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Login for First Time

When logging in for the first time, access the system at: https://utdre.useclarus.com/. This link opens the
login page:

brightlink A

| PRSW MG PROOE

Lisgeragme:

Pasywcad:

Foagal your pasdencrd T Mesel i hare.

yoU'PE Naning fechnicl peobbems, please emad ce_poodderu@ipearson com of call 1-800-374-457T
Eiietaan BRSSP ET M-F

Then follow the steps in the Forgot Password section of this document. Your Username is your Utah
Provider ID.
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https://utdre.clarus.com/

Login (NOT the first time)

Access the CE system at: https://utdre.useclarus.com/
NOTES:
a) If logging in for the very first time, see the Login for First Time section of this document.

b) For each active Provider, one Provider account is created. To have additional user accounts
created, contact Pearson VUE via email: ce_providers@pearson.com or call 1-800-274-4577
between 8AM-6PM Eastern Monday through Friday.

brightlink A

MrAQYIRG PROGT

PEET et i

Fassmard:

Forgol your pasivwond? Resed if here.

I podine Ao Sevinical peribders pbEase smal OF  [rtsIE T peareo Doim of Sal 1R 2 T445TY

Fasbaiin RallS Ry 1T LA

Enter your username into the “Username” field and your password into the “Password” field. Your
Username is your Utah Provider ID.:

brightlink 4\

IMPRLIYINLG PHOF

LIsamiam 123456 TCEF

PATVWERE e a

Foagad yoier pasaword? Bated o hare

1Ty i iy Pl il el b il ¢ pegnii SaStnder §on C0en OF Call 1-B00-1TH-25TT

beétwedn BALLERH ET LS
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https://utdre.clarus.com/

Then click the “Login” button:

bright link A\ —

IMPROVING PROOF

Please log in

Usernamae: 123456 7-CEPO

Password: R

Forgot your password? Reset it here.

If you're having technical problems, please email: ce_providers@pearson.com or call 1-800-274-4577
between BAM-GPM ET M-F

ErightLink

NOTE: If the following error message appears, check to make sure the CAPS LOCK on your keyboard is off.
The username/password combination you entered was not recognized.

After successfully logging in, the Utah Division of Real Estate CE Banking Portal Home page will appear:

brightlink A Utah Real Estate Portal 2 300 Prover -

IMPROVING PROOF

Homel

Welcome Joe Provider

COURSE
COMPLETIONS

& View Completions ‘Your organization name: Park City Institute

o Submit Individual
Completion

4 Upload Completions To get started, select from one of the following options:

I Course List . X
&) View Course Completions

o Upload New Course Completions

Notifications

No notifications to display
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Forgot Password

NOTE: The user must have a valid email address in the system to use this feature.

Click on the “Forgot your password? Reset it here” link at the bottom of the login page.

brightlink A po—

IMPROVING PROOF

Piease log in

Usernama:

Password:

Forgot your password? Reset it here.

St e e s S B all ce_providers@pearson.com or call 1-800-274-4577
between BAM-GPM ET M-F

On the “Reset Password” page will appear:

brightlink A —

IMPROVING PROOF

Please enter your username (Utah Provider ID) to reset your password.

User Name:

Reset Password

If you're having technical problems, please email: ce_providers@pearson.com
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Enter your Utah Provider ID (example: 1234567-CEPO) into the “User Name” field:

brightlink A

IMPROVING PROOF

Please enter your usemame (Ltah Provider 1D) to reset your password

User Hame: 1234567-CEPO

Reset Password

I you're having technical problems, please email o2 _providers@pearson, com

Click on the “Reset Password” button to have a password reset email sent to the email address in the
system.

brightlink &

IMPROVING PROOF

Please enter your usemame (Ltah Provider ID) to reset your password

User Mama: 123456T-CEPO

Reset Password

If you're having technical problems, please email; ce_providers@pearson.com

BrightLink

Open your email inbox. Open the password reset email. Click on the link in the email to reset your pass-
word.
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Change Password

Click on the triangle behind your name in the upper-right corner of the Utah Division of Real Estate CE
Banking Portal Home page to display the drop-down menu.

brightlink 4 Utah Real Estate Portal rmers oy

IMPROVING PROOF

Hioame!
Welcome Joe Provider
COURSE
COMPLETIONS
& View Completions Your organization name: Park City Institute
ok Subemit Endividisal
Completion
£ Upload Completions To get started. select from one of the following oplions:
I Course List 1 . G T
& View Course Completions
. Upload New Course Completions

Motifications

No nodficatians o display

Click on the “Change Password” menu option on the drop-down menu:

brightlink A Utah Real Estate Portal rrr=r—

IMPROVING PROCF

Joe Provides
Hemel Crganization Profile
Welcome Joe Provider

COURSE User Profile
COMPLETIONS | Change Passwornd I
& View Completions Your organization name: Park City Institute
L Submit Individual Logout
Completon
2 Upload Completions To get started, select from one of the following oplions:
M Course List = i = .

& View Course Completions

&= Upload New Course Completions

Motifications

No noffications o aisplay
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The “Change Password” page appears:

brightlink 4 Utah Real Estate Portal YT

IMPROVING PROOF

Home!

-OURSH Change Password

COMPLETIONS

& View Completions Password Requirements

& Submit Individual = Must have at least & characters

Completion « Must contain at least 1 number(s)

L Upload Completions « Must contain at leas 1 punciualion characters) from the set FEEAT)"+ - L ==>7a0"_" -
. Course List = You cannot reuse the same Pa":'\.f\.'.\'ﬂl'ﬂ within 90 ﬂﬂ'&'ﬁ

User Name:  1234567-CEPD

Current password:
New password:

Confirm new password:

Change Password and Login

Enter your current password into the “Current password” field.

