
Section 6 - Certification Renewals 
 

 CEs can be added any time 
 Skills can be added at 180 days  
 Renewal menu can add CEs and 

Skills – but creates a pending 
application that must be finished 
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Renewal Topics 

1. Find the Person 
2. Choose the “Desired Action” 
3. Add CEs or 
4. Add Skills or 
5. Start the Renewal application 
6. Attest and Finalize Status 
7. Individual gets an e-mail; RN can View Print 

the Certificate 
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Topics 1 & 2 Find the Person and 
Choose the Desired action 
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Finding the Person 

• Always starts with a search and a click on their 
SS# 
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Open the “Desired Action Menu” for 
the Certification you want to act on 
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From Desired Action Menu decide 
what you want to do 
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Your options 

Just add CEs that can be applied to a 
renewal later 

 
Just add Skills that can be applied to 

a renewal later 
 
Process an entire Renewal 
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• Doing a Renewal Application will allow 
you to view, edit and add CEs and Skills 

then complete the renewal process 

• Adding CEs or Skills that are not part of the renewal 
process just lets you fill in those pages separately 
from the process of starting the Renewal  

CAUTION!!! 
IF YOU CHOOSE “RENEWAL” THAT will START an 

“Application” for Renewal 
That will remain a PENDING APPLICATION UNTIL IT IS 

COMPLETELY PROCESSED OR VOIDED 
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NO OTHER Desired Actions are 
Available as long as there is an 

unfinished “pending” application 
If you are not going to completely process a 
renewal application Choose the SINGULAR 

“Desired Action” you want to take 

Enter CEs  
OR 

Add Skills 
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Topic 3 – Add CEs 

Adding CEs is the same set of steps 
whether it is done as a singular 

action or part of a Renewal 
Application 
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Fill in the Training Information and 
Save the CE with the Add button 

CEs can be added as one or many events until they total 
the required number of CE hours 
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Topic 6 – Add Skills 

Each skill that is validated should be noted with 
the date and person who validated that skill 
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Enter the Information and save the 
skill  

• Skills can be added as verified by different 
people on different dates 

 

Choose 
Add Skill to 
save 
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Topic 7 – The Renewal Application 

When you choose “Renewal” as the 
“Desired Action” – you will be guided 

through each page until the “Application” 
is complete – with each page’s arrow 

validating that page has been completed 
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Check the Summary Details CAREFULLY 

• Use the arrows to return to and edit any page 
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Finalize the Application 
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 Print the application summary (optional) 
 Adjust Start Date (optional) 
 Choose Status 
 Save and Continue 



The RN Trainer has one last chance to 
review and assure correct information 
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Once the Application has been finalized the Summary and Certificate 
are saved as virtual “paper” documents that cannot be changed – these 
records will be able to be viewed and printed historically and currently 
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The DD Personnel receives their 
certificate via e-mail 
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Renewal Applications MUST be 
completed in MAIS within 90 days 

after the Certifications Expiration Date 
(requirements met within 60 days after expiration) 

• Take a short quiz on Renewal Process 
• View Notations Process & quiz 
• Complete and Submit Security Form 
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