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Convert a CTE Student Provisional
Certification to a Full NHA Certification
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1 Navigate to https://certportal.nhanow.com/

2 Login to your admin account.

3 Click Provisional Certification Queue.
e (B i
Learning Insights Center
g::u:DIDATES [El] PSI Testing Resources

View Exam App

View Exam Results

] NHA Candidate Handbook

‘S:‘f'“ . Explore Most Used How-to Resol
NManage Users
EXAMS How to add a user to your How_m\_.dew exam
Schedule Exar account applications
=Chedule Exam
Upcoming Exams Download FDE Watch Video
View Exam Rosters
4 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.

Currently Viewing Organization: NHA Dema

Provisional Certifications Waiting to be Granted

Show| 10 = |entries Status:| Valid v Search:
P
First Last Exam E
+ Name Name Ermnail Type Status Exam Date C
Cl V5tg0317  WSig0317  wstgD317_028mailinator.com CEHR  Valid 2021-04-05 2
_02 5 C
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You can search by Candidate Name or sort each column to locate the
student you’re looking for.

ganization: NHA Demo

srtifications Waiting to be Granted

5 Status:  Valid v Search: |

Last Exarm

Mame Email Type Status Exam Date Actions
WStg0T7  vstg0317_02@mailinator.com CEHR  Valid 2021-04-05  2022-04- Gr—anl
_02 S a5

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.

Currently Viewing Organization: NHA Demo

Provisional Certifications Waiting to be Granted

Show 1 & entries Status:| Expired w Search:
First Last Exam

t Mame Mame Email Type Status Exam Date

O Shannon Stover shannons9@fake.fake CPT Expired 2007121

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.

Currently Viewing Organization: NHA Demo

Provisional Certifications Waiting to be Granted

Show m = |entries Status:| Archived £ Search;
First Last Exam
+ Mame Hame Emi Type Status Exam Date
O Shannon Stover shannonsBEfake.fake CP1 Archived 20M7-12-1
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8 Click the Revoked status to view any certification that was revoked and
no longer valid.

Currently Wiewing Organization: NHA Demo

Provisional Certifications Waiting to be Granted
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Show 1w & |entries Status;| Revoked v: Search: Bulk Gie
First Last Exam
t Mame hame Email Typ= Status Exam Date
0 nhastgl nhastg1 nhastgOi&ggmail.com CEHR  Revoked 2022-02-
5] 6 5 04
9 Toggle to the Student you want to Grant Certification to. Next to their
name, you will click Grant.
Exam Expiration
Emai Type Status Exam Dat= Crate Actions
shannens9@fake.fake CPT Expired 2017-12-1 2018-12-11 -
dragons@dra.gon CPT Expired 2017121 2018-12-1 =
wstg0317_02@mailinator.com CEHR  Valid 2021-04-05  2022-04- m
5 05
kane_romang@ascendlearning. CPT Valid 2022-01-110  2023-01-10
com i
teatatnIGNRMIAnmail com CMA Walid F0H-0/-09 207F2-NA- T

.IO 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.

By submitting this form. | acknowladge and agre

| am an authorized school administrator or re
who was not responsible for the instruction ©
listed on this.”

Every student listed on this form succesfully
date.*

Ll | have provided institution calendar, or officia
confirming graduation date(s) for my institutic

| understand that NHA has reserved the right to

the information provided on this form to ensure

the provisional certification program.

Membership Free Recertification Benefit

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

| have provided institution calendar, or official documentation
confirming graduation date(s) for my institution.*

nderstand that NHA has reserved the nght to audit and confirm
: information provided on this form to ensure compliance with
z provisional certification program,

:mbership Free Recertification Benefit

nm/dd iy (m]

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

| understand that NHA has reserved the right to audit and confirm
the information provided on this form to ensure compliance with
the provisional certification program.

Membership Free Recertification Benefit

M/07/2024 (m}

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.

RESULTS

Histeric Reports 0 Eagg Targarye dragons@dra.gon

Learning Insights Center L

CANDIDATES VSig0317  VStg0317  wstg0317_028mailinator.com

Send Account Invitations 02 _o02

er‘.v Eaan gl Kane Roman kane_roman@ascendlearning.

View Exam Resuits com

Certification Queue

Provisional Certification Queue CE ) Test 4 teststig 090803 @gmail.com

STAFF

Manage Users 0O vsigost WSig0a1 vslgOB18_M@mailinator.com
9_01 2.0

EXAMS

Schedule Exam @ V5ig081 VStg081 vstg0815_0ddmailinator.com

Upcoming Exams 904 904

View Exam Rost :
Rl O V5030  W5tg030  wstg0303_Ol@mailinator.com
Exam Inventory 3 3 M
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]4 Then click Bulk Grant.

NHA Demo

ons Waiting to be Granted

View All w Search: Archive

Provisional
Exam E=piration
Emil Typs Status E=am Date Dtz Actions
shannons9@fake fake CPT Expired 2017-12-1 2018-12-1 =
]5 Check mark each field and provide the graduation date. This will
convert multiple students’ provisional certification to full certification,

at one time.

By submitting this form, | acknowledge and agree that,

| am an autherized scheol administrator or registrar/councel:
who was not responsible for the instruction of the students
listed an this.”

Every student listed on this form succesfully graduated on th
date.*

LI | have provided institution calendar, or official documentation
tonfirming graduation date(s) for my institution,”

| understand that NHA has reserved the right to audit and confi

the information provided on this form to ensure compliance wit

the provisional certification program.

Membership Free Recenification Benefit

mm/ddiyyyy [

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

1A Demo

15 Waiting to be Granted

Jiew All w Search: Bulk Grant Archive Selected

Provisional
Exam Expiration
rrigil Typs Slatus Exam Dale Date Actions
hannons9@fake fake CPT Expired 2017-12-11 2018-12-11 =
Iragonsi@dra.gon CPT Expired 2017-12-1 2018-12-11 -
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