
 
 
 
Follow these steps to record meeting attendance at ASCP.org: 
 
Step 1 - Go to ASCP homepage www.ascp.org and login using your username or user ID that 
was assigned when you created your account. Your password is case sensitive.  After a 
successful login you will see a welcome message in red with your name. If you are having login 
problems, you can try using the password hint or login assistance links. 
 
Step 2 - Click My Account from welcome box.  
 
Step 3 - You should now see the screen below. Click on the link Record Session/Meeting 
Attendance located in the ‘Education Home’ section of page.   
 

 
tep 4 - At the Record Session/Meeting Attendance screen, enter your meeting ‘Order No.’ and 

 
S
‘Attendance Password’; then click the submit icon when done. Note: you can obtain the meeting
order no. and attendance password from your seminar manager. 
 

 
 
Step 5 – Remember to complete the course evaluation. No certificate of participation is issued 
until the evaluation has been completed.  
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Step 6 - To view/print your certificate, click My Account from welcome box. You will see the 
screen below.  
 

 
 
Step 7 - Click on the link View Transcripts & Certificates located in the Education Home sec
of page.  The following screen will be displayed.  

 
Still need help? If you experience any problems contact ASCP Customer Services at 
1-800-267-2727 option 3, or try the live chat available on the upper right hand corner of our web 
site Monday through Friday, 8am to 5pm Central Time. You can also email info@ascp.org. 

tion 

 
Step 8 - Click on the program link to view/print your certificate.  