Enter your new password into the “New password” and the “Confirm new password” fields.

Current password: P
NEW pa sswcrd: FEEEEEAE R
Confirm new password: sresssansssane

NOTE: The password requirements are:
* Must have at least 6 characters
* Must contain at least 1 number
* Must contain at least 1 punctuation character(s) from the set "#$%&/()*+,-./;;<=>?@[\]*_"{| }~

* You cannot reuse the same password within the last 90 days
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Click the “Change Password and Login” button:

brightlink A Utah Real Estate Portal

IMPROVING PROOF

A Joe Provider =

Homel

COURSE
COMPLETIONS

& View Completions
X Submat Individual

Change Password

Password Requirements:
= Must have at least 6 characiers

Completion « Must contain at least 1 numbers).
& Upload Completions « Must contain at least 1 puncluation character(s) from the sel FES%ET)" -/ <=>7@[* {1~
M Cousse List = You cannot reuse the same password within 90 days

User Name:  1234567-CEFO

Current password: i
New password: | ssesssssennnn
Confirm new passwerd: sesrensssiines

Change Password and Login

The Utah Division of Real Estate CE Banking Portal Home page will appear:

brightlink 4 Utah Real Estate Portal

IMPROVING PROOF

2 Joe Provider ~

Homel

Welcome Joe Provider

COURSE
COMPLETIONS

& View Completions

L Submit Individual
Completion

Your organization name: Park City Institute

4 Upload Completions To get started, select from one of the following options:

I Course List . X
&) View Course Completions

o Upload New Course Completions

Notifications

No notifications to display
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Download a Course Completion Roster (.csv File) Template

On the Utah Division of Real Estate CE Banking Portal Home page, click on the “Upload New Course Completions”
link in the center of the page or click on the “Upload Completions” link in the left navigation pane:

brightlink A Utah Real Estate Portal Fy—

IMFROVING PROOF

Homel
Welcome Joe Provider
COURSE
COMPLETIONS
& View Completions Your organization name: Park City Institute
X Submit Individual

Completion

X Upload Completions To gel stared, select from one of the following options

Course List

& View Course Completions

. Upload New Course Completions

Motifications

Na notifications o display

The “Upload Course Completions” page will appear:

brightlink* Utah Real Estate Portal F—

IMPROVING PROOF

Homet Upload Course Completions

COURSE Use this page to upload a list of course completion records

COMPLETIONS

& View Completions

X Submit Individual Instructions

Completion ) _ )

£ Upload Completions Select a CSV file to upload with the following columns:

I Course List License Number, Last Name, Course ID, Completion Date (YYYY-MM-DD format ONLY)

DO NOT upload a header row, that record will fail

Notes:

1. Download a sample file here.

License Number Last Name Course ID Completion Date
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An example CSV file can be downloaded by double-clicking the blue here link in the “1. Download a sample
file here” note:

brightlink 4 Utah Real Estate Portal P

IMPROVING PROOF

Fromet Upload Course Completions

COURSE Use this page to upload a list of course completion records
COMPLETIONS

& View Completions

A Subrait Individual Instructions

Completion
& Upload Completions Select a CSV file fo uptoad with the following columns
l Course List License Number, Last Name, Course ID, Compiebion Date (Y'Y YY-MMW-DD formalr ONLY)

DO NOT upload a header row, that recond will fail

M
| 1. Download a sampie fike here |

SL.ILH:I: rlll-

Licenss Numiper Last Name Course ID Completion Date

The example file will pop up at the bottom left of the screen once downloaded:

brightlink A Utah Real Estate Portal T
IMPROVING PROOF
L Upload Course Completions
COUR SE Lise this page to uplad a list of course completion record:
COMPLETION S
& Vien Completions
2. Submit Individual Instructions
Completion
& Upload Completions Select a C3V ke to uplcad with the following columns
I Course List License Number, Last Name, Course 1D, Completion Dale (YYYyY-MM-00 format ONLY)

DO MNOT upload a header row. thal recond will fail

Notes:

1. Download a sample file here

License Mumber Lasi Name Course ID Compietion Diate

Show all x

W e -
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Double-click on the file to open the “example.csv” file in Excel. If the file does not pop up at the bottom
left of the screen once downloaded, then check your “Downloads” folder in File Explorer:

+ ¥ | Dewenboads
[ [ °
i cut T T2 ew e = pe 1 Senest a0
+ B[ X | v ¥
oy Rt £ Bary poxeis ~ [0 Sebect nane
P i Casiek y Pagte [Ty . Dalsis Mmams Rew Pregedien
acoes [E] Psste shoout gy [ = falder * £ Hatary W selection
Tipboard Drganize Hewr Tpen Select

« = 4] ¥ + ThisPC » Downloads v B e wrload
A Mame Dt resciliend ; Siw s

o Quick scces

I Deskies , e

Double-click the file to open it. The “example.csv” file looks like this in Excel:

A B C D
License NumberlLastName Course ID Completion Date (YYYY-MM-DD format ONLY)

To save the “example.csv” file on your computer, click on the word “File” in the top left corner of the Excel
screen:

AutoSave (8 off) 15

% [% D = F} = example.csv -

File Home Insert Page Layout Formulas Data Review Wiew Help

A - R
[_Elf Calibri vl[11 o AT A

-

5
Paste
B I U~ i~ O Ao
5 - — —

w

L7 EE) Wrap Text Genera

k= 3= MergE&CEnter r $ =

1]
Il
i [

Clipboard = Fant M= Alignment ]
Al - e License Number
A ! E ! C 1 D 1 E !
1 |License Number Last Mame Course D Completion Date (Y¥YY-MM-DD format OMNLY)
2
3 -
4 —
5 -
7]
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On the next page, click on “Save As."

