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STEP 1: LOGIN  

Go to www.hrci.org. 

Click “Login” on the homepage in the top right-hand corner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.hrci.org/
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STEP 2: LOGIN INTO YOUR PROFILE 

Sign into your HRCI profile. 

 

 

After you are logged into your account, click on My Profile tab. 

 



A Step-By-Step Guide to Submit Your Recertification Activities 

3 

 
 

STEP 3: ADD RECERTIFICATION ACTIVITIES 

After you have logged in to your account, make sure your contact information is up to date.  
Then click on “Add My Recertification Credits” to begin adding your recertification activities.  

 

 

STEP 4: REVIEW RECERTIFICATION CYCLE START & END DATE 

Once you are in your recertification application, you will see your cycle start and end date.   
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STEP 5: REVIEW RECERTIFICATION HOURS 

The requirements progress circle displays the total number of hours required to submit your 
recertification application and how many credits you have submitted to date. This includes 
specified credit hour requirements (if needed). 
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STEP 6: ADD PRE-APPROVED ACTIVITIES 

To add a new activity, click the “Add Activities” button. Select if the activity is a an HRCI pre-
approved activity or self-reported.  Select “Yes” for pre-approved activity.  Enter the ACTIVITY 
ID number.  Click on the CONTINUE button.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT NOTE: The dates are validated against the dates the provider submitted. If 
you receive an error message for invalid attendance dates, please contact the provider 
to confirm the dates. Or you can select NO and continue. 
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STEP 7 CONTINUED: ADD PRE-APPROVED ACTIVITIES 

Fill out the “Add a new Activity” fields.  Upload the required documentation.  Click the attest 
confirmation.  Then click on the ADD ACTIVITY button. 
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STEP 8: ADD SELF REPORTED ACTIVITIES 

There are three self-reported activity types. 

 

 

 

INSTRUCTOR-LED CONTINUING EDUCATION – NO MAXIMUM 

 

 

 

IMPORTANT NOTE: Activity documentation is not required but recommended for all 
activity submissions. If your application gets selected for audit, this documentation will 
be required. 
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PROFESSIONAL ACHIEVEMENT – 40 CREDIT MAXIMUM 
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SELF-DIRECTED LEARNING – 30 CREDIT MAXIMUM  
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STEP 9: SUBMIT RECERTIFICATION APPLICATION 

When you have reached your credit requirements, your progress wheel (s) will show a complete 
green circle. Then you will be able to “SUBMIT RECERTIFICATION APPLICATION.” 

 

IMPORTANT NOTE: Activities will only count toward your requirement once they are 
submitted. Activities are not reviewed until the entire application is submitted with 
payment.  
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STEP 10: REVIEW CONTACT INFORMATION 

Review to make sure your contact information is current and up to date. 
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STEP 11: REVIEW RECERTIFICATION PAYMENT INFORMATION 
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STEP 12: REVIEW OUR RECERTIFICATION POLICIES AND PROCEDURES. 

For accreditation purposes, we require that you understand and review the Global Privacy 
Policy, Code of Ethics and Professional Responsibility and the Recertification Policies and 
Procedures Handbook. 
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STEP 13: REVIEW RECERTIFICATION FEE IN SHOPPING CART. 
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STEP 14: REVIEW BILLING AND PAYMENT INFORMATION. 

Complete the credit card information and click PROCESS PAYMENT. 
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STEP 15: PRINT INVOICE  

If your employer is reimbursing you for your Recertification Fee, you can view and print an 
invoice for your records. 
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STEP 16: REVIEW RECIEPT. 

Review your final receipt when you click the process payment button. 

 

 

 

If you have specific questions regarding your recertification application, please send us an 
email to info@hrci.org. Our Customer Experience team is also available to answer 
questions during our normal business hours Monday through Friday. They can be reached 
at +1.866.898.4724 (U.S. Toll Free) or +1.571.551.6700(Toll). 

mailto:info@hrci.org
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