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Quick Start Guide

The following instructions provide the steps you need to use in order to create classes, add candidates

and submit classes to CDR for review.

1.

Log into REPS at https://reps.cdrnet.org. Your username, password and access code remain the
same as those which you were previously assigned in CRMS.

On the Program Director’s Dashboard, select the option to ‘Add New Class.” You will first be
prompted to enter your class’ completion date. If you are logging in to update a class you have
already started working with, choose that class from the list and click ‘Select.’

On the Class in Process page, you can use the ‘Add Quick Candidate’ feature to enter basic
information about the student(s) and have the system send email(s) to candidate(s) requesting
they complete their contact and demographic information. The only information required to add
a candidate at this point is their first name, last name, middle name/initial (if applicable) and
email address.

After adding students to a class, the demographic info status for the student will show ‘Not
Updated.’ Once the student receives their email with a link to complete their contact and
demographic information, they can complete their portion of the application. After the required
information has been entered into the system, the student demographic info status will change
to ‘Updated.” You will receive an email notifying you when a student has updated their
information.

Once the student has completed their portion of the application and the demographic info
status is ‘Updated,” you may select ‘Edit’ next to the student’s name to complete the remaining
education information portion of the Candidate Eligibility Application. If you choose to putin a
student’s education information before they have updated their demographics, you will use the
‘Save & Continue Later’ button mentioned in Step 6 instead of the ‘Validate & Save’ button to
add this information.

The remaining items you are required to complete at this point are highest degree earned,
degree date, verification agency (if foreign equivalency degree selected), DPD program and date
(if required by your program type) and uploading of required documents for each student. You
can scan and upload a single pdf (containing all the required documentation) or multiple pdfs
(each one consisting of one of the necessary pieces of documentation) for each student. You
must check the boxes at the bottom of the application to verify that you have included all the
required document types for your program. Select ‘Validate & Save’ to have the system review
and save the application. If you are missing some of the required information, or if the student
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has not yet completed their portion, but you would like to save what you have entered, select
the ‘Save & Continue Later’ button.

7. After you have completed the remaining portion of the Candidate Eligibility Application, the
status will change to ‘Complete.’ Once all students in the class have a status of ‘Complete,’ you
can submit the class to CDR using the ‘Submit to CDR’ button.

8. When submitting a class to CDR, you will be required to enter your name as a digital signature.

After a class has been submitted, you can view the class on the Program Directors Dashboard
under the header ‘Classes Submitted to CDR for Processing.’

Detailed information for each of the steps listed above is provided on the following pages.
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To enter a student(s), begin by creating a new class. Click the ‘Add New Class’ button on the Program
Director’s Dashboard. You will first be prompted to enter your class completion date. If you already
have a class created and need to add or update students in the class, please choose the ‘Select’ option
next to the appropriate class.

Commission on Dietetic Registration »
* the credentialing agency for the Feedback / Iss Logout
righ.

Academy of Nutrition and Dietetics

Welcome Programdirector, Test

Registration Eligibility Processing System Logeed in time: 2/12/2016 10:44:32 PM

Home Submission History =  Forms -

Program Directer's Dashboard \

PC101 - Test Program 101 Add New Class

Class In Process (Not Submiitted to CDR)
Program Director Name No. of Candidates Completion Date Action

Test Programdirector 2 12/29/2015 Select

Returned to Program Director for Review/Correction /

No. of

Program Director Name candidates

Completion Date Return for Review Date Action

Mo Classes Returned to Program Director for ReviewsCorrection

Classes Submitted to CDR for Processing
Program Director Mame Mo. of Candidates Completion Date Submiesion Date Action

Test Programdirector 2 01/05/2016 011272018 Wie

=
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On the Class in Process page, you can use the ‘Add Quick Candidate’ feature to enter basic information
about the student(s) and have the system send email(s) to candidate(s) requesting they complete their
contact and demographic information. The only information required to add a candidate at this point is
their first name, last name, middle name/initial (if applicable) and email address.

Commission on Dietetic Registration »
* the credentialing agency for the Feedback / Iss Logout
rigﬁ. Academy of Nutrition and Dietetics

welcome Programdirector, Test
Logged in time: 2/12/2016 10:44:32 PM

Registration Eligibility Processing System

Home Submission History = Forms -

Class In Process (Not Submitted to CDR)

PC101 - Test Program 101
Program Code PC101 Program Directar Mame

Test Programdirector

Program Mame TestProgram 101 Program Type 2 - Dietetic Internship

Em
* Completion Date 12/29/2015 /
Add Quick Candidate Add Candidate

ACAD fCDRID Lagt Name First Name Email Addreee Demographic Info Status Action

Mo Candidate(s) Found

Submit To COR Delete Class
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Add students by entering their last name, first name, email address. Please verify that the last and first
name matches the student’s government issued photo ID. Students will not have the option to change
their last or first name via the email link. Although the Middle Name/Initial field is optional, it should be
completed if your student has a middle name/initial on their ID. This field can be edited by the student.

