Electronically Submitting Verification Lists

Three tools have been provided to you to enable you to successfully submit continuing education verification lists electronically.
You should have received these by email. Please print these tools out or save them to your computer for your records.

1. The Instructions and the Required List Format information.
2. The “Read Only” Excel Spreadsheet template specific to each Provider.
3. Step-by-Step Instructional Video.

Below are screen shots of the process required to successfully submit the verification list to the Commission. The screen shots
reflect the 2010 version of Excel.

1. You will need to open the Read Only Excel Spreadsheet template and save it to your computer. You only need to do this
one time. You will use this template each time you begin a list for submittal. The first line is an example so you can see
exactly how data must be entered. Keep in mind that the fields are formatted to upload into our database. If you
manipulate the formatting of any of the fields in any way and we are not able to upload the data into our database, you
will be required to resubmit the form with the correct formatting.
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2. Now that you have saved the template to your computer, you can use it to produce a verification list for submittal. You
will open up the TEMPLATE each time you begin creating a verification list. You will immediately save the template as
another file name before you start adding data so the original template can be preserved.
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3. You need to determine how you wish to save your completed verification list(s). For example, you may want to have a
file for each course and save the list in that file with the course data as the list name.
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4. Begin entering the data for each of the licensed attendees. Remember the licensees must be listed in alphabetical
order. Also, refer to the Required List Format information for column descriptions.
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Once the cells are
highlighted click on
the copy icon

Then highlight the
cells that need to
have the same
information listed.

Then click on
Paste.
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Select destination and press ENTER or choose Paste
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5. Licensees’ credit for the course will not be recognized until you have submitted these lists. You will need to
email the Verification list created above to the Nebraska Real Estate Commission within 10 days of the activity
completion date. The list must be emailed to Teresa.Hoffman@nebraska.gov . The screen shots below are
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Please remember that this new electronic format does not replace the necessity of issuing course completion
certificates for those successfully completing your programs and does NOT (at this time) replace the licensees’
responsibility for submitting certificates to the Commission.

Should you have any questions, please contact Teresa Hoffman, Tawny Snider or Monica Rut.



