
Course Approval Verification Instructions 
 

Use these instructions to access the CE Provider Information Web site and 
review those courses that have been approved by the Division. 
 

 Navigate to the Division of Real Estate & Professional Licensing website: 
www.com.state.oh.us/real  

 Click on the Course Provider  Link from the Left side MENU: 

 Under the Continuing Education Providers section, click on the Continuing 
Education Course Approval link. 

CONTINUING EDUCATION COURSE PROVIDERS 
Electronic Course Roster Submission  

• Course Roster Submission Instructions  
• Continuing Education Course Roster Entry  
• Continuing Education Course Roster File Upload  
• Continuing Education Course Approval    

 

Enter your company’s User ID and Password and Click the Login button at the bottom 
of the welcome page. You may contact the division at 614.466.4100 or 
repld@com.state.oh.us for your User ID and Password. 
 

 
 
 

http://www.com.state.oh.us/real
http://www.com.state.oh.us/real/documents/Roster_Submission-Letter_to_Providers.pdf
http://www.com.state.oh.us/real/app/recainst.pdf
http://www.com.state.oh.us/real/documents/Roster_Submission-Instructions.pdf
http://www.com.state.oh.us/real/app/recainst.pdf
https://elicense1-secure.com.ohio.gov/
https://www.com.ohio.gov/real/real_apps/real/ce_upload/
https://www.com.ohio.gov/real/real_apps/real/ce_course_approval/default.aspx
mailto:repld@com.state.oh.us


 
 Once you have logged in, select the CE Course Begin Date and Change it to 

01/01/07 (type in 01012007) and  

 Click Submit Button (Do NOT Change the End Date)  

 NOTE: TO SEE ANY APPROVED CLASS FOR 2007 YOU MUST ENTER 
A BEGIN DATE of January 1, 2007. 

 

 
 
 

 A list of all approved class dates, times and locations will appear.   

 

 
 



To Export Approved Course Data 
 

 Click the Export to Excel option that appears above your course data to export it 
to a spreadsheet. 

 

 
 

 Accept the offer to Export the File 

 

 
 
 



 
 Accept the offer to Open the File 

 This will enable providers to view and Save information in Excel (and other 
formats) 

 

 
 
 

 To Save information in Excel (and other formats) choose Save as from the File 
Drop down 

 
 



 Pick the destination of the File (where you would like it saved) and the type of file 
(how would like it saved).  

 

 
 

 Create a File name for the file a name and Click Save  

 
 
Now the File can be used in several ways including sorted to verify class data or merged 
with documents to produce Certificates, Sign-in Sheets or Electronic Rosters for Roster 
Entry. 