eample.co e ) @B 7 - 0
Good evening
= New
. mrme s 3 -
" | = - [e=
Blank weorkbook Pencnal monthiy busgrt Loan smastication scheduie Weerkly chome wchedule Ay year cuntom calenda Caoliege expenss evtimator

Mors templaten. ¥
L Search

Fecent  Pinned  Shaded with Me

alic dwed
ul‘l‘ 2022 - List of Web senscesalsy & wrpi
Ruaaty, Edpens = Dozuments o
gy Eamplecs Thage
I " H " N
On the “Save As” page, click on “Browse:
Save As
_,-'_} iy T B2 Downloads
b exampie
Peaisan PO C5V [Camma delimated] "o - B swen
Reloe pliesd.,
- OneDrive - Pearson PLC
Disna Rutti@ Peamson.com [ Mo Falder
Sites - Pearson PLC fries Dete madified |
Disnafutt@Peanon.com -
Dher lcatiany
B eamglecy M P
B Saved Datacsy 47172022 S0 P
B Systemeaith-2345 (1).cov W2 2 P
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The “Save As” pop-up window will appear:

N savens x
4 Ao Users = ruttdl » Downloads s I Search Downloads
Organize = Mew lalder == B
=3 O%Disk () L Mame Date modified e
1€ C 1an Ra
ourse Completion Rosters « Today (1)
e I'.E example.csy 4222022 504 PM
Applata
~ Earlier this month (1)
€ My Docs
4 471/2022 509 PM
ClientHealth (3 Seved Data.cov i
Dell ~ Earlier this year (2)
Intel 3 SystemHealth-2348 (1).cov 1/6/2022 5:28 PM
P St 7757 (%) row VIRFANT 533 DR b
orache W »
-
Swve as type OS5V (Comma delimited) [*.cod) -
Authors: Diana Rutt Tags Add atag

 Hide Folders Taols = Cancel

On the “Save As” pop-up window, scroll through the left panel to find the folder location on your computer
in which you want to save the “example.csv” file:

R Save s "
4 A= Users 3 1 Downloads » w Search Downloads
oy PR T a
23 OfDisk (C) L Marme Drafe g :hf:;r.l -
1 Course Completion Rosters « Today (1)
by I3 Ermnple o 472272002 5:04 PM
AppData
~ Earlier this month (1)
C My Docs
; 47172022 5:00 PM
ClientHealth 133 Saved Data.cov el L
Del - Earlier this year (2)
Inted B35 SystemHealth-2348 (1).cov
P Srctamnblaaith- 3753 IS) rou L
orache w € >
File narne; | EERTCRE v
Save astype: C5V (Comena delimited) (*.cov) -
Authars:  Diana Rutt Tags: Add atag

~ Hide Folders Tools - Cancel
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Click on the folder in which you want to save the sample file to select it:

£l Save s
L l’ o Users » ruttdl » Downloads w Search Downloads
Organize + Mew folder = ﬂ
w &5 O5Disk (T ] Hame Duate modifeed

1 Course Completion Rosters | Teday (1)

SEE B examphecav AFTII022 4 PM
> Appleta

- r ih [

€ My Docs Earlier this month (1)
4 4172022 5:09 PM
" ik B Saved Data.csv 2022 5:09 PM
Dell ~ [Earlier this year (2)
- B9 SystemHealth- 246 (1).cov
P23 Sumpmrrblealbh- 7757 [5) o IR
oraghe w e >
File: nasme: |m
Save as type: | CSV [Comma defirnited) (*.cxv)
Authore  Diana Rutt Tags: Addatag

 HideFolden N

The folder you selected should be displayed at the top of the “Save As” window:

B seve s *

= = M « 050N, » 1 Course {l}"t'lphbﬂﬂ R.. e o] - Search 1 Course Campletion

Organize = Hew folder S v ﬂ

25 O5Disk {C) L Mame Date modified W
1 Course Completion Rosters
app
AppData
C My Does
ChientHealth
Drell
Intel

Mo iterns match your search

orache w £ »

File narnis e ample.coy a..-:
Save astype:  C5V (Comma delimited) (*.co) -

Authors: b_dﬂon author L Tags: Addatag
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Click into the “File name” field where “example.csv” is displayed and type in your new file name:

Bl Save As b
= - « 0506 » 1 Course Completion R, w 0 Search 1 Course Cormpletion..,

Organize = Mew folder Bz~ ﬂ
2e O5hisk {C:) e} Name Diate mcdified L
1 Course Completion Rosters

Mo iterns match your search.
app

AppData

C My Docs
ClientHealth
Diell

p— >
File name= | course completion roster for 20220404, cow W
L R
Authors:  Add an author Tags: Add atasg
e s~ ==
Be sure the “save as type” field is set to: CSV (Comma delimited) (*.csv):
Bl Sove s b
“— L « 050N » 1 Course Completion R... w 0 L) Search 1 Course Completion...
Qrganize = Mew folder Bz~ ﬂ
; :ﬁ" O5Disk (T e Mame - Date micdified R
1 Course Completion Rosters
Mo iterns match your search.
2pP
AppData
C My Docs
ClientHealth
Dell
Intel
oracle w £ 3
File mame | course campletion roster for 20220404, cov W
Save as type OV (Cormrma delimited) (*.cov) w
Authors:  Add an author Tags: Addatsg
e I
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Then, click on the “Save” button at the bottom of the pop-up window to save the file:

El Save s s
L L ¢ 0506, » 1 Course Completion BL., w 0 Search 1 Course Completion
Clrganiz: - M Falder EE W ﬂ
; g OsDisk (C:) s Mame - Date modified

1 Cowrse Completion Rosters
Mo itemns match your search
app
AppData
C My Docs
ClientHealth
Dell
Intel

oracle w £ »

File name: | course completion roster for 20220404, c5w .

