
THINGS TO KEEP IN MIND
• Every year you will be asked how many credits you obtained during the year.

• Enter the number of credits and upload them into your account.

• If you did not obtain any credits then you can put in “0” in the field.

• The system keeps track of the number of credits you earned.

• Monitor your email.  If we are not able to read the credit or if there is an
issue with the credit, the system will notify you of this.



THINGS TO KEEP IN MIND

• As long as you have the appropriate number of credit by the end of
your 3-year cycle then you will be able to renew.

• If you do not have the appropriate number of credits by the end of
your 3- year cycle then you will NOT be able to renew and will need
to retake the test.

• Your 3-year cycle end date will be shown on the paperwork you
receive with your new license.



Reporting Your Training Credits Earned
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Report Training Credits Earned and 
Click Submit 
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Enter (0) Credits if You Did Not 
Obtain Any Credits During The Year
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Do NOT Enter Partial Credits – Whole 
Numbers Only e.g. ½ + ½ = 1 Credit
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See List of Required Documents and 
Directions for Uploading
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Certificates of Credit Must Be 
Saved as PDF Files or JPEG Image Format
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Select Type and Enter Description
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Click the Add Button
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Locate File on Computer
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Select Add 
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Continue 
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Success!  Now Continue Application
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