
Application for Continuing Education Course Approval 

Step 1: Use an approved Provider Account and login using the 
Username and Password. 
Image 1 
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Step 2: Once logged in, the user will view the screen on Image 2. 

Image 2 

Home>­

USER: 

Notifications (11 Roster/Expired OFS Requasts 

ureau of Funeral & Cemetery Services Licensing Notifications 

Application Type Notification 

0 PROVIDER NATIONAL FUNERAL DIREC TORS ASSOCIATION 
The provider %NM_PROVIDER% has been APPROVED. 

oays in In-sox ------� 

• less than 5 days. 

Between S and 20 days. 

• More than 20 days. 

• . 
t • 

Step 3: Click on "Apply" and select "Course." 

Image 3 

Notifications {1) Roster/Expired DFS Requests 

Bureau of Funeral & Cemetery Services Licensing Notifications 

Application Type Notification 

0 PROVIDER NATIONAL FUNERAL DIREC TORS ASSOCIATION 
The provider %NM_PR0VIDER% has been APPROVED. 

Days in ln-Box 

• Less than 5 days. 

Between s and 20 days, 

• More dlao 20 days. 

. . 
. . 

STATUS: APPROVED 

Date Received 

• 07/13/2023

STATUS: APPROVED

-

Date Received 

• 07/13/2023 
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Step 4: After selecting "Course," the user will view the screen 

on Image 4. 

Image 4 

t�'1 JIMMY PATRONIS 

\D' FLORIDA'S CHIEF FINANCIAL OFFICER 

• I I • 

Horne > In-Box> course Application 
USER 

Profile 

.... 

course Application 

Course Name 

Description 

Study Methocl 

Reques;ted Hours 

subject Area 
and Matter 

Instructor 

Information First 

Name Middle Name 

last No1ne 

Suffix 

Comments 

Comments 

Questions Att.!lchmcnt.s Confirmzition 

I I 

I (Select) 

I 
I 

O General 
O Basic tlleory ana practice of funeral directing 
O Basic tlleory and practice of embalming 
O Basic theory and practice of direct disposal services 
O Technical subjects including mortuary sciences, skill and technique deve lopment, 

scientific applications, and other topics specific to the overall practice of fu 
neral directing 

□ Tecnn1ca1 subjects inc1uoing monuary sciences, SKIii and tecnn1que development, 
scientific applications, and other topics specific to the overall practice of 
embalming 

O Technical subjects including mortuary sciences, skill and technique development, 
scientific applications, and other topics specific to the overall practice of 
direct disposal 

O Public health and safely subjects including grief management, stress 
management. risk management. biohazardous and hazardous waste. 
and patho logy 

0 Subjects dealing with licensees' legal and ethical responsibilities, including the 
laws and rules governing the practice 

O HIV/AIDS and Communicable Diseases 
O Communicable diseases including transmission, sterilization techniques, risk 

education methods in practice of professional services, and Human 
Immunodeficiency Virus and Acquired Immune Deficiency Syndrome relative to 
precautions and risk reduction in the workplace 

I 

)) I 

\ R,mw,. 

Add 

� � 
If you exit now, the system will not save your application! 
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Note the "Exit" and "Next" buttons in Image 4. The selection of "Exit" will be 

displayed on Image 5. Clicking "Next" will display Image 6. 

Image 5: Displays the screen the user will view after selecting "Exit" during the 

Application Process. 

$� JIMMY PATRONIS

� FLORIDA'S CHIEF FINANCIAL OFFICER 

Home > In-Box 

USER: 

Nofifi�tioc,s (1) RosteclExpi<ed DFSR1<n1.,u 

Bureau of Funeral & Cemetery Services licensing Notifications 

Application Type Notification 

0 PROVIDER NATIONAL FUNERAL DIRECTORS ASSOCIATION 
The provider %NM_PROVIDER% has been APPROVED. 

Oayi in Jn-80x ----� 

• Less than 5 days. 

Beh-,een 5 and 20 days. 

