How to use CE Tracker

CE Tracker is so much more than just entering your conference hours and printing your certificate.  For those with access you can run reports you need for your committee or region and send messages to specific clerks, regions, counties or all clerks.
First, do I have access?  For the 2022-2023 year, if you are a committee chairman or regional director / director in charge you have access.
This message feature is for use in CE Tracker, not an email.  When you send a message, it will appear on the clerk’s home page  (For now, David is working on opening it up to email 7/30/22).
Because of this, you might want to either place a note on Mobilize for the effected clerks to check CE Tracker for an important message or email them the same.
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Send Messages
[image: ]First you log into your CE Tracker account just as you do to enter hours.  You should notice on the left, the last drop down you have is Administration.  
1. Click to expand Administration, 
2. Click on Send Messages.
3. Click on New Messages.
4. Enter your subject and message (remember that if you want a reply you must enter a reply email (your own)).
5. and click Next.
6. 

7. [image: ]You can click the button that sends to all clerks or, 
8. Choose to send to specific clerks
a. You can filter by first name, 
b. last name, 
c. county, 
d. position,
e. and area.

9. [image: ]Once you have chosen all you want to send it to, click Send.
10. Notice on the right you can see how many you sent it to and how many have read it within CE Tracker.
[bookmark: _Toc107901292]Reports
There are several reports that can assist you in managing you committees/regions within CE Tracker.
1. Hour Summary Report – Produces a list of clerk’s hours to use in identifying who is short education hours.[image: ]


Clerks short of hours are not eligible to vote, be elected for clerk of the year or run for Secretary of the association.

2. [image: ]Conference Detail Report – This will give you a list of clerks and their conference hours.  



[image: ]In this example; because we now automatically roll 10 hours over the initial 20 earned to the following year, this screen shot is the result.



3. [image: ]Certificate Report – this will produce all certificates earned for the selected year to print.

4. [image: ]Conference Report – produces a report showing which clerks attended a specific conference.
5. Clerk List Report – produces the Member List Report which gives you a list of clerks and their contact information.
[image: ]


6. [bookmark: _GoBack][image: ]Clerk Dues Report – produces a list of clerks and their dues status.  Sort as needed.












7. [image: ]Carryover Report – produces a list of clerks and their education hours carried over from the previous year.  Sort as needed 
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