
Step-by-Step Instructions 
Retrieving Provider Continuing Education Information 

 

These instructions describe how to access your continuing education data if you used the CE tracking system to record 
provider continuing education information.  To access the CE Tracking system please visit the Ohio Division of EMS website 
(http://www.ems.ohio.gov/index.aspx) and follow the instructions provided below. 
 

State of Ohio EMS Homepage:  Select “Training & Education” from left side menu. 

 

State of Ohio Training & Education Section:  Select “EMS & Fire Service Providers”.  

 

 

http://www.ems.ohio.gov/index.aspx


State of Ohio Training & Education Section:  Select “HERE” (arrow) to access the CE Tracking System. 

 

CE Tracking System Sign-In Screen:   If you have used the CE Tracking system as a tool to track your CE 

courses you will have an account and can sign in using your account email address and password.  Note:  If you 
forgot either your account user name (email address) or password you can use the “Forgot username/password” 
link in the middle of the sign in screen.  See below. 

 



CE Tracking System Home Page:   Once signed in, the CE Tracking home page is displayed.  Select 

“Review/Update Continuing Education” link. 

 

 

Continuing Education Details Screen:  This screen contains a list of courses entered into CE Tracking for 

recordkeeping.  CE Tracker does not provide a way to print these details so you will need to transfer the 
information manually to paper.  Alternatively you can print a screen shot of the information or capture an image 
of the details and save it to your computer.  Information for electronic retrieval is provided in the “Tips” section. 

 



Tips for Printing or Capturing/Saving an Image of the CE Data: 

1. Printing Screen Contents:  To print what you see on the screen follow the steps below: 

a. Step 1:  Take a screen shot by selecting “Ctrl” (lower, left on keyboard) and “PrtScn” (upper, right 
side of keyboard) at the SAME TIME.  The screen image is now saved to your computer clipboard. 

b. Step 2:  Open the Start menu (lower, left) and open a document to paste the screen shot into.  Any 
software such as Word, Excel, WordPad, etc. will work. 

c. Step 3:  Once the application is open select the “paste” symbol (usually upper, left menu item) and 
the contents will be pasted into the application document.  You can resize the image as needed. 

d. Step 4:  Open the menu on the top, far left of the application screen and select the “Print” function 
to print out the contents of the screen image. 

2. Modifying and Saving an Electronic Version of CE Details:  You can copy/paste a screen image of your CE 
Tracking course details into a program like Microsoft Paint that allows you to select only a portion of the 
screen image to save (for instance, only the list of courses taken).  From here you can paste the selected 
data into another document for printing and long term electronic storage.  General instructions are as 
follows: 

a. Step 1:  Take a screen shot by selecting “Ctrl” (lower, left on keyboard) and “PrtScn” (upper, right 
side of keyboard) at the SAME TIME. 

b. Step 2:   Open the Start menu (lower, left), open “Accessories” and select “Paint” (see image 
below). 

 



 
c. Step 3:  When the Paint application is open select the “Paste” button (upper, left) to paste the CE 

Tracking image into Paint.  Drag the image (hold left mouse click down) to position it so that the CE 
list details are within the display area.  Next, hit the “Select” dropdown menu and select 
“Rectangular Selection”.  See image below. 

 



 
d. Step 4:  Now select a portion of the image you want to save.  For instance,  place your mouse 

pointer on the upper left of the course list and with the left mouse click held down, drag the dotted 
lines left to right until you have outlined all of the CE list details. The dotted blue line in the screen 
below is what you should see.  Place the mouse within the outlined image, right click the mouse 
and select “Copy” from the dropdown menu.  You now have a copy of the outlined course details. 

 

e. Step 5:  You can paste this copy of CE course details into any WordPad, Excel or other application.  
The image of the course details copied from Paint is pasted in this document as shown below. 

 



 

f. Step 6:  Once the CE course details are contained within a document you can save the document by 
going to the “File” selection at top, left menu and selecting the “Save” option from the dropdown 
menu.  A save function will be displayed (see below) that lets you name the document and save it 
to either your desktop or within a Documents folder (or other folder of your choice).  The CE course 
details are now saved electronically. 

 
 
 


