
 

 
Attendee CEU Instructions 

How to submit session attendance, view session attendance, and access certificates. 

Add Your AIA Number to Your SCUP Profile 
1. Log in to https://myaccount.scup.org/ 
2. Click “Edit Profile” 

 
3. Scroll down to the “Professional” section. 
4. Enter your AIA member number in the “AIA Number” field. 
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5. Scroll to the bottom of the page and click “Save”. 

Live Sessions (Face-to-Face and Virtual) 

Using Your Browser 

How to Submit Attendance 
1. If you need AIA credit, make sure your AIA Number is in your SCUP Profile 

https://myaccount.scup.org/nc__myprofile. 
2. Go to https://ww2.aievolution.com/scup/ and login using your SCUP username and password. 
3. Click on “Dashboard” in upper left corner. 

 
 

4. Under the applicable conference tile on the dashboard, click on “Claim Credit.” 
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5. Next to the applicable conference, click “Claim” 

 
 

6. The Search Sessions page shows a full listing of conference sessions with CEU eligibility. Click “Add 
Credit” next to the session you attended. 

a. You can only claim credit for sessions that have ended. That means you cannot submit 
your attendance until after the session’s end time. 

 
b. “Preview” either means 

i. You already submitted attendance for that session OR that session has not ended yet. 
c. If you already submitted attendance for a different session in the same time slot, you will receive 

an error message. You will need to remove your attendance from the original session. See How 
to Remove Attendance from a Session below. 
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7. On Confirm CEUs, click “I Do”, then “Next.” 

 
8. The Evaluation for the session will load. You must fill out the evaluation to submit attendance. Click 

“Submit.” 
9. My CEUs will show a green confirmation message that you’ve recorded attendance for that session. 

From this page, you can do a number of things: 
a. Submit attendance for another session by clicking “Claim” next to the conference. 
b. See the list of sessions you’ve recorded attendance for. 
c. Print or email your CEU certificate. 
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How to Remove Attendance from a Session 
1. Click “Dashboard” in the upper left corner. 

 
2. Under the applicable conference tile on the dashboard, click on “Claim Credit.” 

 
3. Click “Remove CEU” next to the session you’d like to remove your attendance from. 
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4. In the confirmation window, click “Ok”. 

How To See Your Session Attendance Record and Access Your CEU Certificate 
1. Go to https://ww2.aievolution.com/scup/ and login using your SCUP username and password. 
2. Click on “Dashboard” in upper left corner. 

 
3. Click on “Claim Credit” next to the conference that you need a certificate for. 
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4. My CEUs lists your session attendance record under the conference name. Options for your certificate 

are at the bottom of the page. 
a. “Print Certificate” to save or print a PDF AIA or self-report certificate. 
b. “Email Certificate” to email a copy of your PDF AIA or self-report certificate. 
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On-Demand, Recorded Sessions 

How to Submit Attendance/Claim Credit 
To claim credit for an on-demand, recorded session, you must take a quiz about the session’s content and 
score at least 70%. You may retake the quiz as many times as you need. 
 

1. If you need AIA credit, make sure your AIA Number is in your SCUP Profile 
https://myaccount.scup.org/nc__myprofile. (See Add Your AIA Number to Your SCUP Profile) 

2. Either click the “Claim CEUs” link under the streaming video or go to https://ww2.aievolution.com/scup/ 
and login using your SCUP username and password. 

3. Click on “Dashboard”. 

 
4. Click on “On-Demand Sessions”. 
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5. Click on “Show All On-Demand Sessions”. 

 
6. Click on the session you’d like to submit attendance for. 
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7. The session’s page will load. Click “Claim Credit” to start the process. 

 
8. Click “Take Quiz”. 

 
9. After you pass the quiz, you need to submit an evaluation before you can receive credit for the session. 

Click “Complete Evaluation”. 
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10. After you submit the evaluation, you will be able to print or email yourself a PDF certificate. 

 

How to Access All of Your On-Demand Session Certificates 
 

1. Go to https://ww2.aievolution.com/scup/ and login using your SCUP username and password. 
2. Click on “Dashboard”. 
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3. Click on “On-Demand Sessions”. 
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4. Your claimed credits will be listed under “My Completed On-Demand Sessions”. 
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