• More than 20 days. 

� I I I I · 

I I I • 

STATUS:APPROVED 

Date Received 

• 07/13/2023 
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Step 5: Fill in the required fields in Red and click "Next" on Image 

6. Note, the "Subject Area and Matter" must also be selected. 

Image 6 

Home> 
USER: 

Profile 
... 

Course Application 

Course Nnnte 

Description 

Study Method 

Requested Hours 

Subject Area and 
Matter 

Instructor Information 
-

First Nnn,e 

Middle tlame 

Last Name 

suffix 

comments 
-

Comments 

I 

Quettion£: Attachment£: Confirmation 

I FUNERAL CEM COURSE I 
PROVIDING STERLING SERVICES .... 

/, 

I Self-Study ONLINE �1 
1 ,o I 

@ General 
l!'.iJ Basic theory and practice of funeral directing 

O Basic theory and practice of embalming 

□ Basic tneory and practice or direct a 1sposa1 services 

O Technical subjects including mortuary sciences, skill and technique development, 
scien11nc app11cat1ons, ana omer topics specific to me overall practice or runeral 
directing 

O Technical subjects including mortuary sciences, skill and technique development, 
sc1ent111c app11ca11ons. and omer topics specmc to tne overall pracuce 01 
embalming 

O Technical subjects including mo rtuary sciences, skill and technique development, 
scientific applications. and other topics specific to tne overall practice of direct 
disposal 

O Public health and safety subjects including grief management, stress 
management. risk management. biohazardous and hazardous waste. and 
pathology 

O Subjects dealing with licensees' legal and ethical responsibilities, 
laws and rules governing the practice 

including the 

O HIV/AIDS and Communicable Diseases 
Communicable diseases including transmission, sterili2ation techniques, risk 
education metnoas 111 practice or proressional services. ana Huinan 
Immunodeficiency Virus and Acquired Immune Deficiency Syndrome relative to 
precauuons ana nsK reaucuon 1n tne worKplace 

-
I (. Add ; TEST TESTER 

• 

I (. Remove ; 

I 
I I 

... 

J 
� � 

IT you exit now. the system wm not save your app11cat1on! 
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Step 6: After selecting "Next," the user will view the screen on Image 

Image 7 

tti\ JIMMY PATRONIS
� FLORIDA'S CHIEF FINANCIAL OFFICER 

Home 
USER: 

· =· . . . . .. . . 

Profile Questions 
A 

QUESTIONS 

Attachments 

Will each person who completes the course be issued a certificate of 
completion by the provider? 

QYes 

QNo 

l Exit ) l Next )

If you exit now, the system will not save your application! 

Confirmation 

Step 7: The user must select "Yes" or "No" and Click "Next". 

I I I • 
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Selecting "No" in any of the following screens will display Image 8. 

Selecting "Yes" and clicking "Next" will display Image 9. 

Image 8 

� JIMMY PATRONIS 
� FLORIDA'S CHIEF FINANCIAL OFFICER 

Home> In-Box> 
USER 

• 
You must meet this requirement in order to continue. 

Image 9 

Profile 

l Exit J l Back J 

Questions 

.... 

QUESTIONS 

Attachments 

Will the certificate of completion contain the name and license number 
of the person who completed the course together with the date of 
completion, and number of CE credits awarded? 

@Yes 

QNo 

l Exit J l Next J 

If you exit now, the system will not save your application! 

Step 8: Select "Yes" and Click "Next" on Image 9. 

Confirm ab on 

. . . -
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Step 9: Select "Yes" and Click 

"Next." Image 10 

Home 
USER 

Profile Questions 
.... 

QUESTIONS 

Attachments 

Will the provider maintain a record of the names and license number of 
licensees completing the course, for at least four years after the course 
is taught? 

QYes 

QNo 

l Exit J l Next J 

If you exit now, the system will not save your application! 

Confirmation 
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Step 1 O: Type in a response (text is mandatory in this field to 

continue} and Click "Next" to continue. 

