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Completing your application is simple once you understand the certification application 
process. Here is step-by-step guidance to assist you in this important first step: 
  
1. Meet Minimum Eligibility Requirements  
 
Every examination candidate must prove they can meet the minimum eligibility 
requirements of their desired certification. The candidate will upload all pertinent 
documentation within the online application as prompted. For a smooth and quick 
experience, we advise candidates to gather all information prior to starting the 
application process—although it is not required since they can return to the application 
as often as necessary to finalize it. 
 

• Technician level (CCT & CST) certification eligibility requirements are here. 
• Professional level (CCP, CEP, EVP, PRMP, & PSP) certification eligibility 

requirements are here. 
• Expertise level (CFCC, DRMP) certification eligibility requirements are here. 

 
2. Create an Application 
 
If you do not already have a profile, you must create one.  
 
On the login page, click Get Started:

 
 

https://web.aacei.org/certification/certifications-offered/technician-certifications
https://web.aacei.org/certification/certifications-offered/professional-certifications
https://web.aacei.org/certification/certification-information/certifications-offered/expertise-certifications
https://portal.aacei.org/
https://portal.aacei.org/Profile/Credentials/Reset/Form.aspx?new=true


2 

 

Enter your email:

 
 

• If your email matches, you are already in the system and will receive a 
password reset email. Navigate to the link in the email, change your 
password, and you can access the system.  

• If you are a new user (email does not match), you will be prompted through 
the process to create your profile. Once you have created your profile, you 
will be logged into the system.  
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Once you have accessed the system (reset your password or create your profile), you 
can log in with your email (username) and password.  
 
An AACE ID/customer number will be created for you with your new profile. It is 
helpful to know this number for exams as well as future communications with AACE 
staff.  
 
Note:  It is good practice for passwords to be at least 8 characters long and 
contain a combination of letters, numbers, and special characters. 
 
After setting up your profile, you will land on its home page, where you can apply for 
membership and certifications, register for events, and purchase products. 
 
Once you create your profile/log into your profile, you will find the Apply for New 
Certifications section on your homepage. 
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Click on Apply for [select your exam].  
 
At the top of the page, you will see all the Initial Application Eligibility Requirements 
for your reference. You can click on each certification hyperlink to review the 
requirements and what you need to supply to meet them. 

 
 
You will see the specific Experience Required (8 years) and areas where you can 
upload work experience and education verification. You can also track how much you 
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have provided toward the requirement under the Experience Required heading.

 
 
Click Continue: 

 
 
You will now see a value under Experience Provided that reflects what you entered.  

 
 
Adding Education: You will add each degree individually, entering the Institution 
(college or university), Degree Type (Associate, 3-year Diploma, or Bachelor’s Degree 
or Higher (Bachelor’s, Master’s, PhD, JD, etc.), Field of Study (Engineering, 
Construction Management, Accounting, etc.), and Graduation Date. Click +Add Files to 
upload your verification document. 
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Click Continue: 
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You will now see a value under Experience Provided that reflects what you entered.

 
 
Once you have entered all your experience/education and uploaded all your verification 
documents, click Continue. 
 
3. Terms & Conditions 
 
To continue to checkout and pay, you must check the box that you agree to the 
terms and conditions. You can click on the hyperlink to download a copy for your 
records. Additionally, there is a hyperlink to the Certification Hub for more information. 
You will not see this page until you have met the minimum requirements. 

 
 

https://web.aacei.org/certification/certification-information/certifications-offered/certification-hub
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You cannot proceed to checkout unless this box is checked. 
 
You will see the Initial Certification Application Summary screen, where you can 
review the information in your application. You can Save and Exit if you are not ready to 
checkout, go Back if you have forgotten anything, Print if you would like to download a 
copy of your summary, Add to Cart, or Cancel.  

 
 
If you are ready to checkout, click Add to Cart. 
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4. Checkout and Pay 
 
You can now review your cart. You can click on the hyperlink Save by signing up for a 
membership today! (You are not required to be a member to take any exams.)  

 
 
Complete the payment information required on the Payment Information page and click 
Continue. 
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At the Payment Submission screen, you will see confirmation of your payment. This is 
the last step before your payment is applied. You have options to go Back, Cancel, or 
Pay Now. 
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When you click Pay Now, you will come to the Receipt page, where you can click Print 
Now to download a copy of the receipt for your records. 

 
 
You cannot submit and pay for your application until the system has satisfied all 
requirements. If you do not have the required information or cannot finish the process, 
you may save your application, and your documentation will be saved to resume later. 
  
 
5. Application Review 
  
Once you have paid for your application, you can check its status by clicking Home on 
the top bar. 

 
 
In the Submitted Certification Applications section, click Check Certification Status. 
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This will show you details of your application status.

 
 
You also have the option to Print this page. 
 
Pending status means your application is being reviewed to ensure all eligibility 
requirements are met before providing clearance to schedule your examination; if there 
is a problem, you will be notified. This may take up to 45 days, depending on the 
complexity of your application requirements or the level of applications being processed. 
  
6. Examination Clearance 
  
When your application has been reviewed and approved, you will receive notice to log 
into your AACE profile and select how you would like to take your exam. You may 
choose to take your exam at a Kryterion exam center or via online proctoring (OLP). 
You will have six months from the date of clearance to take your exam up to three (3) 
times, two (2) at a reduced fee. 
 
 
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 


