
Live CE Procedures



Step 1: Getting Approved as a CE 
Instructor

1. Fill out the Instructor Qualification Form
in its entirety. 

2. Attach resume/biography.

3. Scan and email to your company’s CE 
administrator or Success CE’s Live CE
Administrative Team.



Step 1: Getting Approved as a CE 
Instructor

• Success CE prepares and submits the 
approval paperwork to the states’ 
Department of Insurance and other 
designation authorities.

• Approval times vary by state. Approval 
processing may take up to 6 weeks.

• Success CE will notify you once you have 
been approved.

• An instructor’s account will be created by 
Success CE to ensure ease for the 
instructor/wholesaler when scheduling 
seminars, accessing course information and 
viewing registered attendees in “real-time”.



Step 2: Scheduling Your Live CE Event

1. Using Live Track, our online Live 
CE/Superior CE website, you will be able 
to schedule a new event and submit it to 
Success CE for approval.

2. Once Success CE receives the event 
information, we will approve the offering 
and pre-notify the state(s) and any 
designation(s) requested of the Live CE 
Offering. 



Step 2: Scheduling Your Live CE Event

3. After Pre-Notifying the state(s), Success
CE will prepare an Invitation Flyer that 
you can send out which contains the 
event information as well as a registration link
that will allow any invited attendees to register

• Instructors/Wholesalers are able to log 
into Live Track to view the attendees that 
register for the event in “real-time”.

4. Depending on the shipping delivery date that 
is selected when scheduling the event on Live 
Track, Success CE will ship out the Sign-
In/Out forms, Exams and any other required 
forms to the instructor/wholesaler. 

• There is also an option to have a PDF of 
the forms emailed to you for you to print 
out the day of the event if you would like 
to bypass the shipping costs.



Step 3: Day of the Event

• The instructor should read the “Instructor 
Information” page that is included in the 
package prior to passing out any forms. This 
form will reiterate what needs to be completed 
and signed by attendees and also include any 
state specific requirements/information.

• Instructor/Wholesaler will deliver the seminar, 
be sure to sign all required forms.



Step 4: After the Event

• The instructor/wholesaler should send back all 
forms (including any extras) with the return 
envelope that was provided in the package. 

• If forms were initially emailed, we would 
still need the original forms sent back to 
Success CE.

• Once Success CE receives the package, we will;
• Report all credits to the state(s) and/or 

designations requested
• Issue Certificates to each attendee, via 

email. 
• Email the instructor/wholesaler the final 

attendance roster for the event. 
• Prepare invoice and email to the 

appropriate contact(s).

* Success CE recommends making back-up copies of the sign in/out forms before mailing



How to Contact Success CE

Mailing Address

Success Continuing Education
Attn: Julia Moyes

2 Corporate Plaza Drive, Suite 100
Newport Beach, CA 92660

Live CE Contact Information

Julia Moyes
JuliaM@SuccessCE.com
(949) 706-9453 ext. 108

Kate Rehnquist
Kate@SuccessCE.com

(949) 706-9453 ext. 122
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