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CESA OAS

Guide to CESA online application system

The CESA online application system (CESA OAS) is an electronic
system that allows for extensive narrative responses and unlimited
file uploads for supporting documents. The application is segmented
into the various application Standards (A-G) that need to be met in
order to become an approved CE sponsor by APA.



CESA OAS

Guide to CESA online application system

Your username and password provide access to the system and visibility to your sponsor
organizations’ application records.

1.

No ok

Navigate to https://cesaoas.apa.org and enter your username and password
If you have forgotten your username please contact SEducation-
CESAS@apa.org and they can assist you.

Your organization user name consists of your email address followed by
“.cesaoas”.

If your organization email is ABC@CG.com, then your user name would be
ABC@CG.com.cesaoas

Your password

Click Login

If you forgot your password, please use this link to create a new one.

If you are planning to pursue sponsorship, this link will initiate the process
of creating your account in the system.

C £ https://cesacas.apa.org o
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Login

Reminder - CESA OAS usemnames will end in ".cesacas” e

Usemame

Password
o [}
e prsonrs @)

If you need to sign up for an account o access CESA OAS, please navigate to
the Account Request Form
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If you have forgotten your password, you can reset it via the Forgot Password link on the
Login page.

1. Enter your email address
2. Click Submit

& hitps//cesacas.apa.org/cesaforgottourPassword
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Forgot Your Password

Reminder - CESA OAS usemnames will end in " cesacas”

Please enter your usermame below and a temporary password reset link will be sent o
your corresponding email address.

Usemame
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If you are planning to pursue sponsorship, you can initiate the process by clicking on the
Account Request Form available on the login page.

1. Fill all required fields A through K

2. Submit request

3. The process of creating your account will take some time, and you will
receive an email to inform you of the completion of the process.

& ->C Ehrt:ps:.’,cesaoas,apa.org,":c—saAccourt-Requa—st - ' . ads:

4 Request CESA User Account

Please complete the contact information below: which represents your organzzation's prmary contact for all CESA related appiication infornation and vith the Association.

Our office typcaly receives a high volume of requests to eate organcaton profiles throughout the year and partcularly so as we approach appiication revew cyces (see our website for relevant dates) Please be aware that the office wil process these in the
order in which they are received. Therefore, it i important that individuals plan accordingdy to avoid iste fees or missed deadines.

Organzation

roerere @) N—CY

n“m@ cwe me Zip Code @
~None—. -

Hn-@ Phone Extention

Fax o E-I-Io

mmwmnmm@

Suarst Recpest | 2
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1. Home Tab: Once you have successfully logged into the system you will be taken to
the Home tab. Please review any messages (item 9) as well as any updates that are
listed on the right hand side of the page (item 10). From this tab you can also view
the Action Center, a place holder for all items you should be working on (item 11)

2. Info Tab: General information and guidelines

My Profile: Provides you the ability to modify your organization information.

4. Applications: This tab will provide you the ability to start, edit and review any
application that you have.

5. Annual Report: If your organization was approved for two or five years, you will be
required to submit an annual report that will be available on this tab.

6. Certificates: This tab will provide you access to all certificates generated to your
organization from the system.

7. Payments: All financial transactions can be conducted via this tab.

8. Log out

@

W https.//cecacas apa.org cesshome P~ @8C @ cesacasaprorg x

info | MyProfle | Applications | AnnualReports | Certificates | Payments ‘ Logout

Weicome fo the CE Sponsor Approval Online Application System (CESA OAS)

Current Status: Cur CESA OAS Updates
+ June 27, 2016: For sponsors who have an annual
report or application due, they can begin working on
their annual report or application for the year leading
Please Review up to the due date. Please note that both submission
and payment for annual reports and applications will

Next Applicat,

Please note that all approved sponsors who have received 2-year or 5-year approval decisions are responsible for submitting their annual report remain consistent with the submission and payment
and fees during the respective Spring or Fall cyde for which approval was granted. All current actions are tracked below in the Action Center. dates specified for the respective reporting cyde
Please review any curent applications, annual reports and/or payments that need attention. As items are completed they will be removed from Remember appiications and annual reports will only
this section. be visible to sponsors according to their respective
approval status.
« June 1. 2016 Application Email Reminder sent for
sponsors due in Fall 2016
+ January 6, 2016 Annual Report Email Reminder sent
for sponsors due in Spring 2016
« January 1. 2016: CESA OAS launches!
+ December 1, 2015 As we 'Go Green', all
communications will be conducted via the CESA OAS
and we will no longer send correspondence via post

Action Center

Please review all of your account’s current actionable items below.

