2008-2009 Certification Maintenance Tips
	
	Electronic Submission 
	Mail Submission

	Access Web Portal
	· Access the web portal using the large button on the upper right corner of the AAFCS homepage (www.aafcs.org).  
· See information on that page about your username and password for login.
	

	Renewal Fee Payment
	· Persons who have prepaid the 2008-2009 maintenance fee will not have a fee payment due this year. 
	· Persons who have prepaid the 2008-2009 maintenance fee will not have a fee payment due this year.

	PDU Reporting
	· In the web portal “CFCS Professional Quick Links” section, click on “View Certification Profile and Update PDUs.”

· The “View/Edit My PDU Record” screen shows the dates of your certification cycle and the list/status/total of PDUs reported within the current cycle.
· If this screen has no PDU activities listed, the Certification Office has no record of any PDUs reported during your current certification cycle.    
· Use of the electronic PDU reporting system allows you to report PDUs at your convenience incrementally throughout your certification cycle.

· PDUs reported electronically in error can be deleted y clicking the “Delete” button.

· Additional PDUs can be reported by clicking the “Add PDUs” button.
· See the list of options for earning PDUs at http://www.aafcs.org/certification/pduopportunities.pdf 
	· Use the printed “PDU Reporting Form” included in the certification renewal mailing or printed from the AAFCS website to report PDU activities.
· See the list of options for earning PDUs at http://www.aafcs.org/certification/pduopportunities.pdf
· When using the printed “PDU Reporting Form,” report PDU activities only once during the 3-year certification cycle when all 75 PDUs can be reported.

· Mail the completed “PDU Reporting Form” to AAFCS, 400 N. Columbus Street, Suite 202, Alexandria, VA, 22314.

	Update Personal Data Profile 
	· Log into the AAFCS website (www.aafcs.org) web portal, select the “Manage Profile” option under “Quick Links.”
· Edit personal data information as appropriate.
	· Mark corrections to personal contact information directly on the fee invoice before submitting payment.


