
NURSING ACTIVITY REPORTING 
SYSTEM (NARS) 
WHAT PRIMARY NURSE PLANNERS NEED TO KNOW ABOUT CHANGES TO THE 

2017 CONTINUING EDUCATION ANNUAL REPORTING PROCESS



EVENT REPORTING PROCESS CHANGE

• Per ANCC requirements, data for each 2017 activity must be entered into NARS. The 

prior CE annual reporting tool to the WMSD will no longer be accepted.

• After viewing this presentation, the Approved Provider Unit Primary Nurse Planner, or 

designee, must enter all activity information for 2017 including the prior months of 

January, February, March, and April into the system.

• New activities can be entered as they occur or in advance as you complete the 

educational planning forms – then just enter the number of participants after the 

event to “close” the activity file. 



EVENT REPORTING PROCESS CHANGE

• Each time you repeat an activity, the repeated session must be entered as a 

new activity with the new date (you can use the copy feature on the activity 

page to eliminate the need for manually entry of course information). 

• The only activities that are NOT entered as separate events are those that 

are part of a regularly scheduled series, like nursing grand rounds or a 

journal club with regularly scheduled sessions. 

• We hope this new process will make your data collection and reporting easier.



APPROVED PROVIDER UNIT 
DATA ENTRY PERSONNEL AND DEMOGRAPHIC 
INFORMATION

• You can have up to 4 additional users to input data into your system – it is up 

to you how you handle that, and the WMSD does not need to know who those 

additional people are. 

• If there is a change in your primary nurse planner, you need to make the 

change in the NARS system. In addition, remember that the WMSD does need 

to know about changes in PNP as soon as the out going PNP is aware of the 

anticipated change so that the WMSD can assist with providing transitional 

information to the incoming PNP. 



CLARIFYING INFORMATION 

• Participants are  the number of people who attend an event NOT the number who 

receive certificates. This is more related to online events where people attend but 

may not go back to get their certificates.

• If you have questions about NARS, please contact the WMSD offices and NOT ANCC 

as may have been noted in the email that you received. WMSD personnel will get 

the answer for you as it is our responsibility as the Accredited Approver Unit to assist 

and support the Approved Provider Units. 

• When you receive your log in information from ANCC, you may log in and follow the 

next steps. 



First, go to 

the ANCC 

Website
Then click here



Click here to 

enter the NARS 

system



Click here to add 

new data entry 

users. Completion 

fields are self 

explanatory.

Click here to 

update your 

organizational 

information. 

Completion fields 

are self 

explanatory.

Click here to 

change primary 

nurse planner 

information

Your 

organizational ID 

has been 

assigned by 

ANCC



Click here 

to report 

activities

When you hover over 

any ?, there is more 

clarifying 

information exposed



Click here to 

add an activity. 

Be sure to select 

the correct 

year….

2017 is the first 

required NARS 

reporting year.



Top half of planning page

Complete all items 

with an asterisk mark 

* as these are 

mandatory fields. 

Others can be 

completed should you 

desire.

These 4 tabs will 

need to completed. 

Be sure to click on 

each one.



Click the drop down 

menu and select the 

option that best 

describes your 

activity….for 

clarification a course 

is an in person event 

held in 

classroom/conference 

style. 

The top 4 items in the 

drop down menu are the 

most commonly utilized.



Enter the beginning 

and end dates for the 

event. Indicate if 

Directly or Jointly 

Provided. 



Bottom half of planning page

Click next tab to move 

to the financials page

Click on all that apply

Complete the # of 

instructional hours and

designated contact 

hours to be awarded 

Click on all that apply



This is optional 

but if financial support 

is received, this area

should be completed. 

Then click next tab.



This is optional 

but if you event meets 

The definition, this area

should be completed. 

Then click next save 

and quit or save and 

add another activity.



This section is to be 

completed after the 

event has been offered. 

Once this information has 

been entered, your 

event is now considered 

Closed…..provided all

other required elements 

have been completed.

Then click next save 

and quit or save and 

add another activity.



Click here to view 

closed activities 

(activities that have 

been completed in 

total including post 

activity 

documentation 

requirements). 

Information can be 

updated even after 

an activity is closed.

Click here to view 

and complete 

information for 

any open 

activities 



Once you have 

entered an activity 

into the NARS 

system, this is what 

you will see.

This is a screen shot 

of the closed 

activities from 

WMSD 2016 annual 

report of CE 

activities. 



At the end of the 

year and all 

activities have been 

entered, 

click on the 

program summary 

tab so submit your 

annual report

Click on that you 

Attest that the 

information is 

complete and 

accurate.



• Thank you for viewing this educational presentation.

• Now that you are familiar with the reporting requirements and processes, you 

can begin to enter your CE events as you complete each educational planning 

process.

• You will be required to go back and enter all activity information from 

January 1, 2017.

• All NARS reports must be finalized and submitted in the first quarter of 2018 

and annual thereafter. 

• Should you have any questions or wish to provide feedback, please contact 

the Western MSD offices at education@westernmsd.org or call 

(480) 831-0404

mailto:education@westernmsd.org

