[bookmark: _GoBack]Procedure for Applying to NAMSS for CE credit for a Meeting

First go onto the NAMSS website.  Login with your user name and password.
NAMSS will have to add you on the back end to the proper WAMSS account.  This can be accomplished by contacting them, telling them who you are and getting them to hook you up. Ideally this should be accomplished by your predecessor before you take over your new role.
Then go to the Education Tab
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Since this is a WWAMSS Chapter meeting that has business + education, you will have to go to the CE Program Accreditation Application system.  Click on the name:
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Here are the CE Program Accreditation Guidelines:
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Once you are clear on the guidelines, you are almost ready to start the process.
Things you will need to have on hand:
1. An agenda prepared for the chapter meeting where you will present the educational topic:
2. Information from the presenter to include title of presentation, what will be discussed and the objectives.
3. Credit card or debit card info to pay the $20.00 Fee.

***THIS IS A VERY IMPORTANT PIECE OF INFORMATION TO KNOW***** If your meeting meets the criteria of having a chapter business meeting along with education, you must use this system.  So, if you wanted to present a NAMSS webinar, you would only have to pay the $20.00 for the CEU application and then the webinar fee.  This is how you get around having to pay bunches of money for enough CE credits.  If you use the Accreditation Center, you get one CE certificate and you can email it to like 50 people if you had that many.  If you just buy the Webinar, NAMSS is assuming you are buying it only for you and/or a handful of coworkers, which is why they only give you a couple of CE certificates when you directly purchase the webinar and skip the Accreditation Center part.  You can get the course name, info and objectives from the write up of the specific webinar you want on the Education Center page****

Here's an agenda I made up:
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Here’s the info supplied to us on Carianne’s presentation:
Title: Delegated Credentialing – Do You Know Where to Start?  
Description: My presentation will be focused on what Medical Staff offices need to do to prepare for Credentialing Delegation with Managed Care Organizations. We will go over NCQA standards that differ from Joint Commission, how and when state Medicaid and Medicare Advantage standards come into play, and some basic requirements for MCO needs (e.g. panel size, practitioners included in delegation, and reporting requirements).
Learning Objectives:
At the completion of this program, attendees will be able to:
1. Understand the differences between hospital and managed care credentialing
2. Understand the delegation oversight process
3. Understand what is needed to meet MCO credentialing/delegation requirements
Ok, time to go to the CE Accreditation Center:

Choose the proper organization:
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Click on Start a New Application:
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Click on the Application Type and Create:
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On the next screen, Click on Continue
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This will bring you to the next screen.  Notice that as you complete each section, the red “No” sign on the left next to each step turns into a green check mark. Click on “I agree” and “Continue”[image: ]

This will take you to the next page to start submitting your information about the meeting, agenda, and presentation.
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Once you click on Continue, it will take you to the Sponsor Information Screen.
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Once you click on Continue here, it will take you to the Payment Screen.  Have your debit or credit card ready![image: ]
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Now you have submitted it.  You can go ahead and log out of NAMSS for now.

Next step:  Assuming submission is done and your submission was approved.  You are about to have your meeting. Now you need to go online and get the CE certificate for your meeting.
Log onto NAMSS.
Click on Education.
Click on CE Accreditation Center
Select your Organization.
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It will pull you up to your association’s page.
Notice under “Your Applications”…it will have the title of a class, the status, and a button that says view.
Let’s pretend the first one on the list is the one we want.  Click on the View Button for it.
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This is takes you to the screen where you will go to download your CE certificate that you can email out to all the members that will attend your meeting.

It will say: Click here to download for date (whatever the date of your meeting is).  
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Once you click, you should get this pop up below. Click on Open.
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This will open up the PDF of the certificate.  Give a look over, make sure all of the information is correct.  Notify NAMSS if the certificate has incorrect information on it so that they can fix it and resend it to you. Then save a copy to your computer for distribution to members after the meeting is over.  Please try to ensure that you do this within 7 days time after the meeting is done.
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Course descriptions must indicate the intended audience and course content must be a reasonable match for that audience. Courses with content
inappropriate for the target audience will not receive approval.
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‘Applications for accredtation must be accompanied by a brief course description, including the length of course and ke learning objectives. This information
allows potential attendees to determine whether the course will meet their educational needs and know what they can expect to et out of the course before
they invest their time and money. For example, “At the completion of this course attendees will be able to:
= Describe the evolution of the current healthcare system

Identify the purpose and content of medical staff bylaws

Report current JCAHO and NCQA accreditation and credentialing standards for acute care, managed care, and credentialing verification organizations
Define healthcare terms and medical terminology

Define legal principle of credentialing
Describe key components of healthcare administration and management theories

1f you can'ttell or can't decide what knowledge the attendees will gain from the course, we can't determine if the instruction wil be useful for the intended
audience, nor is it possible to justify attendance at this educational event.
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NAMSS Affiiates (link to affliation page) are eligible to receive discounts on NAMSS continuing education credits for State Association meetings when the
educational program meets approved requirements. NAMSS Affiliates will be eligible for the NAMSS "Affiliate” rate. Non-affliated State Associations or other
non-profit organizations will be eligible for the non-profit rate.

= Not-for-Profit Organization - $105.00

= Corporations - $350.00 for each program ($50.00 for each additional offering of the same program)

= NAMSS State/Chapter Affiiates - $65.00 if the program charges NAMSS members

= NAMSS State/Chapter Affiiates - $20.00 if the program is free for NAMSS memmbers .

