


Step 4.  Once you are in your 
Certification Portal, Click on 
“Insert your PDHs here”.  You 
can also click “My PDH” in the 
sidebar.

Step 5.  Click the “Add PDH” 
button on the following webpage.

Step 6.  Enter the following information:

PDH Category: Select the most appropriate 
option from the dropdown menu.

Date Earned: The actual date this unit of 
PDH credits were earned.

Title of Activity: Name of the instruction, 
presentation or study.



Step 7. Enter the following information:
  
Credits: Enter the number of PDHs 
earned in the associated text box.

File Upload: Click “Choose files” to 
upload any documentation you have to 
support the entered PDHs.   This can 
include Participation Certificates,
transcripts, or completed EnviroCert 
forms.  Please refer to EnviroCert 
Policy PS6003.03-16 for more details.
Documentation is required for
the purpose of performing Audits.

Step 8.  Click “Save Changes” when you 
are finished.  You will continue the above 
steps until you have entered all of the 
PDHs you have earned and wish to claim.

NOTE: PDHs can be uploaded at any time 
throughout the year.  Many have found it 
beneficial to upload them as they are 
earned. This will allow the portal to help 
you track how many you have earned and 
still need before your expiration date. Also 
avoiding the last minute rush to find docu-
mentation and upload them just before 
your expiration date.



Step 9.  Return to the “Home” page by 
clicking the home key on the sidebar.  
From the home page click “Submit 
Renewal” to proceed with your renewal.

Step 10.  Check the box beside the 
certification you wish to renew.

Step 11.  Verify your contact information.



Step 12.  Agree to the Terms and 
Conditions and click “Pay” to be 
directed to a secure site to pay with 
credit card.

Note:  Please be sure billing 
address and zip code match infor-
mation for credit cared you are 
using, as the transaction will not go 
through otherwise.

If you would like a receipt of your 
completed transaction you will 
need to print the screen showing 
your order number.

Step 13.  You will be directed 
to checkout and pay renewal 
fees at this time.  Select to 
pay via Check Payment or 
Credit Card.



Step 14.  Verify that all billing 
details are correct:

First and Last Name
Billing Address
Phone Number
Email Address

Step 15.  Click “Pay 
for order” to complete 
your renewal.