Details Status CESA ltem Due Date
Appiication Review Assigned Spring 2016 - Temp Sponsor Account 7 - CESA Application 2202016
Annual Report In Progress Fall 2016 Report for Temp Sponsor Account 7 8282016
Annual Report Not Started Spring 2018 Report for Temp Sponsor Account 7 2282018

4©



Information Tab

This tab contains application tips and suggestions. Please read through this section at least
once to become familiar with some additional resources and recommendations to make the
application process as easy as possible.

. Link to CESA OAS User Guide

Link to relevant materials

Link to CESA website and the resources available there

. Link to estimated turnaround time for CESA application cycle

. A reference to different spell-checkers provided by different browsers

C @ httpsy/cesacas.apa.org/cesainfo Qe

teme - MyProfie | Appiications | AanualReports | Certificates | Payments | Logout

© General Information and Guideiines

This is @ resouroe page for understandiog more about the CESA OAS application process. 1t will store general information as well as guides on using the OAS platform 1o create and submit applications. annual reports, make payments, check your
account status and have access to your annual certificates.

CESA OAS General Tips and Information:

1 Ensure your Profie information s always accurate. This responsiility fes with the apslicant or, £ approved, sponsor organization.
2. The CESA OAS system will only accept attachments that are in POF format.
3 We STRONGLY RECOMMEND tat you prepare your then copy and paste those into the relevant text boxes.
4 \We 3's0 STRONGLY RECOMMEND that you frequently Save your work when compietng your application of regort.
5. The online application has several user-triendly features such as:
5.1. ‘Save’ buttons throughout 1o save your work
§2. Tabbed systems — arranged according to Standards
53. ‘Validate' feature at the end of sections — which alows appiicants to confirm work for a section, and takes them 10 the next section
5.4. The abiity to exit and reenter the appiication, with previous information saved and available upon reentry
55. Status check at the end that allows you 1o review which sections are completed
56, Access to payment status ard history

ESA OAS A

ation Tips and Information
Please review the CESA OAS User Guide for instructions on using the orine system o
Ensure you have al relevant materials ready n order to complete the application submission, including the mandatory questons an your evalation forms. Remember to save materiais in paf format |
‘e STRONGLY RECOMMEND mat you prepare your responses in a Word document. then copy and paste those into the relevant text boxes.
We aisc STRONGLY RECOMMEND that you frequently Save your work when completing your application of report
You wil alsc need payment information (.g., credit card details). !f you are paying by check andior require an invoice, please see the below information
Refer 10 our Resources webpage on the CESA website for further materiais and guidance
The Otfice of CE Sponsar Agproval reviews appications twice yearly — either Spring or Fal.
An estimated tumaround time for CESA appication cycies is avallable on our website for your convenience. This s a guide that provides an indication of the overall timeline for the review process. o
9. Submission of an application does not guarantee approval, therefore applicants/sponsors must take this into account when planning thei forthcoming programs.
10. Piease note that you are unable to copy and paste images or charts into this appication. Please include charts and images as a consolidated POF file and attach through the standard Attach Files option on the application questions.
1. To remove either Word or HTML formatting from conten, fiest copy and paste the fext info & text editor (¥ke Notepad on Windows) and then copy and paste from there into the appication.
12. We 65 not recommend copying and pasting from Adobe PDF documents. if you do please ollow the instructions in §p #8 above.
13. Spallchack & provided by your browser, Please reference the following:
13.1. Chrome - hitps //support google. com/chromesanswer (95604 Thi=en
132, Firefox - htps:isupport mazila orglen-USdyhow-do--use-firefox-spell-checker
133 Internet Explocer - hitp./wndows mictsoft comien-usintemet explorermanage-3dd onssie - 11
134, Satari - hitps:/isuppon apple. com/kb/PH2633 Pocale=en_US

PN EN -
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This tab provides you the ability to modify your organization information.