Save as type  CSV (Cormma delimited) (*.cov) w

Authors:  Add an author Tags: Addatag

# Hide Folders Toals | Cancel

The “Save As” window will close and the newly-saved file (e.g., course completion roster for 20220404.csv)
file will remain open in Excel. The new file name will display at the top of the window as show below:

AutoSave (@ on)
File Home insert Page Layout Formulas Data Rewew View Help
|_:DE¥L Calibri A - A K| =E=F e 25 Wrap Test p T - EEJ |
. o - :
i B I U~ @ |0 A-|=====E : i «3 op | Conditional Fo
- <3 = mE — == = e e Eh'lergzﬁl:enter $ o 9 o N Faatings 1
Cliphoard s Fant 7] Alignment o HumbBer & Sty
Al x fe License Number
A B c D E F G H |
1 ILicense Numh-erE Last Mame Course ID Completion Date [Y¥YY-MM-0D format ONLY)
2
3
4
5
6
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Create a Course Completion Roster (.csv file) to Upload

All the following information MUST be entered into the CSV file for each student that has completed the

course:

NOTES:

O N w >

License Number

Last Name

Course ID

Completion Date (YYYY-MM-DD format ONLY)

. All four data elements listed above are required for each student.

Course completions for a course completed on more than one date may be submitted in the
same file.

3. Course completions for more than one course may be submitted in the same file.

The header row with column headings (Excel row 1) can be included in the file, however that
row/record will error.

However, all other rows/records will not be impacted; the system will process the rest of the
rows/records in the file even if the header row with column headings (Excel row 1) errors.

If you do not want to receive an error for the header row with column headings, then exclude
it from the file that is uploaded.

Enter the required data into the file. Here's an example:

& E C D E

1 |License Number Last Mame Course ID Completion Date (¥¥YY-MM-DD format OMLY)

2 |34E2842-A100 ALLAN RI20219  2023-04-04

3 |12417514-AB00  ABMER RZ2021%  2022-04-04

4 (119E6BE2-ABD0 ABEL R220219  2022-04-04

3 |3479398-BBO0  BLUE R22021%  2022-04-04

6 (11350945-CG00 CARTER R22021%  2022-04-04

T |12769520-MMLD MELSOMN RI20219  2023-04-04

8

9
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After all data is entered, save the file on your computer by clicking on the “save” button on the top of the

Excel screen:

AutcSave (# 0fF) - = course comphetion rost
File Home Page Layout Formulas Diata Review Wiew Help
=L X i 5 S = =[] % ab c
I:l Calibni =1 =& A === S Ca ‘Wrap Text General
Pa:tr\: B R H - {}h-&u =T T EMErF&CEI‘ﬂH" 5“'%’ ‘-53
Clipboasd M Fart S Aligrament ] Hismbes
012 i Fo
[ & | B [ € [ o | E | F
1 |License Number Last Name Course ID Completion Date [Y7Y-MWM-DD format ONLY)
2 [3482542-A100  ALLAN R22021%  2022-04-04
3 [12417514-AB00  ABNER R23021% 2022-04-D4
4 |11956882-AB00 ABEL R22021% 2022-04-04
5 |5479393-BBO0  BLUE R23021%  2022-04-04
6 [11360345-C00 CARTER R220219 2022-04-D4
T |12769520-NMLO NELSON R220219  2022-04-04
E 4
g 1

Or, click on the word “File” in the top left corner of the Excel screen:

course completion roster fo

File Haime Insent Page Layout Formiulas Data Review Wiew Help
FE 'i"' Calibei 11 A A == = ‘P/- EE""'"*P Testi Gerieral
F':“\y B I U~ [H~ &~ A-~ = = = == =[5 Merge & Center ~ $~-9% % |8
Chpboard & Font (] Aligriment i Humber
012 - 5
| A B c =] E F
1 |License Number Last Name Course ID Completion Date [¥Y¥Y-MM-DD format ORNLY)
2 | FEISE-AI00 ALLAMN RI20219  2022-04-04
3 12417514-AB00 ABNER R220219  2023-04-04
4 11986882-ABOD ABEL R220219  2022-04-04
5 |5479398-BBO0  BLUE R220219  2022-04-04
6 | 11360845-CG00 CARTER RI20219  2022-04-04
T | 12769520-NMLD NELSON RI20219  20022-04-04
a 1
g‘ 4
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On the next page, click on “Save” on the left side of the page:

courie cormpletion ragler for 200 ey - Sarend

Good afternoon

~ New
l_]‘ ] ‘]
. —_ ot
R
Blank workbook Peronal monthly budget Loar smcrtizafion whedule ‘Wesldy chore wchedule
.-'-:. srarch

Recent  Finned  Shared with be

L] HMame

B'- UTCE Stage 20220425.0ov

== UTCE

H Saved Data (1).c5v

Dioveribzad

E course completion roster for 20220404.cov

= | Counse Comphetion Ronten

The window will close and the file will be saved, as noted at the top of the file in Excel:

FAutabave '::- P‘_.:l

File Horme Insert Page Layoul Farmulas Data Review View Help
i A S .

