of District U 2

| ATTENDED COMPLETED 521202145545 P g 2il com Indhvidual 20— 3
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Verifying Participant Attendance

Step Five (Final Step):

-~ .
P om,

= o Re 21D: D=6405611 - Google Chrome
@ protraxx.com/Scripts/EzParticipant/Instructor/RecordAllAttendance.aspx?ID=40338385sID=640611

Name Code Attendance Status
Recovery Coach Academy - Online CART-21-100-054 ATTENDANCE INCOMPLETE
Enroliment

Attended Partials Did Not Attend
[ +o ] [ ] @ o
ATTENDED r— . —

oonorarenn | Check the box next to each day of the trainingfor each individual,

Auto Email Post-Evaluation Fon

you will update their status accordingly— USING ONLY attended
e o or did not attend, as we do not award partial CEUs.
(] Start Date Status Enmp\eled .:ImE Name StatelD/EIN Location Phone
- [ When complete, hit “Record Attendance”. You will notice you can

enable or disable the automaticevaluation email.
Email - kenandersons7 @gmail com

= ,mf, e When you choose the View/Take all Attendance, there will be a
= drop down for each individual, it wilFshow gach day of training
v Email — jamesarcherTS@gmail com

that occurred — which is reflécted fromithe schedule.

Breakout
Title

Connecticut Community for Addiction Recovery
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CEU Transcript Retrieval

CEU Transcripts (certificates of completion) can be found in your Protraxx account un-
der “My Enrollments”. Both facilitators (if they have taken a training since the introduc-
tion of Protraxx) and participants are able to use this tool. These instructions are meant
for the use of facilitators to relay to their participants at the conclusion of training.

CCAR does not administer CEUs through email. You will need to log into your Protraxx
account to retrieve your CEU transcript.

Follow the screenshots on the next three pages to see the step-by-step process.
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CEU Transcript Retrieval

Step One:

talog - aciity © % |

> Profram

C @ protracceom/scripts/ezcatalogny/login.aspx?CustomeriD=245

Log Me In

Center for Addiction Recovery Training Public Catalog

The Connecticut Community for Addiction Recovery (CCAR) envisions a world where the power, hope and healing of recovery from alcohol and other drug addiction is thoroughly understood and embraced.

CCAR is a centralized resource in CT for all things recovery. Whether you are contemplating a life in recovery, are new fo recovery or are in long term recovery, CCAR is here to help vou to navigate the recovery communityy by edmecting jou with others in recovery and providing access
10 area SUPPOTT services.

Living in recovery from alcohol and other drugs is a never ending joumney, and wherever you are in that journey, CCAR is here to help you meet your recovery goals.

Login hare & You have ot previeusty registered or created@RBiecount 1o O 3 user M@Me and pasSWOTd
 You are aiready repistered (Created an sccount)

= You have taken & workshop with us befare e
‘ \semame: [Usemame

—— - begin, enter your username and password to log into your
Forgol your usemama/password? Protraxx account.

Course Offerings ¥ My Enoliments  User Information og Me Out
Welcome Lila Frankovitch

Center for Addiction Recovery Training Public Catalog

Topc

BT scvonces searn

““once yoihave logged into your account, it brings you to the
catalogpage, at the top of the page, click the tab that says
= “My Enrollments”,
4164-Recovery Coach Aadeny)

Neo Associated Group

Activity Code: GRIRT-20-400-017 Session Count: 5 Seats taken: £ of 80 People on Waitist: ()
SubTitie: 4168R0AMA

Target Audence: YElbicans]. ICorsmurifierbers, [Farndy Membere [Frands/Ale] [Paer Soacialsts], (Pacgle i Ficormnl, [Recovery Coaches], [acovery Poar Specisita. (Supenisors
day inensive raining acadaimy focusing on providng mdivicuals wilh he skifs Nbec 1 guica, menlor and sugpart anyong who would ke 1o entar info o sustan long-term recovery rom an addicton o alcohol or oher éugs. Provided n a rreat ke emveonment, tha CCAR
Rocoveny Goach AcaoRRRarerares S ares by aking e s el i, B2 e Goo0 itsbone. B CHcove S marege o ow

Schedules:

Date v Js.-:r.me JL.n:m Jhﬂrm

| ranazurs o0 = Vinten Trneing Cerer [ T ——
1217 400em Vinten Traing Cenler 1 Inner Beit Road Boston, Massachusetts
12182009 40em Vinten Trawing Center &1 inner B Road Boston, Massachusetts
12182018 ateen Vinten Teaing Cenler 1 loner Beit Road Boston, Massachusedts
12002008 r=n Vinten Traeing Cenler

Lhm

61 Inner Bt Anad Boston, Massachusets

Activay Preraquisites
Activity

4191 Ethical Considerations For Recovery Coaches - MO
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CEU Transcript Retrieval

Step Three:

o frolian « ExCataloq - Ervonen % R

tomeniD=245 * O

€ > C @ protaccom/scripts/ ! aspxTPage=My

Course Offerings v My Enro User Information v Reports v Help v Log Me Out

Welcome Lila Frankovitch Center for Addiction Recovery Training Public Catwalog

Enroliment Status:

Al

I Under “My Enrollments” you will see each of théitrainings that

Pending:

e BT g you have enrolled in, it will state your“Enrallment Status” and
Enroliments that are nof acoepted are assioned Denied status your "Attendance Status”.

