.“B ° International Institute
of Business Analysis”

I IBA® - CBDA Recertification Process

This document illustrates how to enter recertification hours into the [IBA system. Refer to the
IIBA®-CBDA Recertification Handbook for recertification requirements and information needed to
maintain your designation.

To recertify for your designation, you must earn a minimum of 20 Continuing Development Units
(CDUs) every one-year from your Date of Certification and complete the following goals:

Earn a minimum of 20 Continuing Development Units

Pay recertification fee

Submit recertification application

Receive confirmation email from IIBA — Congratulations! You are Recertified!

PwbNE

The following will give you the information, step-by-step, on how to enter your recertification hours.
The system will translate your hours into CDUS.

1. Login to the IIBA portal using your |IBA credentials

® |nternational Institute
of Business Analysis™

[ & Username |

nter Username

[ @ Password |

nter password

Forgot your password? Sign up here

trouble accessing your account, contact info@iiba.org or

Your username is in the format of an email. If you have I
call 1-866-789-4422

Cancel

B it

2. From the top of the page, select “Certification” and then from the drop-down menu select “My
Certifications”.

.'B "‘[E”"“"””"f'”"’““"?‘ MyDashboard ~Membership [ Certification’ GetInvolved Events Renew Store &
Of Business Analtysis

4 Dashboard

MITIGATE THE RISKS.
PROTECT YOUR ORGANIZATION.

® iiba.org


https://my.iiba.org/portal/s/login/
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3. Notice the Goals and the Recertification Requirements
This page shows the Goals and Recertification Requirements.
The Goals section will Complete as you proceed through each one.

The Recertification Requirements section will calculate the hours as you enter them into your BA
Development Log (see Step 4.) and then the system will translate them into CDUs.

If you record more than the required 20 CDUs in your current one-year cycle, the system will apply
up to 5 of your excess CDUs to your next one-year cycle.

To enter your hours, go to the goal, 20 Continuing Development Units and select “Get Started” or,
go to the “Certification” tab and select “My Certifications”.

CBDA - Certification in Business Data Analytics Status: Certified  Term Start Date: 15/04/2021  Term End Date: 15/04/2022  Certification Date: 15/04/2020)

GOALS Status
20 Continuing Development Units Incomplete Get started

Pay Recertification Fee I

Submit Recertification Application Incomplete
RECERTIFICATION REQUIREMENTS

REQUIREMENT NAME CDUs Earned CDUs Max Allowed CDUs Met ouR HoURS HOURS NEEDED
Learning Stream (Minimum 10CDUs required)
Professional Development:

vt Academic aucation

Self Directed L¢

Learning Stream Total Unlimited
Applying Stream

Work History

Professional Activities (CDUs):

Volunteer Service.

Applying Stream Total

Transfered CDUs:

Total 0 Less than 20

Transfer of CDUs per cycle:

Totals
Transfer of CDUs Per Cycle

4. From the BA Development Log, you will be able to enter hours into any of the six categories.
Go to “My Certifications” to see your progress.

CDUs must be earned within 2 main streams: Learning and Applying as stated in the IIBA®-
CBDA Recertification Handbook.

Each of the categories below, is within a stream. You must have CDUs in both streams and you

must earn a minimum of 10 CDUs in the Learning Stream every year.

@) iiba.org
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° 4 5
.'B International “hmuEs My Dashboard Membership  Certification Events  Get Involved Renew Store A&
of Business Analysis™

[[]] BADevelopmentlog Your Entry Can Not Be Changed After 7 Days
a8 Sample 06 ’ i : J ’ =

@ Professional Development (0) New Certification Handbook

Areas/Domains

Q Work History (0) New

Professional Activities (0) New

Self Directed Learning (0) New

8
m Volunteer Service (0) New
8
&

Formal Academic Education (0) New

5. How to Log your Professional Development Hours (Learning Stream)

Use this category to record your Professional Development hours for Endorsed Education Provider
(EEP) educational activity, IBA® Chapter meetings and events, other providers courses,
seminars, live webinars, workshops and events. Refer to the IBA®-CBDA Recertification
Handbook for eligibility.

1 hour of contact time = 1 CDU and can be added to in increments of .25 hours.

