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BEFORE YOU START 
A windows computer is recommended, but not necessary. Ensure you are using the most current 
version of one of these browsers: Google Chrome, Microsoft Edge, Mozilla Firefox. 
 
Have all scans/photos saved on your device and ready to upload. They must be named differently, 
and names must not contain any symbols ( /, @, etc.). Rename them if needed before logging in. 
 
Your log in will expire after 30 minutes of inactivity, and information will not be uploaded or saved. If 
you log in and do not finish the process, you must log out and begin again. 
 
Maximum size of all scans/photos uploaded can NOT exceed 10mb. If all scans/photos cannot be 
uploaded without exceeding this limit, email chiropractic.board@state.mn.us for assistance. 
 
If you click finish before uploading all scans/photos, email chiropractic.board@state.mn.us to reopen 
your CE audit for remaining items. Continuing education documents are not accepted via email or mail. 
 

STEP 1 
Login at https://chi.hlb.state.mn.us/#/Login  

 
 

STEP 2 
Go to the CE Audit Tile | Click “Submit Records” 
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STEP 3 
Read the Tennessen Warning | Check the Acknowledgement Box | Click Next 

 
 
STEP 4 
Read Information | Ensure you have documentation | Click Next 
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STEP 5 
Read Information | Click the ‘+’ icon on the right to add scans/photos 

 
 
 
STEP 6 
Click Choose to access scan/photo on your computer/device | OR Drag and Drop scan/photo into 
space | NOTE Multiple scans/photos must be uploaded separately 
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STEP 7 
Double Click the scan/photo to upload | OR Drag and Drop scan/photo into space allowed  
 
NOTE: The scan/photo names must be different and must not include symbols ( /, @, etc.). Rename 
them if needed before uploading. Right click, select “rename”, and type a new name. 

 
 
 
STEP 8 
The uploaded scan/photo will show in the box. Select an option from the drop down or type a name.  
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STEP 9 
Type a description | Click OK 

 
 
 
STEP 10 
Repeat from “Click the +” | Add all CE certificates and the CE Summary for Audit | Click Next 
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STEP 11 
Read information | Click Finish to Submit to the Board 

 
 
 
AFTER YOU SUBMIT 
CE Audit Status has changed to “Data Received” | Click More to Review 
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CHECKLIST will not match this example | SUBMITTED DOCUMENTS section will contain a list of what you 
submitted | Word bubble will indicate comments from staff | Checklist will be updated as staff review 

 


