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Process Flow: Approving Renewal and Reinstatement 
Applications

Nurse aide requests 
verification of 

employment by 
employer 

Employer will 
receive an email 
notifying them 

that an 
application is 

ready for review

Employer 
Admin will log 

in to the 
Credentia 

platform and 
review 

application

Employer 
Admin will 

submit 
application

Nurse aide will 
be notified of 

results

When an employer 
is added to the 

Credentia Platform 
an email will be 

triggered to provide 
access. Employers 
should not create 

their own account. 



Credentia Login

• Go to www.credentia.com to log in
• Click on Login on the top right corner of the screen

• Type in your registered email ID and Password to login
• Click on Login 

• To reset your password, click on Forgot Password? 
• Type in your registered email ID and click on Submit.
• Check your email for an Access Code to reset the 

password.

1.

2.

3.

http://www.credentia.com/


Training Institute Console Menu

Console 
Identifier

Profile Icon

Left Navigation 
Panel

• The Credentia Employer Console has a left navigation panel, with tabs for 

different functions

• The top right menu bar shows the console identifier (Training Institute), and 

Profile Icon

• Clicking on any of the tabs on the Left Navigation Panel will display the details 

of that page in a Main Page view 



Registration Renewal

Pending, Overdue, Approved, 
Rejected or All Candidates 

Action icon allows you 
to View the 
application

• All of the renewal applications that are pending your review will be in the 

“Pending” tab.

• Applications that have already been approved or rejected can be found under 

the “approved” or “rejected” tabs.

• Choose the eye action icon to view the application. 



Registration Renewal and Reinstatement

• Review the application to ensure that the individual completed the required 8 hours of work 

in the 24-month period prior to expiration date listed at the top of the application. 

• If so you can approve the application and if not you can reject the application. You can 

provide a note that is viewable by the nurse aide. 



Thank you

Credentia Support:

Support@credentia.com

888-204-6249 (8:00 AM to 8:00 PM EST)
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