Select “New”

.'B N :)HTtE:.::IEIILSS’;“IIM"I[;;’I;EEE' My Dashboard Membership  Certification Events  Get Involved Renew Store &
Iﬂl BsgrD_:\gllgpggm Log Your Entry Can Not Be Changed After 7 Days
‘ D Professional Development (0) New -

m Work History (0) New

ﬁ Professional Activities (0) New

m Volunteer Service (0) New

Q Self Directed Learning (0) New

G Formal Academic Education (0) New

@) iiba.org
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Select a record type from the list and click on “Next”

NOTE: Record live webinars under the record type, “Online Course”.

Select a record type

New Professional Development

Classroom Course -

Chapter Event

Chapter Study Group

Conference Track Session or Keynote

Conference Workshop
Online Course

Self Directed Learning

-

cones m

iiba.org
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Complete the Information and “Save”.

Information

rF
4
Aralyre Data - FALS
it anad Raspecrrt Flecs
w0 ol
i rany keved St
CyEaarmacLring Ohervia 2
Ene 5k ALT
= b o] w

ar

ar

Select the “Available” Knowledge Area’s (KAs) and
move them over to the “Chosen” field.

Select as many KAs as pertain to your work activity
including any, or all, of the ones that align with the
requirements for this certification:

= |dentify Research Questions

=  Source Data

= Analyze Data

= Interpret and Report Results

= Use Results to Influence Business Decision Making

=  Guide Company-level Strategy for Business
Analytics

Additional ones will feed into your other certifications.

-

iiba.org
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The hours will appear in your BA Development Log and will show as CDUs on the summary page
in “My Certifications”.

My Dashboard ~ Membership  Certification

Events

Get Involved

Renew  Store &

.‘BA‘“ International Institute
of Business Analysis™

1] BA Development Log
28 Sample 06

@ Professional Development (1)

Activity Title Activity Type

Business Data Analyt... Classroom Course

Your Enfry Can Not Be Changed After 7 Days

Hours Start Date

16.00 23/06/2020

New

View All

My Certifications

Certification Handbook
Recertification Handbooks

Knowledge Areas/Domains

To add more entries into the Professional Development category, select “New” and select a record
type and complete your information.

Select a record type

Classroom Course
Chapter Event
Chapter 5tudy Group
Conference Workshop
Online Course

Self Directed Learning

iiba.org
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6. How to Log your Work History Hours (Professional Experience) (Applying Stream)

This category is where you record your professional experience. Use this category to record your
hours of business analysis work experience. Refer to the IIBA®-CBDA Recertification Handbook
for eligibility. 1000 hours = 5 CDUs.

Select “New”

o . 5
.‘B ® International "M'l“[‘?‘ My Dashboard ~ Membership  Certification ~ Events  GetInvolved Renew Store &
of Business Analysis

[[]] BADevelopment Log Your Entry Can Not Be Changed After 7 Days Certifications
= Sample 06 ’ v J - l

@ Professional Development (1) New Certification Handbook

Activity Title Activity Type Hours Start Date
Knowledge Areas/Domains
Business Data Analyt... Classroom Course 16.00 23/06/2020

v

View All

g Work History (0) New -

@) iiba.org
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Complete the Information and “Save”.

tlon Module

&t

wiedge Areas...

wiedge Areas...

rea 3

wiedge Areas...

rea 4

wiedge Areas...

wiedge Areas...

rea 6

Information
Work Histo Pre Regl

Sample 01
* Organlzation Name Organlzation Websl
Work Descrip

e
Start D " End Date
B
COU Audlt
* Con
Contact Flrst Name " Contact Last Nam
Contact Phone

Work Hours
Work Histo i
Work History 2 (n
Work History 3 (n
Work History & (n
Work History 5 (n

Search WH Knor
Work History & (nrs) WH

Search WH Knor

wiedge Areas...

The hours will appear in your BA Development Log

in “My Certifications”.

® [nternational Institute

of Business Analysis™

My Dashboard

Membership

Certification

Select as many KAs as pertain to your work
activity including any, or all, of the ones that
align with the requirements for this certification:

= |dentify Research Questions

=  Source Data

= Analyze Data

= Interpret and Report Results

= Use Results to Influence Business Decision
Making

= Guide Company-level Strategy for Business
Analytics

Additional ones will feed into your other

certifications.

