How to create a School Account on CE Marketplace for Existing Users

Before you can submit a continuing education course for certification to count towards Michigan real
estate renewal requirements, a School account must be created.

Existing Users:

Get started by logging into CE Marketplace using one of the buttons on the home page. If you have an
existing School, upon login you will be redirected to your ‘School Management’ page. You will then click
on the ‘Register a New School’ button in the upper right-hand corner of the page.

(CHIGAN REALTORS"

C@ Marketp lace Course Library My Class List School Management Record Attendance Class Availability Profile
SCh00| Management Register a new school

My Schools My Schools

School Venues Schools that your user account has been granted administrator privileges

Echoolilhsss CE Marketplace Example School LEEE

oo 123 CE Street
School Instructors E o8 Lansing, M1
Pending Fees @ Sehool Profile Currently Managing

Next you will be asked to enter the details of your School registration. These details include the following:

e School Name (Required)

e SchoolWeb Address (If applicable)

e School Street Address, City, State and Zip Code

e Primary Contact (School Owner)

e Primary Contact Email Address

e Primary Contact Street Address, City, State and Zip Code

e Secondary Contact (If applicable)

e Types of courses offered (In Person and/or Distance Learning)
e Abrief description of your course material subject matter

e Abrief overview of your school

Upon approval of your additional School registration, your new School will appear under ‘My Schools’.
You can individually manage each school’s parameters such as submitting courses, adding venues,
users, instructors and pending fees by clicking on the ‘Manage’ button next to the school’s name in your
School Management portal:
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If you have any questions regarding your School Account or Registration, please contact CE Marketplace
at (844)642-6633 or education@cemarketplace.net.