I:l & Calibr 1 o A A = == L 35 Wirap Text Gereral
PH:M"‘ B I U~ H~|&. A- = = = = *=  [&] Merge & Center ~ £ %9 W:
Clipboard = Forit P Algnmerit Fu Humber
012 % I

A B C i} E E
1 |Licensa Mumber Last Name Course I Completion Date [YYYY-MM-DD format ONLY)
2 | S4BFI42-a800 aLLAN R220Z719  2032-04-04
3 |12417514-ABD0  ABMER R2X0219 2022-04-04
4 |11956362-AB00 ABEL R2M21?  2022-04-04
3 | 5473338-BE0O BLUE R2A0Z219  20X2-04-04
6 (11360945-CG00 CARTER R2N0219  2032-04-04
T [12768520-MMLO NELSOMN R2NZE1? 0X2-04-0a
s 4
9

Follow the instructions in the “Upload New Course Completion Roster (via a .csv file)” section of this
document (page 20) to upload the file.
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Upload New Course Completion Roster (via a .csv file)

On the Utah Division of Real Estate CE Banking Portal Home page, click on the “Upload New Course Completions”
link in the center of the page or click on the “Upload Completions” link in the left navigation pane:

brightlink A Utah Real Estate Portal Fy—

IMFROVING PROOF

Homel
Welcome Joe Provider
COURSE
COMPLETIONS
& View Completions Your organization name: Park City Institute
X Submit Individual

Completion

X Upload Completions To gel stared, select from one of the following options

Course List

& View Course Completions

. Upload New Course Completions

Motifications

Na notifications o display

The “Upload Course Completions” page will appear:

brightlink* Utah Real Estate Portal F—

IMPROVING PROOF

Homet Upload Course Completions

COURSE Use this page to upload a list of course completion records

COMPLETIONS

& View Completions

X Submit Individual Instructions

Completion ) _ )

£ Upload Completions Select a CSV file to upload with the following columns:

I Course List License Number, Last Name, Course ID, Completion Date (YYYY-MM-DD format ONLY)

DO NOT upload a header row, that record will fail

Notes:

1. Download a sample file here.

License Number Last Name Course ID Completion Date

Utah Provider Guide for Clarus May 2022
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Use this page to upload a list or roster of course completion records.

Click the “Browse” button on the right side of the page to browse your computer for the .csv file to upload.

brightlink* Utah Real Estate Portal PV

IMPROVING PROOF

FIOMR-S Upload Course Completions

COURSE Use this page to upload a list of course complelion records
COMPLETIONS

& View Completions

L. Submt Indrvidual Instructions
Completion
& Upload Completions Select a CSV file to upload with the following columns

# Course List License Number, Last NMame, Course 1D, Compietion Date (YYYY-MAM-DD farmalf ONLY)
DO MOT upload a header row, hal recond will f2dl

Moles

1. Download a sample file here.

RE\IL\: : fl i m

License Number Last Mame Course ID Completion Date

The “Open” pop-up window will appear:

I RTINS E R ILIE

& Open X
“ v P ‘ » ThisPC » Downloads » v [} 2 Search Downloads

Organize Mew folder =~ [ @
v =5 0SDisk (C:) A Name Dat ™

1 Course Completion Rosters ~ Today (1)

> app
@ Saved Data (1).csv 4/2¢
» AppData
~ Last week (1)
» C My Docs
le. 42
ClientHealth 83 example.cov fe
5 Dell ~ Earlier this month (1)
3 Intel @ Saved Data.csv 41
3 oracle ~ Earlier this year (2)
Perflogs B33 SystemHealth-2346 (1).csv 1764
> product @ SystermHealth-2732 (5).csv 1/6y
T - A N _ At __ _ _ _ _ AN >
» Program Files ol 5
File name: v| Micrasoft Excel Comma Separa ~

coe
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On the “Open” pop-up window, scroll through the left panel to find the folder location on your computer
that contains the course completion roster (.csv file) to upload:

& Open b4
“ v 4 v‘v » ThisPC » loads » - Search Downloads
L ! Bl e - [':I ﬂ
w2 OSDNsk (C:) i Mame Dat ™
1 Course Completion Rosters - Today (1)
* e 3] Saved Data (1).cov 452
» AppData
- Last week (1)
C My Docs
ChientHealth *?l exarmple.civ a4E
5 Dell + Earlier this month (1)
o R B3] Saved Data.cor 4
oracle I+ Earlier this year (2)
Perflogs B3] Systemlealth-2348 [1).cov 176,
product 3] SystemiHealth-2752 (5).csv Ve
PMgI'II‘ﬁFi'E!- v r W IR TR Y 1 3 &
File narme: | ~| Micresoft Bxcced Comma Separa ~
Cance
Double-click on the folder in which your file is located to select and open it:
& Open *
— = h o 080h. » 1 Course Completion R, w o tearch 1 Course Completion...
Organize + Meew folder E~- O 8

w 'L O5Disk [C:)

» 2pp
AppData
C My Docs
CliertHealth
Dedl
Intel
oracle
PerflLogs

¥ praduct

) Program Files

1 Course Completion Rasters

L. Mame

-] e
B3 course completion roster for 20020404, cow 47251

Date modified

022 4:34 PM

Fille name

Microsoft Excel Comma Separa ~

Cancel
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Click on the file name to highlight it:

& Open

“— o @ 040, » 1 Course Completion R

Qrganize = Mew folder
'aF O5Disk {C:) £
1 Course Completion Rosters

2pp

Name

AppData

C My Docs
ChentHealth
el

Intel

orache
Perdlogs
product

ﬁ‘j course completion roster for 20820404 co0 4/

X

Search 1 Course Completian...