-

and will show as CDUs on the summary page

Events  Get Involved Renew  Store &

ay

BA Development Log
le O

Your Entry Ca

an Not Be Changed After 7 Days

Samp
E Professional Development (1) New
Activity Title Activity Type Hours Start Date
Business Data Analyt... ~Classroom Course 16.00 23/06/2020 v
View All
m Work History (1) New
Organization Name  Work Description Total Working Hours Start Date
ABC Company 250.00 04/05/2020 v
View All

iiba.org
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7. How to Log your Professional Activities Hours (Applying Stream)

Use this category to record your professional activities hours. Refer to the IBA®-CBDA
Recertification Handbook for eligibility.

Select “New”

* . :
.'B ® International ‘”5“““‘_3‘ My Dashboard ~ Membership  Certification  Events  GetInvolved Renew Store &
of Business Analysis’

(L] Sample 06 Your Entry Can Not Be Changed After 7 Days My LS

@ Professional Development (1) New Certification Handbook

Recertification Handbooks
Activity Title Activity Type Hours Start Date

Knowledge Areas/Domains
Business Data Analyt... Classroom Course 16.00 23/06/2020

v

View All
@ Work History (1) New
Organization Name  Work Description Total Working Hours Start Date
ABC Company 250.00 04/05/2020 v
View All

3 Professional Activities (0) New -

@) iiba.org
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Complete the Information and “Save”.

Information

* Peofewucnal Actresp Tes 0
Mo -

Knowiedize Damain

® Enovisdge A Doman

Bl i [ ——
Iritiathe Horizon - KALD -~ I
Deiivary Hortaon - KALL
Tdaniify Resaarch Quest
Sourrs Doma - KATLS
#rakge Data - KALS
Iribermred and Regort fes
Lsi s fo Infusnde
Guide Company kvl ST
Cybersecurity Overviw a
Entorprise Rk EALTIC

-

Cybarsacurity Risks and T

Select the “Available” Knowledge Area’s
(KAs) and move them over to the “Chosen”
field.

Select as many KAs as pertain to your
work activity including any, or all, of the
ones that align with the requirements for this
certification:

= |dentify Research Questions

= Source Data

= Analyze Data

= Interpret and Report Results

= Use Results to Influence Business
Decision Making

=  Guide Company-level Strategy for
Business Analytics

Additional ones will feed into your other
certifications.

-

iiba.org
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The hours will appear in your BA Development Log and will show as CDUs on the summary page

in “My Certifications”.

® International Institute

‘

of Business Analysis"

BA Development Log
Sample 06

E Professional Development (1)

Activity Title Activity Type

Business Data Analyt...  Classroom Course

Work History (1)

Organization Name  Waork Description

ABC Company

a Professional Activities (1)

Activity Title CDUs

Data Business Analyt... 10.00

My Dashboard ~ Membership ~ Certification  Events  Get Involved

Hours

16.00

Total Working Hours

250.00

Start Date

28/09/2020

Start Date

23/06/2020 v
View All
New

Start Date

04/05/2020 v
View All
New

End Date

29/09/2020 v
View All

ELTEN Store AL

My Certifications

Certification Handbook

8. How to Log your Volunteer Service Hours (Applying Stream)

Use this category to record your volunteer hours. Refer to the IBA®-CBDA Recertification

Handbook for eligibility.

Select “New”

® International Institute

of Business Analysis™

MyDashboard ~ Membership ~ Certification ~ Events  GetInvolved Renew Store &

BA Development Log
Sample 06

E Professional Development (1)

Activity Title Activity Type

Business Data Analyt... Classroem Course

Work History (1)

Organization Name ~ Work Description

ABC Company

E§ Professional Activities (1)

Activity Title CDUs

Data Business Analyt... 10.00

m Volunteer Service (0)

n Not Be Changed Afte

Hours Start Date
16.00 23/06/2020
Total Working Hours Start Date
250.00 04/05/2020
Start Date End Date
28/09/2020 29/09/2020

New Handbook
ation Handbe
e Areas/Domains
v
View Al
New
-
View Al
New
v
View Al
New

iiba.org
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Complete the Information and “Save”.

