
Your Guide
TO THE

Recertification Process

TOUR OF THE USER DASHBOARD‌
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Things You Can Do on the Main Dashboard‌

This section shows all current applicable
applications available to you, based on your

certification status.‌ ‌
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This section shows ‘cards’ for any requirements applicable to you. For example, if
you are an actively certified homeopath, you will see the requirement to upload 15
CEUs and submit your Recertification Application*. If your certification has lapsed,

you will see a requirement to fulfill the requirements to reactivate your lapsed
certification. If you are a new applicant, you will see requirements pertaining to your

exam application or your exam registration.‌

Requirements Area of the Dashboard‌

*If you’ve successfully completed your Recertification Application, you may also download your certificate in this section. 

This is what your dashboard cards will look
like if you are an actively certified homeopath
who needs to submit their annual
recertification.‌
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 To update your
profile photo, click
on the photo icon

and then hit the
‘Upload Image’

button.

This section includes your profile information which you can update at any time. ‌
‘Quick Links’ lists links you might need to access frequently.‌

User Profile and Quick Links Area of the Dashboard‌
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How To Add CEUs - There are Three Ways‌

1.Click ‘Submit’ beside your ‌
‌Recertification CEUs bank.‌ ‌

2. Click ‘CE’ in the top menu

 3. Click ‘View or Add To Your CEU
Bank’ under ‘Quick Links’ 
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About the CEU Banks‌

IMPORTANT‌

All CEUs added to your Recertification CEUs bank will be automatically applied towards your‌
CEU requirements for the current recertification cycle.‌ ‌

You can move CEUs out of this bank up until the Recertification deadline, as long as you have‌
not submitted your Recertification Application.‌ ‌

Rollover CEUs will not be calculated, and everything within the Recertification CEUs bank will
be applied to your Recertification requirements, even if you submit ‘extra’ CEUs. So, if you
wish to save any extra CEUs to use for the next year, you must only put in the number of

CEUs you wish to apply to the current year. Then, you can upload the activity to your Unused
CEUs bank with the remaining CEUs to be used next year (as displayed in the image above).‌

 ‌For example, in the image above, Homeopathy 101 is listed in both CEU banks, but with‌
different ‘Credit Amounts’.‌ ‌

There Are Two CEU Banks: ‌
1.Recertification CEUs:‌ these are automatically applied to your current recertification

requirements. ‌
2.Unused CEUs:‌ this is an optional tool for users to use to upload and save CEUs you’re

not ready to use yet.‌ ‌
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How to Add CEUs‌

Complete all required portions of the Edit CE section (denoted with a red asterisk). Ensure that all
information matches the supporting document that you will upload at the bottom of this popup.‌  ‌

Learning Format is
the section where
you will choose
which type of
Category I or II
activity you are
uploading. Review
our CEU Activities
Table if you need
further clarification.
Read these
carefully, many of
them look similar!‌

‘CE Classification’
will either be
Category I or
Category II, based
on the Learning
Format you
selected.
Remember that
Category I Post
Graduate courses
must be ACHENA
approved or have
been previously
approved by the
CHC-CPD
Committee.

You’ll upload your
supporting
document file from
your computer here.
Many people find it
helpful to have a
folder on their
computer
specifically for their
CEU documents.‌ ‌

Don’t forget to
check the box next
to the attestation
and click ‘Save’.

Click the green ‘Add
New’ button above
the CEU List‌
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How to edit or move CEUs‌ ‌
from one bank to another‌

Click ‘View’ to the
right of the CEU
Activity within the
bank

Change the CEU
bank selection from
the form dropdown
menu options

Click the green
‘update’ button at
the bottom of the
page

NOTE: If a CEU has already been used for a submitted‌
recertification application it cannot be moved or edited.‌ ‌
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How to Recertify‌

Step 1
On the main dashboard, check the CEU Requirements card to find out how many CEUs you
need to add to meet the requirements. 

Step 2
Make sure you want to use all of the CEUs within your 2026 Recertification CEUs bank. If
you have extra, and you want to save them for next year, you must edit the CEU activity to
only use the number of CEUs you wish to apply this year. Then upload the same activity to
your Unused CEUs bank with the remaining CEUs. 
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NOTE: CEUs within the 2026 Recertification CEUs bank will automatically appear in the‌
CEUs section of the Recertification Application. Note that these cannot be edited from the‌
application, although you can add new activities here. If you don’t want all listed activities‌
applied to recertification, you must return to the Dashboard and move the CEU activity out‌

of the 2026 Recertification CEUs to the Unused CEUs bank. Then, resume your‌
Recertification Application.‌

Step 3
Click the blue button labeled, ‘Renew’ next to your 2026 Recertification under ‘Things You
Can Do’. Follow the steps within the application. You will receive an emailed receipt after
completing the final step. 
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Where to Find Your Digital Badge and Certificate‌

Your digital certificate can be found
by clicking ‘Download Certificate’ in
the upper right side of your
dashboard.

Your updated digital badge and certificate will be
available upon approval of your Recertification

Application.‌

Your Digital Badge can
be found in Quick Links
by clicking ‘Badges’ 
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Expired CEUs‌

All CEUs that have expired will be automatically
removed from both CEU banks and instead saved in the

'Expired CEUs' listing under Quick Links.‌

They can also be found under
the ‘LMS’ dropdown menu at
the top of your dashboard
when you click on ‘Transcript’.‌
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