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Step-by-Step Guide: 

Claiming Continuing Education Credits (CEs) 

 
This document addresses the step-by-step process for obtaining your continuing education 
credits for Client Forum 2024. If you have any issues obtaining your continuing education credit, 
please email training@mcg.com for assistance. 
 

You can access the Continuing Education Survey tool via the Client Forum mobile app or by 
logging into the event website. Once you’ve accessed the tool, please follow the steps below. 
 

Step 1: Choose what type of education credit you would like to apply 
for 
 
• Select the Choose what type of education credit you would like to apply for task 

 

 
 
• Review the type of continuing education credit that is being offered and make your selection 

from the dropdown list at the bottom of the page: 
- Non-physician healthcare professionals (nurses, social workers, case managers, etc.) 

mailto:training@mcg.com
https://clientforum2024.eventscribe.net/login.asp
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- Physician healthcare professionals 
 

• Select Complete button (top right corner of page) 

 

 
 
 

Please note:  

• Step 2 will be different depending on what you selected in Step 1 

• Steps 3 and 4 are the same for all 
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Step 2 for Non-Physician Healthcare Professionals: Enter Your 
Professional License Information  
 
If you selected Non-Physician Healthcare Professionals, 

• Select the Enter Your Professional License Information task 
 

 
 

• Enter your License Number and State of Licensure 
• Select Complete button (top right corner of page) 
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Step 2 for Physician Healthcare Professionals: Enter Your Degree  
 
If you selected Physician Healthcare Professionals, 

• Select the Enter Your Degree task 

 

 
 

• Enter your Degree as you would like it to appear on your Certificate of Credit 
• Select Complete button (top right corner of page) 
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Step 3: Complete Evaluations for Attended Sessions 
 
• Select the Complete Evaluations for Attended Sessions task 

 

 
 

You will see a truncated schedule. Expand each date to view the sessions. 

• Select Start Evaluation to begin the evaluation for a session you attended 
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• Complete the evaluation by answering all questions and select Submit button 

• Repeat this process to complete evaluations for all sessions you attended  

 
 

• Once all your evaluations are completed, select Submit to Complete Task button 
 

 

 

 

 



 

 

7) Step-by-Step Guide for Obtaining Continuing Education Credits 

Step 4: Download/Print Your CE Certificate 

 
• Select the Download/Print Your CE Certificate task 

 

 
 

• Your certificate will open. You can print, save or email your certificate. 
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If You Missed Any Evaluations 

If you would like to complete additional evaluations for attended sessions, you can return to 
the Continuing Education Survey tool home page and repeat Steps 3 and 4 as outlined 
above – Complete Evaluations for Attended Sessions and Download/Print Your CE 
Certificate tasks. 
 

       

 

If you have any issues obtaining your continuing education credit, 
please email training@mcg.com for assistance. 

 

 

mailto:training@mcg.com

