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SOUTH DAKOTA ELECTRICAL COMMISSION 
Submi�ng Con�nuing Educa�on Provider Applica�ons Online 

 
Whether you are new to providing con�nuing educa�on in South Dakota or have provided classes in the past, 
you need to create an account the first �me you access the Educa�on Provider Portal. This guide will lead you 
through how to set up your account, submit courses for approval, and add instructors to approved courses.  
 
Crea�ng Your Account (only done the first time you access) 
 
Go to the Electrical Commission’s Online Portal and select the Educa�on Provider Portal. You can also find a link 
to the online portal on our Con�nuing Educa�on page.  

 
You will be taken to the mySD login screen where you will log in with your exis�ng mySD account.  If you do not 
have a mySD account, you will need to create one.  
 

https://sdec.portalus.thentiacloud.net/webs/portal/#/
https://dlr.sd.gov/electrical/continuing_education.aspx
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Please enter the email address you want to use for your con�nuing educa�on provider account. You can submit 
mul�ple applica�ons for classes from your account, so we recommend entering the administrator's email 
address who will be submi�ng those applica�ons.  

The system will guide you through the process and return you to the Educa�on Provider Portal. 

 
Add Personal Informa�on 
 
Enter your name and email address under Personal Informa�on. You will add instructor informa�on later when 
you submit classes.  

 
Once you have entered your Personal Informa�on, click Save. You will receive a message your record has been 
saved.  
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Add Educa�on Providers 
 

Click on Select Educa�on Provider on the le�-hand side of the screen to add 
Educa�on Providers. 
 

 

Select Create New Provider to create your Provider account 
 

 
 
Review the rules regarding Con�nuing Educa�on, then Save & Con�nue.  
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Enter all Provider informa�on on the Provider Applica�on screen and click Submit. 

 
You will see a screen confirming your Educa�on Provider applica�on has been submited. 
  

 
 
 
Submi�ng Courses for Approval 
 
You will receive an email when your educa�on provider has been approved. You can then go to Course 
Applica�on to submit your classes for approval and click Start New Applica�on. 
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Con�nuing Educa�on is the only op�on for the Applica�on Type. Click on Select this Applica�on to enter the 
informa�on for the course you want to provide. 
 
 
 
 
 
 
 
 
 
Review the informa�on regarding classes and click Save & Con�nue in the lower right-hand corner. 
 
 
 
The Provider Informa�on will be filled in from the informa�on you entered.  Review the informa�on and select 
Save & Con�nue. 
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Enter all your Course Informa�on  

 
Select the appropriate radial buton for each op�on under the type of course offered. Interac�ve Online and In-
person classes count toward a licensee’s required in-person hours. The remaining op�ons count as online 
courses. 

Click Save & Con�nue 
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Upload all your suppor�ng documents by clicking Choose Files next to the Outline of The Subject Matter, Copy of 
Certificate, and Additional Documents (if applicable). You must upload the Outline of the Subject Mater and the 
Copy of Cer�ficate to proceed. Click Save & Con�nue. 
 

 
If your course has been approved in another state, select Yes, provide details in the space indicated, and click 
Choose Files to upload suppor�ng documenta�on of the approval. Click Submit.   
 
If your course has not been approved in another state, select No, and click Submit. 
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Once your class has been submited, you will receive confirma�on your applica�on is complete.   
 

 
 
Once your course has been approved, you will receive an automated email no�fying you of the approval. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Adding Instructors to an Approved Course 
 
A�er your course is approved, you can add instructors. Click on Courses on the le�-hand side and click on Select 
next to the course you want to add instructors to. 
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Check the box for Instructor is not licensed. Fill out the instructor informa�on. All fields with a red asterisk are 
required.  
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Once you have completed all fields, click Save & Con�nue. That instructor will now show up in the list of 
program-approved instructors. 
 

 
 
Instructors do not require approval in the system, but please ensure you have an instructor loaded for any 
approved classes. Failure to load an instructor could result in future denial of your class if an audit shows no 
qualified instructor is listed. 
 
 


