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Introduction
Follow these instructions to recertify using NCCT’s new 
recertification process. The new process applies to 
recertification years 2024 and later.

Go to www.ncctinc.com
•	 Click on the “RECERTIFY” drop down tab
•	 Click on “Recertification Home”

Click “Go To Dashboard”
•	 Log in with your NCCT username and password
•	 Contact Customer Service at 800-875-4404 if 

you need assistance with the login process
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Additional Resources 
NCCT also offers videos (part 1 and 2) to demonstrate 
this process. The videos are linked from the 
recertification dashboard. You can also view them by 
clicking the links below.

Part 1 - Recertification for 2024 or Later

Part 2 - Recertification for 2024 or Later

Your personalized recertification dashboard is dynamic 
and has everything you need: step-by-step instructions, 
your credential and expiration date, your required CE 
hours for the year due, and a link to update your contact 
information.

Recertification is completed one year at a time. If your 
certification becomes inactive, overdue years will be 
completed first, one year at a time.

https://www.youtube.com/watch?v=GfcoqWGcq4Y
https://www.youtube.com/watch?v=x99-P5ijIbY&list=TLPQMTYwODIwMjPPOH_PDQTmiQ
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Example 
In this example, the 2025 recertification year is due; 10 
CH have been applied and 2CH are still needed. Your 
dashboard auto-tabulates as you complete NCCT CE or 
submit outside CE.  

Completing/Submitting CE

•	 Click “Complete NCCT CE Courses” to access and 
complete courses from NCCT’s complimentary online 
CE library. Follow the online instructions for choosing 
courses and completing the post tests. 

•	 Click “Add Outside CE” to add non-NCCT CE 
activities one at a time. 
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Adding Outside CE
Additional Details
To add outside CE, review the Outside CE Policy and 
Checklist to ensure your outside CE activities are 
compliant. Submit compliant activities one-by-one by 
completing all five fields and clicking “Add Activity.”

NCCT will not review outside CE entries until all CH are 
applied and the recertification application is submitted 
with the recertification fee payment. 

NCCT audits a portion of all recertification applications 
containing outside CE. Supporting documents of 
completion are required if audited. To avoid delays, 
NCCT strongly recommends submitting all outside CE 
supporting documents with your application. 



6

As NCCT CE courses are completed or outside CE 
activities are entered, the CE Hours Required will auto-
tabulate. 

The progress tracker will list each completed or 
submitted CE course for the recertification year. 
Erroneous, non-compliant, or otherwise unwanted 
outside CE entries can be removed by clicking “remove” 
to the right of the entry. You may need to refresh your 
browser for the “remove” button to properly display. 

NCCT CE courses cannot be removed.

Note- If an outside CE entry shows in red with a strikethrough, 
the entry was marked “not approved” on NCCT’s end. This 
occurs after the recertification application has been submitted 
and the entry was determined to be non-compliant. 
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Complete or submit more CE hours until all contact hours 
(CH) are applied. 

Excess hours (as demonstrated in the Progress tracker) 
will be discarded and cannot be applied toward the next 
recertification year. 

Once all CH are applied for the recertification year, click 
“Apply for Recertification” no earlier than 6 months 
before the active expiration date.  

Notice all outside CE entries have a “remove” button to 
the right. You may still change your mind and remove any 
outside CE entries at this step.
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Apply for 
Recertification
Read all the information within the recertification 
application and click all checkboxes.

Click “Continue to Payment” to pay the recertification fee 
with a credit card or Paypal.

The submission of the payment also submits the 
recertification application. NCCT will process the 
application within our published turnaround times. The 
recertification dashboard will display a message that 
your recertification application has been submitted.

The next recertification year’s CE becomes available the 
business day after NCCT updates your active expiration 
date. If the new expiration date is more than one calendar 
year in the future, the next recertification year will open 
after January 1. The recertification application and fee 
payment cannot be submitted earlier than 6 months 
before the current active expiration date. 