=~ @ @

xdefied T

I'rogum Files

b

<

File name | cowrse cormpletion roster for 20220404, csv

£

Microsalt Excel Comma Separs

Cancel

Then, click on the “Open” button at the bottom of the pop-up window to upload the file:

& Open
- -

Organize «

L o 05N » 1 Course Completion L.

MNews folder

Search 1 Course Completion...

- @ @

EY

‘a3 05Disk (C:) Lo

Mame

Date modified T

1 Course Completion Rosters

app

53 course completion rogter for 20220404.cov  4/25/2022 454 PM J

AppData

C My Docs
ChentHealth L
Dedl

Intel
oracle
PerfLogs
product

P Fil
rogram Files o TR 5

File name ér:.nurse cormpletion roster for 20220404, cov Microsoft Excel Comma Separa

n

Cancel
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The CE system will review the file and provide the Total number of records in the file as well as list the
number of rows/data in the file:

B course completion roster for 20220404 cav i Remove
-
Total Processed SUCCess Ermrors
T o 0 ]

License Mumber LastMame  CourselD  Completion Date

License Mumber Last Name Course ID Completion Date (™Y Y-MM-0D format ONLY)

548294 2-A100 ALLAN R220219 2022-04-04

12417514-AB00 ABMER R220219 202204-04

11585882-AB00 ABEL RZ20219 20220404

5479398-BB00 BLUE R220213% 2022-04-04

11360945-CG00 CARTER R220219 2022-04-04

12769520-NMLD NELSOMN R220219 2022-04-04

Click the “Run Import” button to import/upload the records into the system.

B course completion roster for 20220404 csv T Remove g0
"
Total Processed Success Erars
[ o V] 0

License Number Last Name Course ID  Completion Date

Licemnse Mumber Last Mame Course ID Completion Date (Y Y Y-MMM-DD format OMNLY)
548625942-A100 ALLAN R220219 2022-04-04

12417514-AB00 ABMER R220219 2022-04-04

11986882-AB00 ABEL R22021% 2022-04-04

5479398-BB00 BLUE R220219 2022-04-04

11350945-CG00 CARTER RZ220219 2022-04-04

12763520-NMLS MELSON RZ20219 2022-04-04
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Once the file is 100% processed by the CE system, the Processed, Success, and Error numbers on the page

will be updated.

B course compiletion roster for 20220404 csv

RN W Browse .

Run Import

Total Processed Success Ermars
T T & 1
License Number Last Name Course 1D Compietion Date
License Mumber Last Name Course D

Completion Date (YYYY-MM-DD format ONLY)

If there are errors with records in the file, the record(s) will be highlighted in pink:

Total

License Number

-Llcense Mumber

Processed
7

Last Mame

Last Name

B course completion roster for 20220404 csv

Success
G

Course 1D

Course ID

D remove [ AE00 -0

Run Import

Errars

Completion Date

Completion Date (Y YY-MM-DD format OhLY)

NOTE: If the header row IS included in the .csv file, it will error as show above. Also as shown above, the

rest of the rows/records in the file are processed even though the header row erred.

REMINDER: Exclude the header row from the file if you do not want that record to error.

Correct the erred records and submit those records in a new file.
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Submit Individual Course Completion — for Individual
Students

On the Utah Division of Real Estate CE Banking Portal Home page, click on the “Submit Individual
Completion” link in the left navigation pane.

brightlink A Utah Real Estate Portal - s

IMPROVING PROOF

Horne! .
Welcome Joe Provider
COURSE

“OMPLETIONS
I-mmm_l Your organization name: Park City Institute
oL Subemat Individual
Completon
& Lpload Completion: To ge1 stared, select from one of the following options:
W Course List - 2 . F
& View Course Completions
o= Upload New Course Completions

Notifications

N nodTicanons o dispiay

The “Upload Candidate Record” page will appear:

brightlink 4 Utah Real Estate Portal Fr—

IMPROVING PROOF

Homel
COURSE Upload Candidate Record
COMPLETIONS
& View Completions )
& Submit Individual License Q
Completion
& Upload Completions Last Name
I Course List

Course Completion mm/dd/yyyy (m]

Date
Course Client ID — Select - v
Submit
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Enter the license number of the student that completed the course into the “License” field.
Enter the last name of the individual in the “Last Name” field.

Click in the “Course Completion Date” field to enter the course completion date (in mm-dd-yyyy format).

Course Completion | 02725k (m}
Date '

Or click on the calendar button 2 in the right side of the “Course Completion Date” field to make the
calendar pop up. Then click on the correct date.

Utah Real E~*~*~ Pt

April 2022 - NS 2 Joe Provider ~

Su Mo Tu We Th Fr Sa
27 28 29 30 1 1 2
Upload Candidate et £l
0 11 12 13 14 15 16
17 18 19 20 21 22 23
License 24 25 26 27 28 29 30 Q
1 2 3 4 5 6 7

Last Name
Clear Today

Course Completion ‘ !dd#yyyy =] ‘
Date ;

Click on the “Course Client ID” field to display all active courses. Scroll to find the correct course and then
click on it to select the course.

Course Client ID | - Select - w |

— Select —
R220219 - HOME WARRANTY/RISK REDUCTION

After all information is entered, click the “Submit” button at the bottom of the page.

A pop-up window will display a “success!” message if the course completion was submitted successfully:

utdre.clarus-stage.com says

success!

