
CEU Providers Portal 

How to Manage CEU Attendance 

You can manage attendance for approved CEU classes using the options below. 

Steps to Manage Attendance 

1. Go to https://aeslicensing.fdacs.gov and sign in with your credentials. 

2. From the home screen, select 'Go to CEU Providers Portal'. 

 

3. Under 'Open Programs', find the applicable Program ID. You can click the Program 

ID directly OR use the drop-down menu at the end of the Program ID and select 

'View Details'. 

 

https://aeslicensing.fdacs.gov/


4. At the top of the page, select the 'Classes' tab. Use the drop-down menu for the 

applicable class and click 'Edit'. Select the 'Attendance' tab. 

 

 



Manage Attendance Options 

- Generate Blank Attendance Sheet: 

At the bottom of the page, check the box 'Generate Blank Attendance Sheet' and click 

'Submit'. 

 

- Add Individual Attendee: 

Click 'Add Attendee', enter the attendee's license number, and click 'Submit'. 

 

 

 

 

 



- Add Attendees in Bulk: 

Download the attendance spreadsheet (ATTENDANCE.xlsx), fill in the required 

information for each attendee, upload the file using 'Choose File', and click 'Submit'. 

Bulk uploads may take up to 15 minutes to process. Failed submissions will appear 

under 'Class Attendance – Failed Uploads'. 

 

 


