
P
R

O
V

IS
IO

N
A

L
 C

E
R

T
IF

IC
A

T
IO

N
 

Revised: 1/27/25

Convert a CTE Student Provisional 
Certification to a Full NHA Certification

1

2

3

4

Navigate to https://certportal.nhanow.com/

Login to your admin account.

Click Provisional Certification Queue.

You can search by Status. The default is View All, but toggling to 
Valid will show you the Certifications that are currently available to 
convert to full certification.
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5

6

7

You can search by Candidate Name or sort each column to locate the 
student you’re looking for.

You can also view the Expired Provisional Certifications. If the  
Provisional Certification lapses before converting to a full certificate, then 
each candidate will be required to retake the NHA certification exam.

You can search by Archived Status if you would like to limit the number 
of certificates you see on your screen. Archiving does not remove the 
ability to grant provisional conversion.
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8

9

10

Click the Revoked status to view any certification that was revoked and 
no longer valid.

Toggle to the Student you want to Grant Certification to. Next to their 
name, you will click Grant.

A pop up will appear acknowledging that you agree with the 
following attestation. Please be sure to agree to each statement 
before proceeding to the next step.
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11

12

13

In the Membership Free Recertification Benefit field, you will confirm 
your student’s date of graduation.

Click Submit to officially convert the provisional certification to full 
certification. 

You have capabilities to Grant Certifications to a Bulk of candidates at 
once. Check mark each learner’s name that you would like to convert 
to a full certificate.
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14 Then click Bulk Grant.

15

16

Check mark each field and provide the graduation date. This will 
convert multiple students’ provisional certification to full certification, 
at one time.

If needed, you may bulk Archiving Certifications. Check mark your 
learners, then click Archive Selected.