Programs submitted less than 30 days prior to the program date will be evaluated on a best-effort basis and subject to a §25 late fee, ————""
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NAMSS recognizes the opportunity to record and repurpose continuing education opportunities. We give our accredited programs the chance to record the
first offering of their program (whether presented as an online webinar or filming a live presentation) and pair it with a quiz for additional offerings during a
two year period.

Courses must be accompanied by a 10 question quiz (true/false or multiple choice). There is no limit to the number of times recordings may be offered.
Recordings are valid for a two year period following the original date of the program offering.

Fees

= State chapters: $100 for 2 one time live presentation that s recorded and repurposed with a 10 question quiz (good for 2 years from date or original
occurrence)

= Non-profit(not-for-profit hospitals and non-profit organizations) : $195 for a one time live presentation that is recorded and repurposed with a 10
question quiz (good for 2 years from date or original occurrence)

= Corporations: $550 for a one time live presentation that is recorded and repurposed with a 10 question quiz (good for 2 years from date or original
occurrence)

‘Application process
Programs should apply using the NAMSS CE accreditation center at least 30 days prior to the date of first offering of the program. Select the Enduring
materials option when you are starting a new application.
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NAMSS will provide a certificate of attendance to the program sponsor, which may be reproduced and distributed to program participants, if desired.
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EDUCATION
QUICK LINKS

Welcome to the NAMSS Education Center. Below you willfind links to various education courses, certification
preparation resources, recommended higher-education programs, and CE Program Accreditation Center. If you
have any questions about NAMSS' education offerings and resources, contact education@namss.org.

Education Courses and Opportunities - NAMSS makes it easy for medical staff and credentialing
services professionals to access high-quality online courses, webinars, in-person trainings, and more. Find out all
the opportunities NAMSS has to offer, regardless of medical environment of level of expertise.

Certification Exam Preparation Courses & Resources - are you planning to take a NAMSS.
Certification Exam, but are unsre of how to prepare? Find out more about the NAMSS Credentialing Specilist
(CPCS) Certfication Preparation Course and the NAMSS Medical Services Management (CPMSM) Certification
Preparation Course.

Become a Leader with NAMSS - NAMSS has the education, resources, and tools you need to help
advance your career as a leader in the medical services profession. Become a leader vith NAMSS.

* Leadership Certificate NAMSS Online Store - Whether you are looking to purchase education programs, promotional items for

Program = National Medical Staff Services Awareness Week, or essential publications, the NAMSS Store is your one-stop
« Virtual Executive o
Roundtable -
o S Education FAQS - View a lst of frequently asked questions and answers related to NAMSS education
Accreditation Center offerings. C&e‘/
« Hosting Live Courses o
o e CE Program Acfeditation Application System - NAMSS encourages organizations that provide
Y e educational acivities for members, clients, customers, prospects, and personnel o apply for NAMSS CE
o e accreditation. Review the application materials and requirements here.

Live Course Hosting Information - NAMSS now provides you with the opportunity to host a live

course at the state and local level! Choose from one of several courses aimed at enhancing your members' self-

Purchase NAMSS advocacy and awareness, providing the fundamentals of credentialing, or preparing for a NAMSS Certfication
Merchandise exam. Read more about how to host a NAMSS course in your state and sign up today!

Event Calendar - Find out when and where events are happening around the country. This includes NAMSS
events, state-sponsored events, and others.

Access Purchased
Online Education

Degree Programs - Check out the online distance learning degree programs that cater to medical services
professionals.
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=*NAMSS Webinar recordings do not qualiy for additional certification. Please visit the NAMSS Store for information on purchasing group access to a webinar
recording. =

Programs covering "generic” or "product-specific” topics or content are eligible for accreditation. Generic subject matter means that the skills or knowledge
gained by the attendees during the course is easily transferable from ane product or product line to another. Product-specific training is useful only for a given
piece of equipment or a particular system.

Continuing Education Credits (CECS) will not be granted for programming that directly competes vith NAMSS Educational Offerings as determined by the
Education Committee.

Courses submitted that appear to be sales pitches or product endorsements will not receive approval. This distinction is important because NAMSS does not
endorse a specific manufacturer's products. NAMSS endorses competence in given areas of expertise. Product-specific courses may be approved when they
are designed to increase efficiency, workflow, convey application guidelines, or troubleshooting techniques.
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Every 50-minutes of qualified education will qualify for 1.0 NAMSS continuing education credit. Credit is not awarded for breaks, meals, networking activities,
or business or administrative meetings.
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Organizations interested in receiving NAMSS accreditation must complete the online application form, which includes an approved tag line. Organizations must
attach a schedule/agenda indicating the session topics and length, scheduled breaks and meals, whether the course is generic or product-spedific, and a brief
course description to include intended audience and course objectives. Without this information, applications cannot be processed. These documents may be
electronically uploaded during the application process.

‘Accreditation requests should be submitted at least two months prior to the program date. This will ensure adequate time for NAMSS to process the
application and allow the sponsoring organization to insert the appropriate information regarding credits in their marketing materials. Programs submitted less
than 30 days prior to the program date will be evaluated on a best-effort basis and subject to a $25 late fee. Please allow at least two weeks for application
processing.

“Please note that any application submitted after the program has taken place, will NOT be approved for CE credit

Each program an organization wishes to have accredited requires a separate online application. The application form may be duplicated. Only one application
is necessary for programs with multiple presentation dates, providing the presentation does not vary in length or content. Please include all dates and
locations on the application form.