Approved:

ot i s il s s sptod ik To view, print, and save your €EU transcript, click on “View

Confirmed:

- mcsed oo n etrnd Award”.
Watlist:
ot e st s s s e s, P1EASE NOtE: “Enrollment Status” must be “Approved” and
“Attendance Status” mustbe “Attended” in order to receive the

| 9 b= xI F
Step Four:
O Profras: - ExCatalog - Envolimer X o \ ‘ = a X

< C @ provasccom/scripts/ fEnoll asputPage =My ustomenDSgAs

[2) ProTrass: - Award

{r Addiction Recovery Training Public Catalog
|

wr > Bl O ® hagewonr B

(AR

Center for Addiction Recovery Training
75 Charter Cak Ave
Building 1, Sute 305
Hartford, CT 06106

—
Earollment Status CERTIFIES THAT
Pending: Frankovitch, Lila

Enroliments received or entered by  perscll = considered pendig UM they are aporoved
enied COMPLETED THE FOLLOWING ACTIVITY ON

Tuesday, July 16, 2019
Eruciiments that are not cRpHed e Bsagred Defied alatus

CART-20-102-001 Clinton
Approved: my onine descrigtion
Enroliments that &8 Bkcepted ace assigred pgtived stabun

held at:
Confirmed:
cant
s ecohed paper) e sssed o T

Building 1- Sute 305

el are added fo the Waitis (fhe acvity has been asssgned Abow mn-ui Hanford, CT 06106

| and is Awarded:
30.0 CEY

Raoort nen on L2820 14621 P
Rapor ren by L Frasianch
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CEU Transcript Retrieval

Step Five (Final Step):

= PraTram: - ExCi

ustomeriD=245

<« C @ protraxccom/scripts/ ! aspitPage=

ir Addiction Recavery Tr log
I

s

Center for Addiction Recovery Training
75 Charter Oak Ave
Building 1, Suke 305
Hartford, CT 06106
CERTIFIES THAT
Frankavitch, Lila

L

Encollment Status

Pending:

Enslieris secerved o brkérsd by  person are considaied penoeg unbl ey aié appisies

— COMPLETED THE FOLLOWING ACTIVITY ON
Tuesday, July 16, 2019

Enroliments that are nol acospied are assigred Denied status
CART-20-102-001 Clintd,
my aniine descrigion

Approved:
Entolicents that aee accepled aee assigred deproved stans

held at:
CART
paper) are sasigned comtrmed siatus 75 ChoB Qi ve
Buiding 1+ Sute 305
Hartford, CF 196108,

Confiemed:

--memuanmuwmmwmmnw:mwmni

and s Awarded:
W A

Faport nun on L3330 4623 P
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CEU Transcript Retrieval

If your CEUs are not available, please check the two following items, they both need to
be completed in order to access your transcript (certificate of completion).

= ProTranx - EzCatalog - Enralimen X + (-] = a =
<« C @ protraxc.com/scripts/ezcatalogny/EnrolimentManagement.aspx?Page= My%20Enroliments&Customerl D= 245 e u @ :
Start Date Activity Name Enroliment Sulur.Please NOte: =
A If you do not see your CEU Transcript, under “Award Status”,
Glass Type: make sure that you have been marked attended and that you

have completed your post evaluation, if youdidiot complete
evaluation, it will be in the “Post Evaluatien” célumn.

Oaga Wiﬂr BNC TR0 18 PR 10 GOLE By That Solum - Groupatia Calumng (Agtuity | St Date | Course Code | Enrcimant Suatus | Status)

Actions Class Details. Aware Details. \ Payment Detaits
Pos:Evalation  Pra-Survey  Class Details Name Start Date  Course Code Aftend Status. Award Requested  Award Status Mﬂt Trans Payment Method  Price
© =orical Consarations For Recovery Caaches Oriine
-} Details FAKE TRAINING - DO NOT REGISTER 08252021 CART-22420:015  ENROLLMENT PENDING A

CART-22-420-018 (Onling)

[
- | Detas | FAME TRAINING MODULE - D NOT REGISTER 08ITEE | CARTZZA0GGN5 | ENROLLMENT FENDING a

CART-22-100-035 (Face to Face)

— F ——————————— P
Sy CART-21-104-026 (Online)

© Recovery Casch Azazemy
Detaits TEST 0315021 CART-21-401-108  NOT RECIRDED hiA

CART-21-401-185 (Face to Face)

© Recovery Cosching Basics SetPaces
CEUS AWARDED
Detaits CCAR Messis 10012020 CaRT-21-101-00) ATTENOED L] PEUTOPHTMEYD No Payment 000

CART-21-101-001 (Cnlina)

© cineen
CEUS AWARDED
Detaits CaRTI omsa01e  GRRT 20102001 | ARENOE0 300
Click ta View Award

CART-20-102-001 (Face to Face)

Enroliment Status
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Viewing Evaluations

Reviewing evaluations completed by participants is a very simple process, and can be
found in My EzTraxx. You will navigate as normal to your trainings, by going to the “In-
structor” tab, and selecting “Activity Status Management”. Select the training off the list
that you are looking to review evaluations from. Once selected, you will find the results
under the “Awards” tab.

