
 
 

 

 

 
 

 

  
 

 

 

 

When you first sign on to the CE online, youôll 

see this Welcome screen.    Choose a 

button in the left directory to: 

 

View Course Topics - Browse the currently 
available courses and details associated with 
each course. 

 

Purchase Courses ï Register for a user 
account, purchase courses with your credit 
card and gain immediate online access.  

 

Access Courses - Access courses that you 
have purchased. 

 

Support/Help ï Submit inquiry to tech 
support. 

 

Home Page ï Return to OHIMA homepage 
at www.ohima.org 
 

 

 

View Course Topics lists currently 

available courses along with ID#, Title/Date, 
CE Credits, Number of Questions in the Final 
Test with Minimum Correct Answers to Pass, 
and Course Price.   
 
By clicking on the course link, you will find 
the following information:  
 

¶ Course Description 

¶ Fees & Registration 

¶ CE Credits 

¶ FAQs 
 
 
 

 

 

 

 

WWeellccoommee  ttoo  OOHHIIMMAA  OOnnll iinnee  CCoouurrsseess!!  
 

 Please read and follow this important information as you access and complete the course(s). 
We hope you enjoy the quality, convenience, and affordability of OHIMA online courses! 

 



 

 

 

  
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purchase Courses contains the following 

important links: 
 
Purchase a Continuing Education Course - 
Use this link to begin purchasing courses but 
only after you have established a username 
and password (see next step).    
 

Register for a TCE System User Account - 
Before you purchase a course, you must 
register as a TCE user. The registration is 
free. Select the link "Register for a TCE 
System User Account" and fill out the contact 
information. At this point you will select a 
username and password to register as a user 
of the TCE system. All information (contact 
information, username, and password) can be 
updated at any time at "Update Your TCE 
System User Account". 
 
If you cannot remember if you have a TCE 
account or your username and/or password, 
select "Have the TCE System Send You Your 
User Name and Password via E-mail" and 
enter your e-mail address. If you are a TCE 
user, the system will send your username and 
password to your e-mail account. It is 
recommended that you use only one TCE 
account. 
 
 
You will be presented with a list of available 
courses after you sign in. There is a "Check 
Your TCE History" button above the list. 
Select it to view courses you have purchased 
and completed. Please note that you are not 
permitted to re-take OHIMA online courses. 
 
You may purchase multiple courses at once. 
Check all of the courses you wish to purchase 
and fill out the credit card information. Your 
contact information will be filled in by the 
system. You may make changes if necessary 
at this point. 
 
You will receive a confirmation page after you 
have selected the Continue button. Verify your 
purchase information and select Complete 
Registration to finish the process. If there is 
incorrect information, click your browser's back 
button to correct it. Once the purchase is 
complete, you will receive an e-mail with 
access information to the course. 
 

 

 

 

 

 

Must register for user 

account first! 



 

  
 

 

  
 

 

 

 

 

 

 

Access Courses allows you to view a list of 

all courses you have purchased but not yet 
completed.  Enter your registered username 
and password to see this list. 
 
You will have access to your course(s) until you 
submit the final self-assessment test associated 
with each course.  Select the course you wish to 
take by checking the radio button next to the 
ñQuiz ID#.ò 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The course self-assessment test (also 
referred to as óquizô) will be displayed next 
preceded by a table of information at the top 
of the page. Special instructions will be 
displayed in the 5

th
 row of this table. Please 

read these instructions carefully. 
 
 

 
 
 
 
To access the course content you must 
click on the óAccess CE Reference 
Materialô link in the 4th row of the table. 
 
A new window will open with the course 
content.  When you close that window, you will 
return to the self-assessment test.   
 
All test questions are multiple-choice. You must 
answer all questions in order to complete the 
quiz. You will not be able to change answers 
once you select the Submit Quiz button, and 
you will no longer be able to access course 
content. 
 
Your test results will display immediately after 
you Submit Quiz. If you pass the test, you may 
select the certificate link to receive a certificate. 
The certificate link will be included in an e-mail 
message confirmation that you have passed.   
 
 

 

 

IMPORTANT ! 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

We hope you benefit from and enjoy the convenience of OHIMA online courses.  If you have questions or 
comments, please contact: 

 
 Amy Dotts, RHIA 
 Director of Meetings   
 meetings@ohima.org 

 

 

 

 

Support/Help  Click the ñSupport/Helpò button 

at the bottom of the course menu on the left if 
you are having technical difficulties. Send an 
email describing your question/problem. Expect a 
response within 24 hours Monday-Friday. 

 
 

 

  

 
 
 

Remember, as you take a course: 
 

§ You may print the course reference documents, such as important content, tables, etc., as you complete the course.  
Use these to study the documents as you take the course and exam, and reference them after youôve completed the 
course. To print the documents, click on File/Print on your Web browserôs menu bar. (Note: You will not be able to 
access the course and view or print these documents after you take the final test!) 

§ To close reference documents after you have viewed and printed them, click the red ñXò in the upper right-hand corner 
of the pop-up screen. 

§ Note that the color of the links changes after you have accessed the links. This helps you remember what sections you 
have reviewed! 

 

Before taking the final test: 
 

§ Study the course documents and review sections of the course as needed. 

§ You get only one chance to pass the exam. You must score at least 70% to pass and receive the continuing education 
credits and a certificate approved by the American Health Information Management Association (AHIMA) and the 
American Academy of Professional Coders (AAPC).  

 