Information

WolunEeer S

Fog Sagniraton Moduls
Tnabead TesiZs

* Enowiscgs Ams Domain

Bismineas Analysk Eroceda . 4
Agila Mirckat - KAH

Sirategy Horzon - KAS

[ritiative Horizon - KALD

Dedivary Horizon - KALL

Tkantify Research Quast

Sowece Doga - KALS

ArakreData  KALS

Iriberpret and feport Fes

Lhsi Rsenuies o Irifiundce

Gubde Cronmpany kel Sir

Select the “Available” Knowledge Area’s (KAs) and
move them over to the “Chosen” field.

Select as many KAs as pertain to your work
activity including any, or all, of the ones that align
with the requirements for this certification:

= |dentify Research Questions

= Source Data

= Analyze Data

= Interpret and Report Results

= Use Results to Influence Business Decision
Making

=  Guide Company-level Strategy for Business
Analytics

Additional ones will feed into your other
certifications.

-

iiba.org
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The hours will appear in your BA Development Log and will show as CDUs on the summary page
in “My Certifications”.

.'BA International ”"mmf My Dashboard Membership Certification Events Get Involved Renew  Store >
of Business Analysis
Sample 06
E Professional Development (1) New Ceriification Handbook
Receriification Handbooks
Activity Title Activity Type Hours Start Date
Knowledge Areas/Domains
Business Data Analyt.. Classroom Course 16.00 23/06/2020 -
View All
. Work History (1) New
Qrganization Name Work Description Total Working Hours Start Date
ABC Company 250.00 04/05/2020 -
View All
ﬁ Professional Activities (1) New
Activity Title CDUs Start Date End Date
Data Business Analyt.. 10.00 28/09/2020 29/09/2020 A
View All
m Volunteer Service (1) New
Activity Title Qrganization Name Hours Start Date
Chapter Committee IIBA 45.00 07/09/2020 -
View All
@] iiba.org
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9. How to Log your Self Directed Learning Hours (Learning Stream)

Use this category to record your self-directed learning hours that include personally designed
research and/or study activities including recorded (archived webinars). Refer to the IIBA®-CBDA
Recertification Handbook for eligibility.

Select “New”

My Dashboard Membership Certification Events Get Involved Renew  Store -

L!I %_E\lll:“;:[;l ;:66?“ Loz Your Eniry Can Not Be Changed Afier 7 Days

E Professional Development (1)

nowledge Areas/Domains

Business Data Analyt...  Classroom Course 16.00 23(06/2020 -

Work History (1)

ABC Company 250.00 04052020 -

ﬂ Professional Activities (1)

CDus Start Date End Date

Data Buslness Analyt...  10.00 28/09/2020 29/09/2020 -

m Volunteer Service (1)

Organlzatlon m Hou 5
Chapter Committes nBA 4500 07092020 -

E Self Directed Leaming (0) -

@) iiba.org
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Complete the Information and “Save”.

m
L
il
[
m
b
m
51
[
m
w

5]

Information

" Enoviwsge Arsas/Domains O

BRI E T Choar

TR PRGN Ry

Deifwary Horizon - KALL A
Tekantify Rescarch Quest a
Sourca Data - KALZ
ArakzeData KALS
Iribemret anddl Report fes

-

Select the “Available” Knowledge Area’s
(KAs) and move them over to the “Chosen”
field.

Select as many KAs as pertain to your
work activity including any, or all, of the ones
that align with the requirements for this
certification:

= |dentify Research Questions

= Source Data

= Analyze Data

= Interpret and Report Results

= Use Results to Influence Business
Decision Making

=  Guide Company-level Strategy for
Business Analytics

Additional ones will feed into your other
certifications.

-

iiba.org
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The hours will appear in your BA Development Log and will show as CDUs on the summary page

in “My Certifications”.

.'BA International
of Bus

BA Development Log
oy Sample 06

E Professional Development (1)

g Work History (1)

oOrganizatlon Name Work Descriptlon

ABC Company

ﬂ Professional Activities (1)

Data Buslness Analyt...  10.00

m Volunteer Service (1)

E Self Directed Learning (1)

Title Hours

Strategy for Buslness... 15.00

28/09/2020

01/02/2021

n Not Be Changed After 7

04/05/2020

End Date

29/09/2020

26/02/2021

Membership

Certification

Events

Get Involved Renew

Store

iiba.org

16



10. How to Log your Formal Academic Education Hours (Learning Stream)

Use this category to record formal academic course hours. Refer to the IBA®-CBDA
Recertification Handbook for eligibility.