Add Quick candidate

condidate’s ngme must be entered identicafly to their governmeni-issued phioto identification.

) Add additional
+ | ast Mame P + Email Address student3@univ.edu students to

class
+ First Mame Students + Confirm Email Address  studentz@u

Middle Mame £ Initial Mary

Last Name First Name Middle Name Email Addrezs Action

Smith Studentt student! @univ.edu Remowve

Jones Studentz student2@univ.edu Remowe

[ Please click checkbox to send candidates email REEHEEREER NS E

\ This option saves students
Once you have added all the and sends email to each

students to your class, you student with a unique link for
can check this box and then them to complete
click 'Save & Send Email’ contact/survey info.
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After adding students to a class, the demographic information status for the student will show ‘Not
Updated.’ Once the student receives their email with a link to complete their contact and demographic
information, they can complete their portion of the application. After the required information has
been entered into the system, the student demographic info status will change to ‘Updated.” You will
also receive an email from REPS when the student completes their portion of the application.

Commission on Dietetic Registration »
* the credentialing agency far the Feedback /15 Logout
rigm.

Academy of Nutrition and Dietetics N
Welcome Programdirector, Test

Logeed in time: 2/12/2016 11:23:22 PM

Registration Eligibility Processing System

Home Submission Histary = Forms =

Class In Process (Not Submitted to CDR)

PC101 - Test Program 101
Program Code P10 Program Director Mame Test Programdirector

Program Mame Test Program 101 Program Type 2 - Dietetic Internship

i I
* Completion Date 1242042015 Update
Add Quick Candidate Add Candidate

ACAD{CDRID Lagt Name Firet Name Email Addrezs Demographic Info Statug Action
Smith Studentt student! @univ.edu Mot Updated Pending Edit s Delete
Jones Student2 student2@univ.edu Mot Updated Pending Edit 7 Delete
Doa Student® student3@univ.edu Mot Updated Pending Edit / Delete

Maote: All candidates must have updated demographic information and a complete status in order to submit the class to COR

Submit To CDR Delete Class Print All
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Once the student has completed their portion of the application and the demographic info status is
‘Updated,’ you may select ‘Edit’ next to the student’s name to complete the remaining education
information portion of the Candidate Eligibility Application. If you choose to put in a student’s education
information before they have updated their demographics, you will use the ‘Save & Continue Later’
button mentioned in the next step instead of the ‘Validate & Save’ button to add this information.

Commission on Dietetic Registration ]
* the cradentialing agency for the Feedback / Logout
rigg;.

Academy of Nutrition and Dietetics
welcome Programdirector, Test

Logeed in time: 2/12/2016 11:23:22 PM

Registration Eligibility Processing System

Home Subrr on History = Forms -

Class In Process (Not Submitted to CDR)

PC1017 - Test Program 101
Program Code PC101 Frograrn Director Mame Test Programdirector

Program Mame Test Program 101 Program Type 2 - Dietetic |nternship

: L
* Completion Date 12/20/2015 Update

Add Quick Candidate Add Candidate
ACAD{CDRID Lagt Name Firet Name Email Addrezs Demographic Info Statue Action
Smith Student1 student! @univ.edu ot Updated Pending Edit s Delete

lones Student2 student2@univ.edu Updated Pending Edit / Delete

Doe Student3 student3@univ.edu Mot Updated Pending Delete

Mote: All candidates must have updated demographic information and a complete status in order to submit the class to CDR

Submit To CDR Delete Class Print All

The remaining items you are required to complete at this point are highest degree earned, degree date,
verification agency (if foreign equivalency degree selected), DPD program and date (if required by your
program type) and uploading of required documents for each student. You can scan and upload a single
pdf (containing all the required documentation) or multiple pdfs (each one consisting of one of the
necessary pieces of documentation) for each student. You must check the boxes at the bottom of the
application to verify that you have included all the required document types for your program. Select
‘Validate & Save’ to have the system review and save the application. If you are missing some of the
required information, but would like to save what you have entered so far, select the ‘Save & Continue
Later’ button.
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Curnrnissinn on Dietetic Registration

ey 2 ke e e e

ﬂam: A |-:!|'|r|'.-11f Nul:rllulrl and Digtetics

Registration Eligibility Processing System

Hzme Subm

REPS

‘Weksme Programdirector, Test
Legged in time: 2A140 2006 11:12:57 FM

Edit Candidate

Condidate's pante pust be emtered e rmicoly to their gove rnnre m-ssved phote Hemtilcticn

