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Instructions for DCPs to Upload CECs and Recertify the Firm  
All NEBB certified individuals are required to upload CEC verification documentation to their 
online profile located in NEBB’s online database system, Certelligence. 

The steps are as follows: 

 
1. Log in using the user name and password that you received from support@nebb.org. If you have 

not received an email with your login details, please contact certification@nebb.org and you 
will be sent an email to access your personal profile. 

2. Once in your Certelligence personal profile, click on the Individual Recertification tab 
located on the left-hand side. 

 
3. To open a new submission, select the correct certification box: 

a. Certified Professional 

b. Certified Technician 

4. Click Create New Application 

 
This will open up a submission for you for recertification. Please read the instructions before starting.  

https://online.nebb.org/nebbssa
mailto:support@nebb.org
mailto:certification@nebb.org
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4. To add either NEBB or non-NEBB CECs, click on the appropriate TAB to add your CECs. 

 
Use the drop down to pick what category your CECs fall under. Be sure to fill out all the required fields 
and click SAVE before moving to the next step. Each certificate you hold will need to be added and 
saved.   

For non-NEBB CECs, you will have to upload the certificate and pre-approval from NEBB to be 
considered. If you do not have the pre-approval, please contact certification@nebb.org for the pre-
approval form.  

mailto:certification@nebb.org
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5. Once the CECs are added, you will need to review and acknowledge the Code of Ethics and 
Arbitration as a part of the recertification requirements.  
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6. Firm Attestation page is what the DCP is required to do to confirm the firm’s recertification.  
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7. You can check to see if there are any outstanding items with your submission by clicking on Status 
and Review. When you have all checkmarks, the SUBMIT button will be available. 

 
Once submitted, you can check the status of your submission by following step 2. 

 
 
Application Status Definitions: 
 
Pending means Unsubmitted - Incomplete or unsubmitted (staff cannot access/review it) 
 
Staff Review - Application is submitted and is currently in the queue or under review by NEBB staff 
 
Need More Information - Review comments/email for additional information required to complete or correct 
the application.  
 
Finalize Decision - means waiting for payment of annual fee(s) or confirmation/response from you to 
finish, check your email. 
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FAQs for DCPs 
 

1. My recertification status is PENDING.  Does that mean NEBB has it and is reviewing it? 

a. No, Pending means Unsubmitted - Incomplete or unsubmitted (staff cannot access/review it). 
You need to review your submission to see what is missing.  

2. How do I access my submission after I have started?  I see a Not Eligible to Create New Application 
on my screen.   

a. Click DETAILS 

 

3. How long does it take for NEBB to review the submission?  

a. NEBB reviews submissions on Monday/Wednesday/Friday and they are reviewed in the order that 
they are submitted.  There are over 3,000 submissions that are reviewed during a recertification 
time period so submit early.  

4. Does my submission need to be approved by NEBB by December 31 to avoid late fees? 

a. Yes. Incomplete submissions are subject to late fees starting January 1. 

b. Submissions submitted to NEBB after December 1 are not guaranteed to be processed by 
December 31 – please plan accordingly and submit early.  

5. Do I need pre-approval for non-NEBB CECs? 

a. Yes. Please fill out the request for pre-approval and submit all required documentation to NEBB for 
review. Pre-approvals are reviewed on Wednesdays. Please plan accordingly to submit your pre-
approval request early to avoid delays. Non-NEBB CEC Pre-Approval Request Form 

6. How many CECs do I need? 

a. CPs need 6 CECs annually. 3 must be NEBB approved CECs. 

b. CTs need 3 CECs annually. 1.5 must be NEBB approved CECs. 

https://www.nebb.org/wp-content/uploads/2024/09/2024-NEBB-NON-CEC-REQUEST-FORM-1.pdf
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7. How do I know what are NEBB approved CECs? 

a. Continuing Education Credits for HVAC & More - NEBB 

8. Do I have to pay my annual fee in order for my submission to be approved by NEBB? 

a. Yes.  Even if your CECs are complete, the annual fee will need to be paid as well for NEBB to 
approve the recertification. 

9. My submission is in Needs More Information, where can I look to see what is missing? 

a. Click on Details to go back into the submission. 

b. Click on the CEC tab to review the comments from the reviewer.  

c. Once you’ve corrected the discrepancy, make sure to click SUBMIT to send to NEBB for re-review.  

 

8. I was not able to obtain my CECs within the 01/01/2024 – 12/31/2024 time frame for 2025. Can I still 
obtain CECs 01/01/2025-06/30/2025 to use for my 2025 recertification? 

a. Yes, you can, however, you will not be able to reuse those CECs for the 2026 recertification even 
though they were obtained during that allowable period. You will have to obtain different CECs to 
submit for the 2026 recertification period.  

https://www.nebb.org/individuals/continuing-education-credits/
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9. As DCP, am I responsible for making sure the NEBB Firm fees are paid in order to for the firm to 
recertify? 

a. Yes, that is the DCP’s responsibility, in addition to confirming that the firm chapter fees have also 
been paid. 

10. Does NEBB have an online video that shows how to fill out the recertification submission online? 

a. Yes, it is located on the NEBB Learning Center (NLC).  

i. CP Tutorial 

ii. CT Tutorial 

iii. DCP Tutorial 

 

https://nebb.tovuti.io/courses/course/certified-professional-recertification-tutorial
https://nebb.tovuti.io/courses/course/certified-technician-recertification-tutorial
https://nebb.tovuti.io/courses/course/designated-certified-professional-individual-and-firm-recertification-attestation-tutorial