Follow the screenshots on the next two pages to see the step-by-step process.from My
EzTraxx.
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Viewing Evaluations

Step One:

> hitp: o icip - Google Chrome - 8 X

& protraxoccom/Scripts/EzParticipant/index.aspx

In My EzTraxx, you can find your trainings under the instructor
Center for Addiction Recovery Training

tab.
Legged in as Select Language a
Lila Frankovitch Powered by Go-gle Translate

ENROLLMENT INSTRUGTOR »r REPORTS +
INSTRUCTOR

* Activity Class Management - Using the drop down menu, select Activity Class Management.

® List Activity Requests

Summary Infommation

»  Post-Evaluations Due [ 1] ‘

Email Notifications

Receive Course Promotiens ﬂ

Receive ProTraxx Updates/New Releases

Help Guides - Contact

Step Two:

s rotracccom/Scrip ticip: sar - Google Chrome \ ‘ - o x

protraxx.com/Scripts/EzParticipant/Instructor/SearchSchedules.aspx

This screén will list alltrainings that are registered to you as a
facilitator. Click the appropriate activity to view the 1c~c>mpletedi 0. [FEEmmEE <)

Center for Addiction Recovery Training

Logged in as

Lila Frankovitch e\ia‘uati_ons.

ENROLLMENT INSTRUCTOR & REPORTS ¢

Powered by Go:gle Translate

[=

Instructors/Search Activity Class
Instructor - Search Class

Display More Filig

Max Onlina
A it ™ A
Clivity Eub Title Session Type Code Status ABandance Enrofment Start Date Aftendance Status ward Status

Recovery Coach Academy - Onfine 5187-RCA-CT Multipie CART-21-100-054 cLoseD | 52 YES 051772021 CEEEED

Powered

S Be—
ProTraxx

Home - Logout - My Profile - Online Tutorials - Help Guides - Contact
1.866. EZTRAXX (1.866.398.7299)

SUPPOMUEProtraxx.com
&2021 ProTraxx
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Viewing Evaluations

Step Three (Final Step):

 hitp trasccom/Seript icip: tor/Re s.25px7ID=403383 - Google Chrome

& protrax.com/Scripts/EzParticipant/Instructor/RecordAwards.aspx?ID=403383

Center for Addiction Recovery Trai

Logged in as Select Language |
Lila Frankovitch - -

Powered by Go-gle Translate

ENROLLMENT INSTRUCTOR o REPORTS o

-
&
@ Requested by Lila Frankovitch [ a ==
View Enrollment 2 E Anengdance
Record Awards

Name Fiscal Year Activity Code

Recovery Coach Academy - Online 2020-2021 CART-21-100.054

Session Type Total Hours Max Award

Mutigie
Attended Awarded

Partial Award

Award Options.

Chodose Evaluation Status -
o= ez
Show All Evaluations

Please select Award Status from the drop down box™=++

Award Status:| NONE SELECTED v]

Class y Aftendance Briard )
Instr Qty Award note Info Status Evaluation Evaluation Time  Printed Awarded By #Records

O rige award Mote e Nhce Hide Prof.Cen-Email

Person in Recovery ATTENDEDy

CEUS
ANARDED COMPLETED

NOT
FRINTED

CEUS NOoT
ATTENDED AWARDED COMPLETED PRINTED
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Helpful Links

Registering a Training/Ordering Manuals: htips://addictionrecoverytraining.org/tots/ma-
terials/

Facilitator Portal of ProTraxx: https://www.protraxx.com/Scripts/ProtraxxFrame.aspx

Facilitator Info Page for ProTraxx: https://addictionrecoverytraining.org/pro-

traxx-for-ccar-facilitators/
Participant Portal of ProTraxx: https://www.protraxx.com/Scripts/EzCatanq&oq|n.
aspx?CustomerlD=245

Amazon Manual Links: https://addictionrecovervtraininq.orq/ar%i
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FAQs

Why can’t a participant enroll in my training?

» A participant may not be able to enroll in your training because the training may
have reached the maximum level of participants - meaning the training has au-
tomatically been closed to avoid over enroliment. Another reason a participant

may not be able to enroll in training is because of the assigned closing date of
training.

Why can’t a participant retrieve their CEU transcript (certificate of completion)?
» Itis likely that a participant cannot retrieve their CEU transcript’(certificate of

completion) because they are not enrolled in the training,.their attendance has
not been recorded, or they have not completed theirevaluation.
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Connecticut Community for Addiction Recovery
75 Charter Oak Avenue, Building One, Suite 305
Hartford, CT 06106

CCAR: https://ccar.us/
CCAR Training: https://addictionrecoverytraining.org/