ACADCORID ACAD/CORID * Date of Birth O1H 501588 E
* LastMame |enes * FirstMame Studentd
Middle Mame /! Initial Middle Mame ! Initial Maiden Mame Smith
Frigr Mame Frier Name * Mathers Maiden Name |uarez
* Address Line 1 123 Main 5t
Address Line 2 Address Line 2
Address Line 3 Address Line 3
* Country UKITED STATES * State llina T
* City Chicags * Zip 0606
* Primany Phene Country UHITED STATES (411 * Frimary Fhene ! Type 312EEE1212 Ext Call v
Alternate Fhane Cauntry UKITED STATES (117 Alternate Fhone Type Ahternate Fhe Eunt Sal T
* EmailAddress student2@univ.edu * Cenfirm Email Address student2@univ.edu
* Highest Degree Earned - SabecL Highet Degrem Eaineg 7 * Verification Agency - Selecy Vailicatian Agency - "
* Degree Date - S=b=cLOPD Piagram Cade - L4

MMDDAYy | ‘\* DFD Fragram Code
[
* OFD Cgmpletizn Date Mesooey | EE \
Uplead Required Documents

«

Upkead File [Zhoose Flke | Wa filzcnasen m@}

Mgte: Pleose ok the checkbone s to ockrenkedse that pou fove upieaded olf of the required docunme s,
DOFD verification Statement

D1 verificatien Statement

ROME and ROE Misuse Form

Tranzcript er Fereign Degree Eguivalency Statement

Decument Type

‘Walidate & Sawve
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After you have completed the remaining portion of the Candidate Eligibility Application, the status will
change to ‘Complete.” Once all students in the class have a status of ‘Complete,” you can submit the
class to CDR using the ‘Submit to CDR’ button.

Commission on Dietetic Registration ]
* the credentialing agency for the Feedback / Iss Logout
righl.

Academy of Nutrition and Dietetics .
Welcome Programdirector, Test
Registration Eligibility Processing System Logeed in time: 2/15/2016 12:06:51 AM

Home Submission History v Forms =

Class In Process (Not Submitted to CDR)

PC101 - Test Program 101

Program Code P10 Prograrn Director Name Test Programdirector

Program Mame Test Program 101 Program Type 2 - Dietetic Internship

. L
* Completion Date 12/29,2015 Update \

Add Quick Candidate

ACAD/CDRID Lagt Name Firet Name Email Addreee Demographic Info Statué Action
Smith Studenti student! @univ.edu Updated Complete Edit 7 Delete
Jones Student2 student2@univ.edu Updated Complete Edit / Delete
Student? James studentz2@univ.edu Updated Complete Edit s Delete

Submit To COR Delete Clas:

e
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When submitting a class to CDR, you will be required to enter your name as a digital signature. After a
class has been submitted, you can view the class on the Program Directors Dashboard under the header
‘Classes Submitted to CDR for Processing.’

Commission on Dietetic Registration ]
Feedback 71 Logout

* the credentialing agency for the
riam. Academy of Nutrition and Dietetics
‘Welcome Programdirector, Teet

Registration Eligibility Processing System Logged in time: 2/15/2015 12:06:51 AM

Home Subm n History = Forr

Class Submission Verification

PC101 - Test Program 101

By clicking "Submit’. you hereby affirm that :

The infarmation being submitted to COR is correct and accurate. Furthermore you hawe verified that all candidates have completed prerequisite degrees and

programs successfully, /

* Signature  program Director|

Date 0215/2016
Subrmit To CDR
ACAD /CDRID Last Name Firet Name Email Address
Smith Student? studentl@univ.edu
Jones Student2 student2@univ.edu
Student® James student2@univ.edu

Commission on Dietetic Registration ]
* the credentialing agency for the Feedback / Logout
right.

Academy of Nutrition and Dietetics
Welcome Programdirector, Test

Registration Eligibility Processing System Logged in time: 2/15/2016 12:08:51 AM

Home Subm

Program Director's Dashboard

Add Mew Class

PC101 - Test Program 101

Class In Process (Not Submitted to CDR)
Program Director Name No. of Candidater Completion Date Action

Mo Classes In Process (Mot Submitted to CDR)

Returned to Program Director for Review/Correction

No. of

candidates Completion Date Return for Review Date Action

Program Director Name

Mo Classes Returned to Program Director for Review/Correction

/

Classes Submitted to CDR for Processing

Program Director Name No. of Candidates Completion Date Submizsion Date Action
Test Programdirector 2 010572016 011272016 Wiew
Test Programdirector 3 12/29/2015 021472018 Wiew
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