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How To: Troubleshoot Missing Credit 
 
If you think you are missing credit, please walk through the cases and solutions below. Our office will 
take these steps to verify what might be affecting your credit. If none fit your situation, contact us via 
e-mail at cme@bsd.uchicago.edu for additional assistance. 
 
Case 1: I am missing my credit/certificate for an enduring or live activity. 
 

A. Are you sure you claimed credit? Credit and certificates are not awarded automatically. You 
probably never started or finished the process if you didn’t complete an evaluation or actively 
claim credit. Certificates are given at the end of the credit claiming process. 
 
Solution: Visit the relevant activity page and click the “Get Started” tab to claim credit. 
• If you registered through our site (i.e., paid for the activity through our site), you should see 

a “Complete Activity” button. Click it to initiate/continue the credit-claiming process. 
• If you see an “Access Code” box, you should have received instructions that contained the 

pertinent access code to retrieve your certificate. Enter the code and follow the instructions 
to claim your credit. 

 
B. Are you looking for your certificate in the right place? If you did claim credit, perhaps 

you’re just looking in the wrong spot! 
 
Solution: Once logged into our website, click on the “My Account” button at the top right-hand 
side of the page, click on “My Activities,” and you will see your “Completed Activities”. To find 
the certificate of the live/enduring activity in mind, sort the table or search for it by inputting the 
activity name (or part of it) in the “Title” field and clicking “Apply".  
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Case 2: I am missing credit(s)/transcript for Regularly Scheduled Series (RSS). 
 
A. Are you sure you claimed credit? Credit and certificates are not awarded automatically. 

Learners should be texting session-specific codes to (773) 245-0068 to have attendance and 
credit recorded. If you have not been texting, you have not claimed your credit. 
 
Solution: Situations like these are handled on a case-by-case basis, though unclaimed credit 
can rarely be awarded. For additional assistance, contact us at cme@bsd.uchicago.edu. 
 

B. Did you include your mobile number in your profile? If you have been texting in for credit but 
never entered/confirmed your mobile number in your profile with us, credit will not be available 
until that occurs. 
 
Solution: Log into your account with us and go to “My Account” on the top right-hand side of the 
page, followed by “Edit” and “Mobile”. Enter your mobile number and confirm it. Your credit will 
populate automatically upon confirmation. 
 

C. Are you looking for your transcript in the right place? If you did claim credit and your mobile 
number is confirmed, perhaps you’re just looking in the wrong spot! 
 
Solution: Log into your account and go to “My Account” on the top right-hand side of the page, 
followed by “My Activities” and “Session Credit”. You will find a listing of all sessions attended, 
certificates available, and the option to download your transcript (PDF). 
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