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Step 1: Start Your Application 
 

1. Go to the NYCB website: 
https://www.asapnys.org/ny-certification-
board/ 

 
2. Click APPLY HERE. 

 

3. Scroll to the CRPA-Provisional section of the 
page 
 

4. Click Start Application: CRPA-Provisional 
Application 

 
Step 2: Sign In or Create a Certemy 
Account 
 

If you already have an account with Certemy 
(you have one if you previously applied for another 
NYCB certification) 
 
• Click Sign in. 
• Enter your email address and password.  

 
If you have forgotten your password, use the 
“Forgot Password” function or contact 
support@certemy.com. 
 

• Click CREATE ACCOUNT.  
If you are brand new to the New York 
Certification Board 

 
• Enter your name, email address and 

password. 
• Click on CREATE ACCOUNT. 
 
 
 
 
Creating an account will automatically enroll 
you in the application you chose. 

 

https://www.asapnys.org/ny-certification-board/
https://www.asapnys.org/ny-certification-board/
https://app.certemy.com/entry/self-enrollments/CRPA-P/0f2ebcf6-82e4-46a8-ba30-90a89f94ef7b
https://app.certemy.com/entry/self-enrollments/CRPA-P/0f2ebcf6-82e4-46a8-ba30-90a89f94ef7b
https://encoded-592c9deb-987b-4562-aa3c-9fa3d37d83e9.uri/mailto%3asupport%40certemy.com%2c
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Step 3: Open the Application 
 

1. On the left side of the screen click “CRPA-
Provisional Application”  
 

2. On the right side of the screen you will see 
the required steps. 
 

3. Complete each section. 
 
 

Applications will not be reviewed until every 
step is complete. 

 
 

NOTE: Completed steps are marked with a small 
green circle and check mark. 
 

 
Step 4: Complete Each 
Application Section 

(Individual steps will either say "Pending Review" or "Complete" when 
finished.) 

1. CRPA-Provisional Certification 
Requirements 
• Click COMPLETE NOW. 

 
 
 
 
 

• Read this entire page. 
(Only partial text shown here.) 
 
 
 
 
 
 

• Read the attestation statement. 

• Select YES to confirm your 
agreement. 

• Click CONTINUE.  
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• Sign using computer mouse or finger. 
 
 

• Click SUBMIT. 

• Click CONFIRM to finish. 

 
2. Application form: 

• Click COMPLETE NOW. 

• Read and answer all questions 
(those marked with a * are required). 

• Click on CONTINUE when the form 
has been completed. 

 
3. Education Verification 

Click COMPLETE NOW. 
Upload a copy of ONE of the following: 

• High school diploma or transcript 
• GED or High School Equivalency 

certificate 
• College diploma or transcript 

The document must include: 
• Your name 
• School name 
• Graduation Date (high school only) 

If your name has changed: 
• Upload legal name change document 

(e.g. marriage certificate or court-
ordered name change). 

If education is from outside the 
United States or its territories: 
• Your educational document must be 

evaluated by a foreign credential 
evaluation service, showing it is at 
least equal to a U.S. high school 
diploma.  

• Upload it along with your education 
verification. 

• A translation document alone will not 
be accepted. 

• Contact NYCB staff if you need 
assistance. 

Click CONTINUE when completed. 
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4. Peer Recovery Training: 
• Upload certificates which MUST 

show NYCB Trainer Approval badges. 

• Required training hours include: 

• 30 hours of Recovery Coach 
training 

• 16 hours of Peer Ethics 

• 4 hours of Medication Supported 
Recovery 

• You may upload all certificates at the 
same time or upload each 
separately.  

 

Enter Training Information 
 

Activity Type: 

• Click on the pull-down menu and 
select “NYCB-approved 50-hour 
Foundation Training (30-hour 
Recovery Coach, 16-hour Peer 
Ethics, and 4-hour MSR).”  

 

Hours: Enter 

• Number of hours for each individual 
certificate, OR 

• Total number of hours if uploading 
multiple certificates. 

 

 
Activity Title: Enter 

• Each training title(s) OR 

• “Various” if including multiple 
certificates entry.  

