
 

How to Submit an Application in the AAST CEC Portal 
 

Please note that the application review process typically takes between 4-6 weeks to complete, and the length 
of time depends on when you submit your application and how many other applications are currently in 
review. Late fees will be applied for applications submitted in 30 or fewer days from the start of a program. All 
application steps, payment, revisions and post activity steps must be completed through the same AAST 
educational provider account used to create the application. A separate educational provider account cannot 
access the application for any reason.  

 
1. Log in to the AAST educational provider account used to create the CEC application for the activity. To 

login, visit https://www.aastweb.org/ and hover over “EDUCATION & EVENTS” and then “CEC 

PROVIDER PROGRAM” from the top navigation.  

 

2. Next, scroll down to the “Educational Providers” section on the CEC Program page, and select the 

hyperlink under “Current Providers”.  

a. Don’t have an AAST educational provider account? Follow the instructions to create a provider 

account to apply for AAST CECs. 

 

3. Enter your login credentials. 

 

https://www.aastweb.org/


4. Once logged in, head to the Programs Page at https://cec.aastweb.org/Provider/Activities/List. From 
here, select the blue “Add Program” button.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once you have selected “Add Program”, enter the name of your program in “Program Name.” Select 
the “Select” button next to the Program Type you are applying for. 

a. To find AAST CEC application fees for each of the educational categories, visit 
https://www.aastweb.org/continuing-education-cecs-for-sleep-technologists  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The next step will ask you to enter the details of your program application. The following fields are 
required:  

a. Program Title, Description, Total Number of CECs Requested, Number of Offerings, Start Date, 
End Date, Location, Registration Website, Program Contact (Name, Email, and Phone Number), 
Purpose of the Program, Target Audience, Speaker Names and Credentials, Speaker Affiliations, 
Speaker Expertise, Learning Objectives, and Speaker Form. 

https://cec.aastweb.org/Provider/Activities/List
https://www.aastweb.org/continuing-education-cecs-for-sleep-technologists


 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. At the bottom of the application, you will see a field called “Speaker Form” and have the option to 
“Click Here to Download the Speaker Form Template.’ All applications must be submitted on this 
template or the application will be sent back. Download the Speaker Form Template, complete the 
form, and attach it to your application by selecting “Choose from Library or Upload” next to Speaker 
Form. 
 

 
 
 
 

https://members.aastweb.org/d/do/513


 

8. Once your application is complete you will choose Pay by Credit Card or Pay by Check to submit the 
CEC application fee. 

a. Want to save your application and return at a later date before submitting payment? Select the 
“Save” button. 

 
 
 
 
 

9. Application Fee Payment – do not submit payment until you have completed all prior application steps 
and uploads, as clicking pay fees or pay by check will both automatically submit your application. 
 

a. You will have two options for application payment; check or credit card. 
i. To pay by check, select the “Pay by Check” button. An email with payment information, 

as well as a PDF of your invoice, will be sent to the email associated with your 
educational provider account.  
 

 
 
 
 
 

ii. To pay by credit card, select the “Pay Fees” button. The portal will then prompt you to 
enter your credit card information. A receipt will be emailed to the email address 
associated with your educational provider account.  
 
 

 
 
 
 
 
 
 



10. Congratulations – you have submitted your application! You will receive an email confirmation 
shortly. Soon, your application will go into review by the AAST CEC Accreditation Committee. The 
review process typically takes between 4-6 weeks to complete, and the length depends on when you 
submit your application and how many other applications are currently in review.  
 

11. There are three possible outcomes of your application review, outlined below:  
a. Approval: 

i. If you your application is approved, you will receive an email notification notifying you 
of your application approval. 

b. Denial: 
i. If your application is denied, you will receive an email notification notifying you of your 

application denial. 
c. Inquiry: 

i. If the AAST submits your application back to you for inquiry, it indicates the need for 
more information or clarification related to your application and supporting materials.  

ii. If your application is sent to inquiry, you will receive an email notification alerting you to 
the request, which will include comments regarding what additional information is 
requested. 

1. You will then need to go back into your application to make the requested edits. 
2. If you receive an inquiry for your application, you must log in to the portal using 

the same steps above and submit your changes directly in the portal application. 
You may not email revised documents to AAST staff. Any emailed revisions will be 
disregarded and will not be added to your application for you. 

iii. The inquiry process will continue between AAST and an applicant until an application is 
approved or denied.  

 
Please note, all CEC applications are reviewed and approved or denied by volunteer reviewers (Sleep 
Professionals) and not by AAST staff. AAST staff cannot submit or revise an application on your behalf and they 
cannot approve/deny your application without a volunteer review team’s approval.   

 
 
 


