Step 1: Scroll on the right hand side of the page to the Continuing Education step. Click on this step.

Step 2: Scroll down on the left hand side and select what kind of CEU you are submitting (CEU,
Ethics, or PDH).

Step 3: Enter the course title, course provider, the course format, the hours (the number of hours the
course is worth), and the date the course was completed. NOTE: You cannot do more than 10 CEU
hours in one day. If you have a course for more than 10 hours, take on one day, then only put 10
hours.

Step 4: Click the BROWSE button on the file attachment box.

Step 5: Upload the corresponding documents to the information you supplied above. NOTE: You can
upload more than one document. Just select them both before hitting open (see the second picture).

Step 6: Once all of the information is entered, click the continue button. NOTE: Please check all of
the information for errors before hitting continue.

Step 7: You will now see the uploaded document on the left hand side of your screen.

Step 8: Once you have completed all of the steps you can start over at step 1 to upload more
documents. If you are an:





RADT Initial: you will need a nine-hour orientation course consisting of three hours each of
ethics, professional boundaries, and confidentiality.
RADT Renewal: you will need three hours of continuing education from a in any of the
following: ethics, confidentiality and/or boundaries.
RADT Returning: you will need Proof of completion of a nine-hour orientation course
consisting of three hours each of ethics, professional boundaries, and confidentiality.
CADC CAS, I, II, II (CA), or LAADC: you will need 50 total hours of continuing
education/professional development are required for renewal for the CADC II every two years.
40 hours must be CE hours (six hours specific to counselor ethics). 10 professional development
hours (PDH) hours that can come from any training that enhances you professionally, or 10
additional CEHs may be used for the remaining 10 hours for a total of 50 hours.

NOTE: All CEU and Ethics courses must be from a CCAPP approved provider. You can find a list
of providers at: https://ccappeducation.org/index.php/provider-search