 

Activity Sponsor / Provider: Enter 

• The trainer’s name OR 

• “Various” if including multiple 
certificates. 
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Date when the activity was completed: 

• Enter the date of training: 

Format – mm-dd-yyyy 
Example: 06-30-2025 

• OR use the calendar to enter the 
date. Choose: 

• Year – If not the current year, 
click on the down arrow 

• Month 

• Day 

If you upload multiple certificates, enter 
today’s date.  

 
 

 

Upload Training Certificates 

• Click Browse. 

• Select the file name on your device. 

• Click Open (The document title 
should then show on the right). 

• Click SUBMIT at the bottom. 
 
Certemy will show: 

• Hours Incomplete 

• Hours Pending Verification and will 
show as “Pending Verification” until 
approved 

• Hours Completed 

 
 
 
 
 
 

 

5. Candidate Statements 

• Read the full statement. 

• Click COMPLETE NOW. 

• Select YES to confirm your 
agreement. 

• Sign using computer mouse or finger. 

• Click SUBMIT. 

• Click CONFIRM to finish. 
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6. Attestation 

• Click COMPLETE NOW. 

• Read all statements. 

• Click YES to confirm agreement with 
each statement. 

• Click CONTINUE. 

• Sign using computer mouse or finger. 

• Click SUBMIT. 

• Click CONFIRM to finish. 

 

7. Authorization to Obtain 
Information Statement 
• Read the statement in full and click 

COMPLETE NOW. 

• Click YES to confirm your agreement. 

• Click CONTINUE and sign using 
computer mouse or finger. 

• Click SUBMIT. 

• Click CONFIRM to finish. 
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8. Disclaimer 
• Read the statement in full and click 

COMPLETE NOW. 

• Select one of the options 

• Click CONTINUE. 

• Sign using computer mouse or finger. 

• Click SUBMIT. 

• Click CONFIRM to finish. 

 

 

9. Release of Information 
• Click COMPLETE NOW. 

• Read the text. 

• Answer the two questions. 

• Click CONTINUE. 

• Sign using computer mouse  
or finger. 

• Click SUBMIT. 

• Click CONFIRM to finish. 
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10. Pay the Application Fee 

Choose One Payment Option. 

Option 1 

• Application Filing Fee 

• $100 + $3 processing fee 

• Enter “1” 

Option 2 

• Application Filing + IC&RC Exam 
Fees 

• $180 + $6 processing fee 

• Enter “1” 
 
Click PAY FEE. 

Enter: 

• Cardholder Name 

• Card number 

• Expiration date 

• Click on PAY ($103 or $186) 

• Follow prompts to enter billing 
information. 

Your receipt will be found in the 
“Receipt” tab of your Digital Wallet. 

 

 
 

 

Third Party Payment 
If someone else is paying: 

• Select 3RD PARTY PAYMENT. 

• Enter name of the person or 
organization paying the fee in the 
“Comment” space. 

• Click CONFIRM. Applicants are 
responsible for coordinating 
payment of all fees.  
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Important Information: 
• Applications will not be reviewed until: 

➢ All sections of the application are complete. 

➢ Payment is received. 

• Incomplete applications and fees expire after one year. 

• After Board Approval: 

➢ Your CRPA-Provisional certificate will appear in the Digital Wallet of your Certemy account. 

➢ You will also receive email notification. 

➢ You can download or print your certificate from Certemy. 

➢ Certificates will not be emailed to you. 

 

• CRPA-Provisional Certification Details: 

➢ Valid for 2 years (24 months) 

➢ One-time only 

➢ Cannot be renewed or extended 

 

Requirements to Upgrade to full CRPA: 

➢ Pass the IC&RC Peer Recovery exam. 

o You can take the exam as soon as you receive your CRPA-Provisional certification and have paid the $83 
exam fee. 

➢ Complete 500 hours providing peer recovery support services and receive 25 hours of supervision. 

➢ Complete an Upgrade to CRPA application in Certemy. Cost to apply is $52 fee or $134, which includes the 
exam fee. 

 

Visit our website for detailed instructions on upgrading to full CRPA certification: 

https://www.asapnys.org/certified-recovery-peer-advocate-crpa-and-crpa-provisional/ 

 

Questions: contact Elisabeth Kranson at ekranson@iuany.org or Cathie Gifford at cgifford@iuany.org 

https://www.asapnys.org/certified-recovery-peer-advocate-crpa-and-crpa-provisional/
mailto:ekranson@iuany.org
mailto:cgifford@iuany.org