1. Click on Edit if you need to change any of the information we have on record.

After updating all required fields, you need to submit those changes

1. Submit update request
2. Cancel that request

© @ Wit cesanas.apaorg Hle ]
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On the application tab, you will have the ability to start a new application, edit an existing
one or view an old application. The application is designed to only show you those types of
applications that you are presently set up to apply for.

1. New sponsors will have the ability to target a specific cycle to apply to.
The system will show the relevant dates for that specific cycle selected.
3. Starting an application
a. Follow this link to start a CESA application.
b. Once CESA application is created, the system will offer a Homestudy
Supplemental application.
4. Follow this link to start a Homestudy application.
5. List of archived applications.

For current sponsors the cycle will be set

Follow this link to start a CESA application
Follow this link to start a Homestudy application.
List of archived applications.

= D=
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Once you select an application to complete, you will be taken to the application form where
you can begin entering your information.

PLEASE read the information on the Start section regarding saving and validating your
form. The two ways of saving your application are critical as we don’t want any data to be
lost as you work through this process.
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Let’s walk through what you're seeing as this view will be consistent throughout your time
filling out the application.

1. Application Menu - Use this for navigating between sections of the application.
NOTE — as you click from section to section, the application does not save your data.
We recommend either finishing a section and Validating OR executing a general
Save.

2. Important Notes - As you move through the application you will see critical
information pieces at the start of each section. Please read these before you proceed
to fill out your information.

3. Validate and Continue - Once a section is fully completed you should click on this
button. This will execute a final check of the section and, if all is well, it will pass you
to the next section. Otherwise you will receive an error message alerting you to a
problem. NOTE - you must either fix the errors or execute a general Save before
proceeding to another section or leaving the application.

4. General Save - Use this whenever you have completed a complex question or a series
of questions. This will execute a save that will allow you to leave the section or
application completely. You MUST receive confirmation of a successful save before
leaving. If there is an error on the page, this General Save will also alert you to that
issue.

C @ https//cesacas.apa.org/cesaAllA i e=abvC0000000Gn 1hIA

K Before Getting Started

ik Quick Tips
| Fraasa watch cus _ecains e on e dffarercss betwean Saving vt Vaddsting

2 Noairg A3 048
o (4]
0 =

1 Application Menu - Lsa Tvs for rawgating betwesn sectons of the scolcaton NOTE - s you cick lom sectn 10 10500, Ta RPSHICATIEN 4088 N0 4ave §our Sate. We ca=rrand ether Ieshing & Bctcn and \Wetrg OR sxecuti @ gen s See

2 EmpOrtant Notes - As you 0w PO the SOCCHICN you wil See NI IHOrTAbon Feces 4t the St Of #2Ch S0CH0N Pikase (903 et balow DOCREING Wi LG out you Normaton

3 Valkdate and Continue - Crcs o section i fuly compies you stod Fan Button, Ths wit wxecuse o i chack of 5 secton and 1 w1 well | wh pass yu 10 P nast action. Ofwwes 15 Wil TEowwe N wICK TSENDS alwting you 1o & prasiam NOTE - you
e et 4 T 41O O @uAciis & Generw Save bare croceedng  sacton o Imawng P appbcation

4 General Save - Use i womnever you Pave cOmgimted & complex QUeRticn of  senes of quastions. TH Wk axecuis 2 save T2at wil Mlow you 13 inarve P saction or You MUST f 8 sucomsstul save betors wawng ¥ hare s an
ar7or on T age. T Gerersl Save wi aiso Sart you 10 Mt issum

gtz Poroer ans Frocedures Hame | aho certy
jcation for Peychoiogiats. and Posnes and Procedures Memael
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Application Submission — Once you have all Standards completed (you can check your
progress at any time by clicking on the Submit menu item) you can then Submit your
application — Once you submit your application you will lose Edit access to it, however you
will have Read Only access instead. Also note that the Submit Application button is disabled
until all sections are Valid and Complete. Below is a screenshot of an application that is
ready to be submitted.

