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STEP 1: CREATE RECERT PROFILE / CERTIFICATION 

In order to submit your CE hours to CAPCE, you must create a Recert 
Profile/Certification. Click the RECERT tab as shown below to get started.   

 

  

  

You might want to watch a video on how to create your profile here:   
https://www.recert.com/video-lp-how-to-create-your-free-personal-
profile.   

  

Also, it is very important that you set the “Recertification Process Start 
Date” to a time before you took the course.  If you set it to a time after you 
took the course you will not be able to print the CAPCE certificate due to 
CAPCE requirements.  

https://info.psglearning.com/e3t/Ctc/T6+113/chRph04/VVqH976-ndbwW8t4CrB20CtTWW2z6fd_5VFbywN5XFYnz3qgz0W95jsWP6lZ3lCW94qp417PPZVHN69yTcMFfN2NW5qPd1C90x8K4W1Td8g22ls3jnW4JQkyT2zv9dPW90lyn02s5qfGW1SL1MW2jgNQjN48LMMcG-C6sW331yh28yyclvV9PjnL2xyccDW8yqZRz613bHrW6PhHBk9hYcghW1dkLtd8d9YVfW3YyZrk5CX5XjW52ml1Z8G_t3CW2VHlMz8l5GFCW3tTYdg4XM6rmW2TXjVm4tDnDYW6JRB_S4w96_hVv2yv185d7fqW71phyN4TQX1HW53wrlS8jkbNHW6302v91cvVXbVDp_S03LRhRwV9QC1m5ykgQ2VBZ1g75d_dxJW7D9wWl6-4R1tW8bMBvr1dpV_dW7jy-Gp95zXh5W7kpmvb8cYknYf3ZNJRx04
https://info.psglearning.com/e3t/Ctc/T6+113/chRph04/VVqH976-ndbwW8t4CrB20CtTWW2z6fd_5VFbywN5XFYnz3qgz0W95jsWP6lZ3lCW94qp417PPZVHN69yTcMFfN2NW5qPd1C90x8K4W1Td8g22ls3jnW4JQkyT2zv9dPW90lyn02s5qfGW1SL1MW2jgNQjN48LMMcG-C6sW331yh28yyclvV9PjnL2xyccDW8yqZRz613bHrW6PhHBk9hYcghW1dkLtd8d9YVfW3YyZrk5CX5XjW52ml1Z8G_t3CW2VHlMz8l5GFCW3tTYdg4XM6rmW2TXjVm4tDnDYW6JRB_S4w96_hVv2yv185d7fqW71phyN4TQX1HW53wrlS8jkbNHW6302v91cvVXbVDp_S03LRhRwV9QC1m5ykgQ2VBZ1g75d_dxJW7D9wWl6-4R1tW8bMBvr1dpV_dW7jy-Gp95zXh5W7kpmvb8cYknYf3ZNJRx04


 

 

 

Once you have completed setting up your Profile/Certification return to the My 
Account dashboard by clicking the My Account link  
as shown below. 
 

 

  

You will now see the My Account dashboard as shown below. 



 

  

  

Click on a course and you will see the following LAUNCH page.  Next, click 
on the big red “Launch Course” button. From here you will see the post-test 
and CAPCE survey sections that need to be completed.  
 

 

  

  



  

COMPLETE POST-TEST & CAPCE SURVEY 

 You should see the following screen. Please ensure you have completed the 
course, the Post-Test,and the CAPCE Survey. Note there is a green check 
mark next to each completed section. 

  

 

    

PRINT CAPCE CERTIFICATE 

Finally, to print the CAPCE certificate, you will need to click the “Completed 
Recert Courses” tab as shown below, then click the CAPCE icon to download 



the PDF certificate. Some courses require a skills verification form to be 
uploaded before you can print the certificate. 
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