
The high-level steps to renew an External Certification 
and to view your External Certification History are 

shown in the menu on the left.

Navigation

• Click the numbered circles on the left to move to the first step in each 

phase. 

• Use the Page Down key to proceed through the quick steps. Use the 

Page Up key to return to a prior slide.

Begin

Access Your Learning Profile

1

Scroll Down to the External 

Certifications Section

2

Click the Renew Icon

3

Update the Effective and 

Expiration Dates

4

View Your External 

Certification History

5

Best viewed in IE or Adobe PDF Reader.
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Click Learning.
A

Scroll Down to the External 

Certifications Section

Update the Effective and 

Expiration Dates

View Your External 

Certification History

2

4

5

Click My Learning.

BClick the Renew Icon

Click Learning Profile.

C

Access Your Learning Profile

1

3
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Scroll to the External 

Certifications section.

Scroll Down to the External 

Certifications Section

Click the Renew Icon

Update the Effective and 

Expiration Dates

View Your External 

Certification History

2

3

4

5

Access Your Learning Profile

1
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Click the Renew icon.Click the Renew Icon

Scroll Down to the External 

Certifications Section

Update the Effective and 

Expiration Dates

View Your External 

Certification History

2

3

4

5

Certifications that have expired 

display with the expiration date 

highlighted in red.

Access Your Learning Profile

1
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Access Your Learning Profile

Click the Renew Icon

Update the Effective and 

Expiration Dates

View Your External 

Certification History

1

3

4

5

Select a new Effective 

Date.

A

The Renew External Certification Screen 

opens with all information filled in, except 

the effective date and expiration date. You 

must enter a new effective date and 

expiration date. You may also update 

information in other fields on this screen.

Select a new Expiration 

Date.

B

Scroll Down to the External 

Certifications Section

2
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Access Your Learning Profile

Scroll Down to the External 

Certifications Section

Click the Renew Icon

Update the Effective and 

Expiration Dates

View Your External 

Certification History

1

2

3

4

5

Click Save.
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Access Your Learning Profile

Scroll Down to the External 

Certifications Section

Click the Renew Icon

Update the Effective and 

Expiration Dates

View Your External 

Certification History

1

2

3

4

5

The renewed certification now displays under 

the Certifications section, in the External 

Certifications grid.
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Access Your Learning Profile

Scroll Down to the External 

Certifications Section

Click the Renew Icon

View Your External 

Certification History

Update the Effective and 

Expiration Dates

1

2

3

4

5

Scroll down to the External Certification History grid in 

the Certification History section of your Learning 

Profile, to view details about past certifications, 

including the expired certification we just renewed.
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Access Your Learning Profile

Scroll Down to the External 

Certifications Section

Click the Renew Icon

1

2

3

View Your External 

Certification History

5

This concludes the 

Renew and Track External 

Certifications quick steps.

Update the Effective and 

Expiration Dates

4
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