Click the “OK" button to close the pop-up window.
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View Course Completions (Previously Submitted)

brightlink A, Utah Real Estate Portal g

IMPROVING PROOF

Harme! .
Welcome Joe Provider
COURSE
COMPLETIONS
| & View Completions | Your organization name: Park Clty Institute
L Submit Individual
Complstion
& Upload Completions To get stared, sekect from one of the Tollowing options:
I Course List - . o .
& View Course Completions
o Upload New Course Completions

MNotifications

No notificalions to display

The most recently submitted course completions are displayed:

brightlink* Utah Real Estate Portal P —

IMPFROVING FROOF

COURSS License Number  First Name Last Name course Completion Date
el 5482942-A100 MATTHEW ALLAN R220219 2022-04-04
8 View Completions
XL Submit Individual 11360945-CG00 SUSAN CARTER R220219 2022-04-04
Completion
L Upload Completions 11986882-AB00 SARAH ABEL RZ20219 2022-04-04
I Course List
12769520-NMLO DYNMNAKA MELSOM RZ20219 2022-04-04
5479398-BB00 MICHAEL BLUE R220219 2022-04-04
12417514-AB00 RYAMN ABMER R220219 2022-04-04
6103845-SA00 MATTHEW SMITH RZ20219 2022-02-25
5486933-PBO0 ALEXAMDER MILLER R220219 2022-02-20

Note: @ maximum of 25 resulls ean be refurmed per query. Glick “Seanci™ [0 refine your query
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Click on the Course number to see the course name:

me Course Completion Date
R220219 2022-04-04
HOME WARRANTYIRISK
REDUCTION 202:-04-04
R22021 2022-04-04
220219 2022-04-04

NOTE: A maximum of 25 results can be returned per query. Click the “Search” button to refine your query:

IMPROYING PROOF

COURSE License Number First Hame Last Name Course Completion Date
COMPLETIONS o e
5482942-A100 MATTHEW ALLAN RZ20219 2022-04-04
& View Completions
X Submit Individual 11360945-CG00 SUSAN CARTER R220219 2022-04-04
Completion
X Upload Completions 11986882-AB00 SARAH ABEL RZ20219 2022-04-04
W Course List
12769520-NMLO DYNNAKA MELSOM RZ20219 2022-04-04
5479396-BB00 MICHAEL BLUE R220219 2022-04-04
12417514-AB00 RYAM ABMER RZ20219 2022-04-04
6103845-SA00 MATTHEW SMITH R220219 2022-02-25
5486933-PBO0 ALEXANDER MILLER R220219 2022-02-20

Note: & maximum of 25 resulls can be refurned per gquery. Glick “Searnch” o refing your gquery
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The “Search Completion Records” page appears:

Search Completion Records

First Mame

Last Mame
Course ID
Completed After
Completed Before

Sort By

BrightLink

(") denotes a required field
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Enter data into any one or more of the following fields on the “Search Completion Records” page
First Name
Last Name
Course ID
Completed After

Completed Before

Search Completion Records

First Name
Last Name Smith
Course ID R270219

Completed After
Completed Before

Sort By

Select an Option v

Select an option from the “Sort By” drop-down menu, if needed:

(%) denctes a required field

Sort By

Select an Option a
[ N
Completion Date (Descending)

Completion Date (Ascending)

Course ID
Last Name

First Name
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Then click the “Submit” button on the bottom of the page. The search results appear:

brightlink A Utah Real Estate Portal g

IMFROVING FROOF

Home [ v searct |

COURSE License Number First Name Last Name Course Completion Date
COMPLETIONS Fei
6103845-SA00 MATTHEW SMITH R220219 2022-02-25
& View Completions
g‘;ﬁgﬂmﬁm Note: a maximum of 25 resuits can be retumed per guery. Click “Search” to refine your query
X Upload Completions
Ml Course List

Remove/Delete Course Completions

If a course completion is entered in error, please contact Pearson VUE via email at the following address:
ce_providers@pearson.com. Provide all the incorrect data that was submitted.

Review Course List

On the Utah Division of Real Estate CE Banking Portal Home page click on the “Course List” link on the left
panel:

brightlink A Utah Real Estate Portal rr=on

IMPROVING PROOF

Homel
Welcome Joe Provider
COURSE
COMPLETIONS
& View Completions Your organization name: Park City Institute
& Submit Individual
Completzon

& Upload Completions To gE: started, select from one of the ralluwing Gplions
| M Course List " " . "
& View Course Com pletions

. Upload New Course Completions

MNotifications

No notifications o dispay
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The course list will appear:

brightlink A Utah Real Estate Portal T

IMPROVING PROOF

Horme [ Y5

COURSE Course ID Title Date Span Credits
COMPLETIONS
« R2Z20219 HOME WARRANTY/RISK REDUCTION 212472022 10 2
& View Completions
%msu?wmdm Nore' a maximum of 25 reswlis can be refurned per guery, Click “Search” io refine your guery,
& Upload Completions
B Course List

Review or Update User Profile

Click on the triangle behind your name in the upper-right corner of the Utah Division of Real Estate CE
Banking Portal Home page to display the drop-down menu.

brightlink* Utah Real Estate Portal Lo v |

IMPROVING PROOF

Homel

Welcome Joe Provider

COURSE
COMPLETIONS

& View Completions Your organization name: Park City Institute

o Submit Individual
Completion

2 Usload Completions To get staried, select from one of the following options

I Course List w % x s
& View Course Completions

o= Upload New Course Completions

Notifications

No notincations to dvsmay
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Click on the “User Profile” menu option in the drop-down menu:

brightlink 4 Utah Real Estate Portal

IMPROVING PROOF

L Joe Provider -

Jow Provider

Organization Profile

Homal
Welcome Joe Provider
COURSE
COMPLETIONS
& View Completions Your organization name: Park City Institute
= Submit Individual
Completion
it Upload Completions To get slaned, select from one of the Tl.‘:)"l.‘:l'.'.'i'l'lg aplions
M Course List . o - .
& View Course C ompletions
o Upload New Course Completions

User Profile

Motifications

No notifications fo dispay

The “Account Information” page appears:

brightlink 4 Utah Real Estate Portal

IMPROVING PROOF

Homel

COURSE Account Information
COMPLETIONS

& View Completions

X Submit Individual Joe Provider

Completion 64 Zoo Lane

& Upload Completions Suite 200

W Course List Greentown, UT 22222

Joe Provider@parkcityinst. com
+1 435 222 2222

2 Joe Provider »

& Update Profile
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Click the “Update Profile” link in the upper-right corner of the page.