Select “New”

My Dashboard Membership Certification Events Get Involved Renew  Store -

1] B Development Log e v Ca e Cha After 7 Days
L'J Sa|‘np|e 06 Your Entry Can Mot Be Changed Afier 7 Days
E Professional Development (1)
A Hou
. Classroom Course 16.00 -
Q Work History (1)
Organ zatlon Name Work Descriptlon Tota .'.:".":—:J'B Start Date
ABC Company 250.00 04/05/2020 -
ﬂ Professional Activities (1)
Actlvity CDus Start Date End Date
Data Buslness Analyt... 10.00 28092020 29/09/2020 -
m Volunteer Service (1)
Organlzation m Hou
Chapter Committes IBA 45.00 07f09/2020 -
E Self Directed Learning (1)
Hours Sta D -] End
Strategy for Business.. 15.00 o1 26/02/2021 -
G Formal Academic Education (0) -

@) iiba.org
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Complete the Information and “Save”.

Information
V7
v i
i ]
¥ .
Select the “Available” Knowledge Area’s
— (KAs) and move them over to the “Chosen”
field.
R Select as many KAs as pertain to your work
Sampi 0 x activity including any, or all, of the ones that
P — 1 align with the requirements for this certification:
e — e
Business Anciyss Krowie.. - = Identify Research Questions
Agitc Mircat - EAS 4 - Source Data
Strategy Horlzon  KAD = Analyze Data
Iritiathie Horaan  KAID = |Interpret and Report Results
Dethvary Horizon KALL = Use Results to Influence Business
Tckentify Ressarch uest Decision Making
Sourca Dot KALS =  Guide Company-level Strategy for
AraleData - KALS Business Analytics
L % andd Regmeoit Mes
Lse Romitsto Trfuance . W Additional ones will feed into your other
certifications.
[ ] iiba.org
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The hours will appear in your BA Development Log and will show as CDUs on the summary page
in “My Certifications”.

Sarur fwuicn Hamedhoab

@) iiba.org
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11. How to Track your Hours and Status

The “My Certifications” page will calculate your hours in the “Learning Stream” and “Applying
Stream”. As per the requirements in the IIBA®-CBDA Recertification Handbook, CDUs must be
earned within both streams. You must have CDUs in both streams and you must earn a minimum
of 10 CDUs in the Learning stream every year.

5 CDUs earned in the prior recertification cycle can be transferred to the next cycle if they were not
used.

Your “My Certifications” page shows the following under Recertification Requirements:

= CDUs Earned

= CDUs Max Allowed

= CDUs Met

= Required Hours

= Your Hours

=  Hours Needed

= Transfer of CDUs per Cycle

Once you have met the recertification requirements, your goal will show as Complete.

Your next step is to pay the recertification fee by selecting “Get started”.

o i ’
.‘BA My Dashboard ~ Membership  Certification  Events ~ Getlnvolved  Renew  Store &

Candidate Name: Sample O€

Exam Results Please refresh page after updating your goals
CBDA - Certification in Business Data Analytics Status: Certified  Term Start Date: 16/04/2020 Term End Date: 16/04/2021  Centification Date: 16/04/2020
GOALS status

20 Continuing Development Unlts Compiete

y ation Fee Incompite et startea

Subrmit Recertfcation Application Incompiete Gat startza

RECERTIFICATION REQUIREMENTS Met

REQUIREMENT NAME CoUs EARNED COUS MAX ALLOWED cous T REQUIRED HOURS YouR HoURS HOURS NEEDED

Learning Stream (Minimur 10CDUs required)

1 10 10 10 Nan
e Bt 1 NaN
15 s s 15 Nany
tmited
125 10 12 NaN
1 10 10
= 1 1 = NaN
625 1 1

@) iiba.org
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12. Pay your Recertification Fee

Select “Add to Order” to select the fee and then shopping cart will show 1 order.

You can “Checkout” directly, or “View Cart” and then “Checkout”.

MyDashboard  Membership  Certification

w catio
o 1IBA CBDA Recertification Fee a =
USD 50.00 oo
Click ADD TO
Quantity
1 = Add to Order
Deseription

store Comfcations e Pusiications
4 Renin IIBA CBDA Recertification Fee Q n -

TIBA CBDA Recertification Fee  USD 50.00
USD 50.00 oereuir non member —

1 e er Total: UsD 50.00

Description

Payment ta recertify for one year

Select “Continue”, fill out the information and select “Process Payment”.