Image 11 

Home 
USER: 

Profile Questions 
..... 

QUESTIONS 

How will the provider monitor attendance? 

IIN PERSON 

l Exit J I. Next J

Attachments 

If you exit now, the system will not save your application! 

Confirmation 
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Step 11: Clicking "Next" will take the user to the attachment screen 

on Image 12. where files to be used for the course may be attached. 

Image 12 

� JIMMY PATRONIS 
� FLORIDA'S CHIEF FINANCIAL OFFICER

Home > In-Box> Course Application 
USER: 

Profile Questions Attachments 
... 

Confirmation 

• e I -

Below you can either choose to attach the appropriate documents or to mail in the documents. By attaching your 
course outline, syllabus, etc., the Course application process is greatly reduced. 

Course Application Attachments 

@Attached Documents 

O Documents to be Mailed 

Clic:k tM "'Att.;c;h• button to load a pop-up window where you will M'ed th& file you want to uploa-d. 
When you s.ubmit your ,-quest, the attacMd files will automatically be fflcloud. 

•
.
� Attach J

� Remove J
.__ _________ ___, 

l Exit J ( Submit )

If you exit now, the system will not save your application! 

Step 12: Click the "Attach" button to upload files for the course. 
Image 13 will display for all files uploaded to attach. 
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Step 13: If a file is selected to attach, the field “File Description” must 
be filled. Once the file has been selected click “Attach”. The same 
actions will be required for each file that needs to be attached. 
Image 13 
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Step 14: Once attached, the file will show up in the window in Image 
15. In this example case the description is “DESCRIPTION.”
Image 14 
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Step 15: Click "Submit" to save the application. 

Image 15 

� JIMMY PATRONIS 
\0 FLORIDA'S CHIEF FINANCIAL OFFICER

Home > In-Box> Course Application
USER: 

Profile Questions Attachments 
.... 

. . . -

Confirmation 

Below you can either choose to attach the appropriate documents or to mail in the documents. By attaching your 
course outline, syllabus, etc., the Course application process is greatly reduced. 

Course Application Attachments 

@Attached Documents 

O Documents to be Mailed 

Click ti-le "Attad," button to load a pop-up window where you will s.e'ect the File you want to upload. 
When you submit your ,-quest, the attacl>ed files •rill aummatically be enclosed. 

l Exit ,J Submrt
If you exit now, the system will not save your application! 
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Step 16: After the Course Application is saved, the screen will display 

Image 16. 

Image 16 

Profile 

Course Application Completed 

Course Name 

Study Method 

Requested Hours 

Subject Area and Matter 

Questions Attachments 

Thank you for submitting your Course application. 

The Division nas received your application. 

FUNERAL CEM COURSE 

Self-Study ONLINE 

10 

r♦ General

� Basic theory and practice of funeral directing

l_Return to lnbOl!...J 

Confirmation 

... 
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Step 17: At this point the process is complete. Click "Return to lnbox" 

to display Image 17. 

Image 17 

� JIMMY PATRONIS 
\0 FLORIDA'S CHIEF FINANCIAL OFFICER 

Home> In-Box 

USER: 

Notifications (1) Rosier/Expired 

Bureau of Funeral & Cemetery Services Licensing Notifications 

Application Type Notification 

0 PROVIDER NATIONAL FUNERAL DIRECTORS ASSOCIATION 
The provider %NM_PROVIDER% has been APPROVED. 

Oays in In-Sox -----

• Lu• thon 5 doyo, 

Betwun 5 ond 20 doy,, 

• Mor• thiln 20 days, 

' . . . 

STATUS: APPROVED 

Date Received 

• 07/13/2023 
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Pages 3 and 5 

The dropdown menu for “Study Method” provides the following options: 

(Select) 
Classroom Lecture 
Classroom Panel 
Discussion 

Classroom 
Video/Teleconference 
Classroom Workshop 
Self-Study Audio 

Self-Study Audio/Visual 
Self-Study Exam 
Self-Study ONLINE 
Self-Study Printed Material 
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