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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

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

During Training/At the End of Training

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

After Training Ends

 □ Did I take attendance for all participants for each day of training?
 □ Did my participants complete their evaluation?
 □ What feedback do participants have regarding their experience? 
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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?CustomerID=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 reach out 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 update 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:

Step Two:
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Account Creation - New User
Step Three:

Step Four:
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Account Creation - New User
Step Five (Final Step):
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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?CustomerID=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:

Step Two (Final Step):
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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?CustomerID=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:

Step Two (Final Step):
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Updating Personal Information (Catalog)
Step One:

Step Two (Final Step):
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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 put into Protraxx to ensure that training 
registrations are thorough and accurate. There are options to choose in-person (face to 
face), online, or blended (hybrid - both online 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.
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Finding Your Registered Trainings
Step One:

Step Two (Final Step):
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View and Approve/Confirm Enrollment

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 Enrollment
Step One:

Step Two:
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View and Approve/Confirm Enrollment
Step Three:

Step Four:
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View and Approve/Confirm Enrollment
Step Five (Final Step):
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Creating Enrollment
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 Enrollment” 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 Enrollment
Step One:

Step Two:
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Creating Enrollment
Step Three:

Step Four (Final Step):
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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:

Step Two:
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Step Two:

Verifying Participant Attendance
Step Three:

Step Four:
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Verifying Participant Attendance
Step Five (Final Step):
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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:

Step Two:
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CEU Transcript Retrieval
Step Three:

Step Four:
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CEU Transcript Retrieval
Step Five (Final Step):
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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).
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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:

Step Two:
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Viewing Evaluations
Step Three (Final Step):
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Helpful Links
Registering a Training/Ordering Manuals: https://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/EzCatalogNY/login.
aspx?CustomerID=245
 
Amazon Manual Links: https://addictionrecoverytraining.org/amazon/
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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 enrollment. 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)?

 » It is 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 their evaluation. 
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