MyDmhboard  Membershlp  Certification  Events  Getlmoied  Renew  Store

Checkout

1. Address

Order Summary

Discount code
Htems (1) usD 50.00
Tax UsD650
2. Choose a Payment Method I you see "Duplicate Order ID" Click Here
Order Total: UsD 56.50
Credit Card o Bxre:
Saved Payment Methads
Shapping Cart
IIBA CBDA Recertification  USD'50.00
*Card embar foe
Quart
Price: USD S

iiba.org
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Once payment is received, a Payment Successful box will appear from where you can “View
Receipt” or “Download Receipt”.

You can now submit your Recertification Application by going to “Certification” > “My

Certifications”.

My Dashboard ~ Membership

4

Payment Successful

Cerfificafion | Events Getlmoled Renew Store &

Log My Hours

My Certincations

FeeErneaen Guas My Certifications

Go fo My Profile

Your payment of USD 56.50 was successfully completed.

e e

13. Submit Recertification Application

Submit your recertification application by selecting “Get started”.

CBDA - Certification in Business Data Analytics

GOALS
20 Continuing Develapment Units
Pay Recertification Fee

Submit Recertification Application

Status: Readly to be Submitted  Term Start Date: 15/04/2020 Term End Date: 15/04/2021  Certification Date: 15/04/2020

Status

Complete

Complete

Incomplete

Read and Agree to the Attestations

Code of Conduct

Terms and Conditions

Get started -

| attest that the information provided in this application is true and accurate.
T agree to abide by the terms and conditions provided herein.

iiba.org
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https://www.iiba.org/globalassets/documents/terms-conditions-codes-of-conduct/certification-code-of-ethical-conduct-and-professional-standards.pdf
https://www.iiba.org/globalassets/documents/terms-conditions-codes-of-conduct/certification-code-of-ethical-conduct-and-professional-standards.pdf
https://www.iiba.org/globalassets/documents/terms-conditions-codes-of-conduct/certification-terms-and-conditions.pdf

Consent to the Certification Registry if you agree with the following:

Having the following information made publicly available on our international public registry,
located within the Certified Registries section of the [IBA website, and used for statistical purposes
by IIBA for affiliated chapters and organizations:

1. Certification achieved
2. First and last names
3. City, state/province and country

4. Certification date

Complete the information and select “Submit”.

r'm Jg;?gfﬂ:;:sﬁ; My Deestiboard  Membership  Cerfificalion Evenls  Gel bwolved

Submitting Your Recertification Application

Attestations -

# | att=ct that She Information provided In thic application s
bruw and scourate. ®

# | agree io abide by the tarms and canditione arovided
harsin.*

Certification Registry -

@) iiba.org
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https://www.iiba.org/certification/registries/
https://www.iiba.org/

14. You are Recertified for Another Year

You will receive a confirmation email from I[IBA, “Congratulations! You are Recertified!”

View “My Certifications” to see a new cycle begin again.

.'BA International |l7$lllut}‘9‘ My Dashboard Membership Certification Events Get Involved Renew  Store

of Business Analysis

CBDA - Certification in Business Data Analytics Status: Certified  Term Start Date: 15/04/2021  Term End Date: 15/04/2022  Certification Date: 15/0%/2020
GOALS Status

20 Continuing Development Units Incomplete Get started
Pay Recertification Fee Incomplete Get started

Submit Recertification Application Incomplete
RECERTIFICATION REQUIREMENTS Met
REQUIREMENT NAME CDUs EARNED CDUs MAX ALLOWED €DUs MET REQUIRED HOURS YOUR HOURS HOURS NEEDED

Learning Stream (Minimum 10CDUs required)

Professional Development: 0 10 0 o NaN
Farmal Academic Education. 0 10 0 [ NaN
Self Directed Learning: 0 5 o o NaN
Learning Stream Total 0 Unlimited

Applying Stream

Work History o 10 o o NaN
Professional Activities (CDUs) 0 10 0

Volunteer Service o 10 o 0 NaN
Applying Stream Total 0 10

Transfered CDU:
Total 0 Less than 20

Transfer of CDUs per cycle: s

@) iiba.org
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