
Recertification
APPLICATION GUIDE

recertification@aacei.org
1-304-296-8444, ext. 1110

web.aacei.org

From the day you became certified or
recertified, you can create a recertification

application and begin tracking your activities. 

If you have already acquired at least 12
CEUs in more than one category, and
are within 6 months of your end date,

you can complete and submit your
application today.

DID 
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KNOW?

DID 
YOU 

KNOW?

mailto:recertification@aacei.org
https://web.aacei.org/


Recertification by Activity (CEU)
To begin your recertification application, log in to your AACE profile. 
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Recertification by Activity (CEU)

Your username is the email address
associated with your profile. 

The first time you log in to the system, you will need to select
"Get Started," and enter your email address. 

IMPORTANT:IMPORTANT:

TIP:TIP:

https://portal.aacei.org/Login.aspx?ReturnUrl=%2f
https://portal.aacei.org/Profile/Credentials/Reset/Form.aspx?new=true
https://portal.aacei.org/Profile/Credentials/Reset/Form.aspx?new=true
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Click View [certification] Recertification by CEUs Application
under Your Certification.
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Recertification by Activity (CEU)

Select Your Recertification Pathway: 
Recertification by CEUs or Recertification by Exam 

You may change this selection at another time, if needed.

Click Continue. 

If recertifying by
examination, please click

here for instructions. 
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Recertification by Activity (CEU)

Agree to the Terms & Conditions by checking the box.

Click Continue. 
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Recertification by Activity (CEU)

Add activities by clicking Add New Activity. 

Select a category from the dropdown menu.
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Recertification by Activity (CEU)

Select a subcategory from the dropdown menu.

Click Continue.
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Recertification by Activity (CEU)

Complete the fields, as directed.

Click Submit.
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IMPORTANT: CEUs will only be recognized for any activities that fall
within your three-year certification evaluation period. 

Continue to enter activities completed.  

You may log activities during
your three-year certification
evaluation period. The system will
save﻿ entries made.
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Recertification by Activity (CEU)

NOTE: Once you have met the minimum CEU requirements, and
are within 6 months of your certification end date, you may

submit your application. 

To submit, click Continue. 
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Recertification by Activity (CEU)

Review your application details.  

Click Add to Cart. 
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Recertification by Activity (CEU)

Click Checkout.
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Recertification by Activity (CEU)

Enter your payment information. Click Continue. 
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Recertification by Activity (CEU)

Click Pay Now.
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Click Print Receipt, if desired.

You can also access receipts by clicking on My Orders.

NOTE: If you hold more than one AACE certification, you will
be required to submit an application for each active

certification held. 
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If you are randomly
selected for audit, you
will receive an email

notification with
instructions.

If you have any additional questions, please contact the
Certification Department at recertification@aacei.org.

If your application is not selected for audit, your updated virtual
certificate will be available under Your Certifications on the Home

tab. Click Download Certification. 

mailto:recertification@aacei.org
mailto:recertification@aacei.org


Recertification by Examination
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Recertification by Examination

Select your digital badge preference

Click Continue. 

Agree to the Terms & Conditions by checking the box.

Click Continue. 



Recertification by Examination
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Recertification by Examination

Click Add to Cart. 

Click Checkout. 



Recertification by Examination

Recertification Application Guide

Recertification by Examination

Enter your payment information. Click Continue. 

Click Continue.



Recertification by Examination
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Recertification by Examination

Confirm your address. 

Click Continue. 



Recertification by Examination
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Recertification by Examination

Click Pay Now.



Recertification by Examination
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Recertification by Examination

Click Print Receipt, if desired.

You can also access receipts by clicking on My Orders.



Recertification by Examination
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Recertification by Examination

Click Select Test Delivery Preference.

Once your examination clearance is processed, you will
receive instructions to log in to your AACE profile and select

your exam delivery. 

To do so, click Check Certification Status under the Submitted
Certification Applications menu.  



Recertification by Examination
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Recertification by Examination

Click Add to Cart.

Click Continue.

Select your exam delivery preference.



Recertification by Examination
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Recertification by Examination

Click Checkout.

Click Print Receipt, if desired.

Once your examination clearance is processed, you will
receive instructions to log in to your AACE profile and select

your exam delivery. 

If you have any additional questions, please contact the
Certification Department at recertification@aacei.org.

mailto:recertification@aacei.org
mailto:recertification@aacei.org


To remain strong and responsive to the needs of certified members and other cost professionals, the public,
and AACE International Certification Institute, our certification programs solicit input from all interested
individuals and organizations as to the policies and procedures used in administering the Association’s

certification programs. Please address any comments you may have regarding the administration of
certification programs to the Certification Board via e-mail to certification@aacei.org or via U.S. mail at

Certification Board, AACE International, 726 East Park Avenue #180, Fairmont, WV 26554 USA.