Haomel

COURSE
COMPLETIONS

8 View Completions

ol Submut Indivadual
Completion

L Upload Completions
I Course List

Account Information

Joe Provider

B4 Zoo Lane

Suite 200
Greentown, UT 22222

Joe Provider@parkcityinst com
+1 435 222 2222

brightlink A Utah Real Estate Portal

IMFROVING FROOF

X Joe Provider =

G Upaate Profile

The “Provider User Profile” page appears:

Homel

COURSE
COMPLETIONS

& View Completions

L Submit Individual
Completion

X Upload Completions
I Course List

Provider User Profile

Email

First name *

Last name

Telephone

Address

Address (cont.)

city

Postal Code

Country

State

Joe Provider@parkcityinst.com
Joe

Provider

+1435222 2222

64 Zoo Lane

Suite 200

Greentown

22222

United States

Utah

Save Changes

(* denotes a required field
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Edit the necessary fields:

Provider User Profile

Ermail

First name *

Last name

Telephione

Address

Address [cont.)

City

Fostal Code

State

Joe Providen@parkcityinst com

Joe

Prowider

+1 435 222 2222

B4 Zoo Lane

Suite 200

Greentomwm

Utah i

Save Changes

%) denoles & requined fHeld

Then click on the “Save Changes” button on the bottom of the page:

Provider User Profile

Email

First name "

Last name

Telephone

Address

Address (cont)

Chy

Fostal Code

Country

State

Joe Providen@parkcityinst com
SO
Provider
+1 435 222 2222
B4 Zoo Lane
Suite 200
Greeniown
. B4060
Linited States ¥

Litan b

Save Changes

Utah Provider Guide for Clarus May 2022

Page 36

(") @enoies a required hefd




The “Data updated successfully” message will appear at the top of the page after the changes are saved
by the system as show below.

brightlink A Utah Real Estate Portal 2 o Provaer -

IMPROVING PROOF

Harmel

Deata updated successiully.

COURSH
COMPLETIONS

8 View Completions Provider User Profile

X Submit Individual

Completion
2 Upload Completions Email Joe Providerg@parkcityinst.com
I Course List
First name " Joe
Last name Prowider
Telephone +1 435 222 2222
Address 64 Zoo Lane
Address (cont.) Suite 200
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Log Out

Click on the triangle behind your name in the upper-right corner of the Utah Division of Real Estate CE
Banking Portal Home page to display the drop-down menu.

brightlink A Utah Real Estate Portal e oy

IMPROVING PROOF

Homet _
Welcome Joe Provider

COURSE

COMPLETIONS

& View Completions Your organization name: Park City Institute

L Submit Individual

Completion

2 Thiad Conipletios To get started, select from one of the following options

I Course List s % 2 .
& View Course Completions

& Upload New Course Completions

Notifications

No notifcations o aispay

Click on the “Logout” menu option in the drop-down menu:

brightlink A Utah Real Estate Portal g

IMPROVING FROOF

Joi Provider
Homel Organization Profile
Welcome Joe Provider

COURSE User Profile
COMPLETIONS Change Password
B View Completions Your organization name: Park City Institute
& e
Completson
4 Upload Completions To get started, select from one of the foliowing options
M Course List . . .

& View Course Completions

. Upload New Course Completions

Notifications

Na notifications fo tispay
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The Login page will appear:

brlghthnkA Language ~

IMPROVING FROOF

Please log in

Username:

Password:
Login

Forgot your password? Reset it here.

If you're having technical problems. please email: ce_providers@pearson.com or call 1-800-274-4577
between 8AM-6PM ET M-F
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Troubleshooting — Hints and Tips

Make sure the Course exists in the system before uploading a CSV file/roster or submitting course com-
pletions.

Make sure the student license number is correct. The course completion will not load into the system if
any of the following are incorrect:

License Number
Last Name
Course ID

Completion Date (YYYY-MM-DD format ONLY)

Contact Pearson VUE email: ce_providers@pearson.com or call 1-800-274-4577 between 8AM-6PM
Eastern Monday through Friday.

Set the Completion Date fields in the .csv file to “Text” so the date can be entered in the format required
by the system (YYY-MM-DD)

&

2 54820422000

3 |12417514-AB00
119868824800
.54?93'93-EEDD
11360945-C600
12769520-NMLD

(- T - Y I

ALLAM
ABMER
ABEL
BLUE
CARTER
MELSOMN

c

R220219
R220219
AR220219
R220219
R220219
R220219

1 |License Number LastMame Course D Completion Date (Y¥¥Y-MM-DD format ONLY)

[2022-04-04

2022-04-D4
2022-04-04
2022-04-04
2022-04-04
2022-04-04

File Home  Insert Page Layout Formulas  Data Review  View  Help

TH LS Calibai “1 - AN === | BWepTea Text =
Pt g BIU-[H. 6 A SEE EE Evepescen - 3BT BN
Clipboasd & Farit ] Alignment ™ Humber [
D2 ¥ 2 2022-04-04
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