H Application Submission

Review and Finalize

Application Fee

THIS APPLICATION WILL NOT BE REVIEWED UNLESS ACCOMPANIED BY THE APPROPRIATE FEE. APPLICATIONS RECEIVED AFTER THE SPRING OR
FALL DEADLINES WILL BE RETURNED TO THE APPLICANT OR CHARGED A LATE FEE.

star
General
Standard A
Standard B
Standard C
SIEUGEIG IV Valid and Complete |
Standard E
Standard F
Standard G

Submit Application
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For sponsors approved for two or five years, you will need to use the system to maintain your
current approval status. For those of you filling out your annual report, one has already been
created for you and you can start it by navigating to the Annual Report tab and clicking on
Start Report. Be sure to only click Submit once you have FULLY completed your Annual
Report, and this should occur within your relevant submission cycle and prior to the
respective deadline date. Annual reports will become Read Only once you have submitted.

1. Action triggers
2. Annual report status
3. Annual report due date

C @ https//cesacas.apa.org/cesaAnnualReportsList

Q
& CESA Annual Reports
My Annual Reports
Acnon Report Tiw Status Ovuse Date
Your Organization Name
N | ST —_—— - > Y © =
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If you are an active sponsor in good standing, you can access your current certificate via the
Certificates tab.

1. Certificate title, and access to the certificate for print/save
2. ‘Valid from’ date
3. ‘Valid to’ date

C @ https//cesaoas.apa.org/cesaCertificates

T s

B CESA Centficates

Certificate information

Vaikd From Date Valid Yo Date

- @ )
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Payment and Invoicing - As part of creating an application, the system also creates a
payment item that can be found under the Payments tab. You can pay via credit card online
or submit checks, ACHs or Wire Transfers with the information provided. You can pay at any
time regardless of the application status itself, and once payment is received this section will
be updated.

Actions related to payment
Payment status

Payment amount

Date payment received
Payment reference number
Payment related to

N ook W

View more detailed information about the payment/invoice and review your
payment options

C @ httpsy//cesacas.apa.org/cesaPayments Qy
T

& CESA Payments

Important payment information
PLEASE NOTE THAT APPLICATIONS WILL NOT BE PROCESSED WITHOUT BOTH THE APPLICATION FULLY SUBMITTED AND THE PAYMENT RECEIVED BY THE DEADLINES SPECIFIED ON OUR WEBSITE

you apgiicatin SuBMITTED compienn groe

Mow do you mtend to pay?
T 1 paying by check. plasse naviats 15 T payrants page, cick oymant wres down % e by Check and cles  Mai e rvexce and check 13 T mFeta o the e
2 ot yous mvorce APA CE: ool
3 W payng by crede cand, Ve your invoce = passed. you wil 200 be atked to pay 8 e 160 OO I YO APPIGINON DEINg rovewed

Please rcte that you must A7t Segin the apsiication procses (chok 00 tor for your crganizatice. If you b your acpleaton dung e you are slic T sdanorw
I o By cradt card o your pscation whl ot be processed

Annual Fees
Please rctn that the Acrual Recer and Annu Fee wil B Gpen or sutimisaicn 80 9y% £ror 10 your desdine

(Crmcks il b accpie Gt bes meses crice 10 your submiEscn deadive (August or Fabruary 14. dapanding upon your respective Cycle). Payments made ster et (ime must be made We crecit cant or ACHere transle:

u—.-e invoice Amount e Paymeat Recesvad Date o Mmuwe Source ApplicationReport e

S $485.00 CPO-uEeT Spring 2017 - Arvusl Fee
Pad 536500 2112018 549 P CPD-000TM4 Speing 2018 - Acplowon Foe (CESA 8 HSS)
Pas 488,00 8277206 240 PM CPID-001750 559 2016 - Acprova Fee
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Logout — Should you want to log out of the CESA OAS system, please navigate to the Logout

tab, and then confirm your desire to logout by clicking on the link shown in the below
screenshot.

1. You can easily access the link to the CESA OAS by saving this link to your Favorites
2. Logout safely from the system

C @ https//cesacas.apa.org/cesalogout

dome | info | MyProtie | Acplestcos | Anmusl Repory

e |

4 Logout

PrE————

Chex horn 1 logout
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