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How to Enter and Upload a Training Certificate 

If you've taken a training that wasn't offered through the NH Professional Registry, you'll want to enter 

the details about it into your Registry Record.  Not only is this a way to store your records, it gets all of 

your records in one place. 

Before you start, you will need to scan the certificates from your training and save them on the 

computer you will be working from. It is required that you provide verification by uploading a copy (PDF, 

JPEG, etc.) of your training, and we find that having the documents scanned prior will help to streamline 

the process.  

1. Log into the Registry https://nhportal.naccrraware.net  using your username and 

password, click on the blue "My Registry Record" button located towards the top. 

2. Click on "Training Certificates" located under "Training" in the menu on the left.   

3. Find the "Add New Training Certificate" link located in the blue bar towards the right and click 

on it. 

4. Type in the requested training information. Note that required fields are noted with an 

asterisk*.  

5. Click the blue "Add" button. 

6. Repeat Steps 3-5 for any additional certificates you wish to add. 

You will also need to upload a copy of your certificate to provide verification: 

1. Click on "Attachments" found at the bottom of the menu on the left. 

2. Click on "Add New Attachment" towards the right in the blue bar. 

3. Enter the Name and Description, and then click on the grey "Choose File" button. 

4. Find the certificate you scanned and saved earlier and open it. 

5. Click the blue "Add" button. 

Repeat Steps 2-5 for any additional attachments you need to upload. 
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