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Completing Your Continuing Education  Credits 
Applicable for all NHA certifications except for ExCPT 
 
 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

From your Home page, click on Find CE 
Courses. 

After navigating to the CE Courses page, a list of 
available topics will appear. Each topic is worth 
either 1 or 2 credits.  

To complete a credit, click on the View Content, 
this is where you are able to read the materials 
and Take Exam is where you will be answering 
questions in reference to those materials. 

 

To complete the comprehension questions, 
select the answer for each question and then 
click Next.  
When you have completed all the questions, 
click Finish Exam and then click “OK”.  
Please Note: Once you begin an exam you 
must complete it. The system will not allow you 
to select another test until you complete the 
one you started. 
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Complete all the required credits for your certification(s). Please note that 10 credits are required for recertification for any 
certifications that have not yet expired. You must complete 15 credits for any certification that is expired. The fees for 
recertification are: 

 
 

Renewal Fees for Unexpired Certification(s) 
 

Cost for 10 
CE Credits 

 Additional  Certification(s)  Total Cost 

$169.00   = $169.00 
$169.00 + 1 additional certification ($45.00) = $214.00 

 
 

For example: If you have a CCMA certification and a CPT that have not expired, your total cost would be $259.00. 
 
 

Reinstatement Fees for Expired Certification(s) 
 
Certifications that have been expired for less than one year may be renewed and reinstated but have additional fees. 
The fees for recertification for expired certifications(s) are: 
 

Cost for 15 
CE Credits 

 Additional 
Certification(s) 

  
Reinstatement Fee 

  
Total Cost 

$253.50   + $99.00 = $352.50 

$253.50 + 1 additional ($67.50) + $99.00 = $420.00 
 
 

For example: If you have an expired CCMA certification and an expired CPT certification, the total cost would be 
$420.00. 

 
 
 

 
 

 

Once you have completed your CE topics, click on 
My CE Portfolio to see completed credits listed 
under Continuing Ed. 

 

After you have completed the required number of 
credits to renew your certification (s), they will 
appear in the CE Item box. 
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Click on the green buttons marked Apply CE 
Credits in the Re-certification Progress box.  

This column show how many credits you need to 
complete to recertify.  

Please note:  If you are renewing multiple 
certifications at the same time, you only need to 
complete 10 credits.  Not 10 per certifications.  

 

Select the Certifying Body.  Click on NHA and 
then click Next.  

Select the Number of Credits to Apply and 
Certification (s):   

Select the number of credits you are applying for. 

Mark the box next to the certification (s) you are 
renewing. 

Click Next. 

Summary and Confirmation: Verify that your 
order is correct. 

If your order is correct, click Finish to checkout 
and pay.  If it is not, correct or you are not ready to 
pay, do not click finish. 
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After clicking Finish, you will be directed to the 
NHA Online Store screen.  

Review the items in your cart for accuracy. If 
everything is correct, click on the Check out link. 

On the Checkout screen, verify your contact 
information and the billing information for the 
credit/debit card you are using to make your 
payment. If the information is incorrect, update 
any field to contain the correct information. If you 
have a promotional code, enter it in the “Discount 
Code” field. Then click the “Continue Checkout” 
button. 

Validate the information on the Confirmation 
screen. Please review the information and confirm 
the amount that will be charged to your card. 
 
If everything is correct, click the ‘Purchase Items’ 
button to process your payment.  
 
Please note: Your recertification is not final 
until you click “Purchase Items”. 
 

Once your credit card payment has processed, a 
confirmation screen will appear. You may print the 
screen as confirmation of your purchase. You will 
also receive an email confirmation and receipt. 
After you have completed your purchase, your 
new certification(s) and card(s) will be sent out via 
USPS to the address in your profile. Please allow 
7-10 business days for delivery 
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If you need a temporary copy of your 
certification(s), you may print one from your Home 
page. 

Click on My Certifications. 

Click on the  Icon next to the certification 
type (s). 

Click “Yes” to download and print your temporary 
certification(s). 


