
Instructions for completing surveys 

Click on the survey link in the email that was sent to you.  The screen below will open up.  Click on the button that says 

“Sign in to Generate Certificate” 

 

Enter your email address if it doesn’t automatically populate for you and then click on Forgot Password

 

The next screen will tell you that your email has been recognized in the system and will send you an email with a code.  

If your email is not recognized, then you will need to click on the Green Create Account button and follow the 

instructions. 

 

You will receive an email from Auto Password and the Subject will be Password Request.  In the email will be an Email 

Code that you can copy and paste to the website.  Re-enter the Email Code again and click on the Submit button. 



The screen below will pop up asking you to choose a password and then re-enter the password and click on the Submit 

button. 

 

 

 

 

When the screen refreshes, you will get the above message that says your password has been reset.  Enter your email if 

it is not already there and then enter your new password and click on the Sign In button.  You will need to remember 

your password that you created. 

Once you have successfully signed in, your screen will look like the picture below.  Click on the red “Continue” button 

 



The next screen will look like the picture below.  The “Activity Code” should already be prepopulated for you, so just 

click on the red “Submit” button. 

 

The survey will then pop up for you to complete.  Once you have completed the survey calculate the number of credit 

hours you will be claiming and click on the “Done” button.  You will need this information when you go to the next 

screen.  When the screen refreshes, select the type of credit you are receiving from the dropdown box.  Enter the 

number of credit hours you are claiming and then click on the Submit button.  Do not hit the back button on your 

computer. 

 

  

 

 



 

Your certificate will pop up and then you can select the print certificate button. 

  

 

 


