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Introduction 

This step-by-step manual was designed to assist agencies navigate various applications available in the online 

application system. The applications available to complete and submit within this system include… 

Initial Accreditation (Deemed eligible agencies only) 

Reaccreditation 

Extension of Accreditation 

Change in Accredited Processes 

“Workflow Diagrams for Agencies” provides a single page overview of the various application processes. 

Section 1, “Create an Account and Profile,” is used to create an online account. So that all applications and 

documentation reside in one location, there shall be only one account per agency.  This is also where changes in 

account information and details are conducted. 

Sections 2 through 8 detail the steps to complete an initial accreditation or reaccreditation application. These 

provide a high level of detail to walk applicants through various steps to include submission. 

Sections 9 and 10 describe the information exchange through the application system to respond to 

questions/comments made by the Technical Analyst, Committee on Accreditation (COA) members, and other 

Pro Board staff. 

Section 11, “Change in Accredited Processes,” is where an agency changes the processes used to assess and 

certify on a Standard/Edition/Level.  In that case, the agency should go into the system and complete an 

application for a change in accredited processes. 

Section 12, “Extension of Accreditation,” Is used when and agency wants to be accredited for an additional level of a 

standard and edition. It is also used to update standards and levels, as necessary.  In either case, the agency should 

go into the Online system and enter an application for an extension of accreditation. 

Section 13, “Agency Delegates Process,”- A Primary Accredited Agency (PAA) may decide to utilize one or more 

Delegates to certify one or more Standards, Editions and Levels.  For the delegate, this process is not facilitated 

by any online application systems and use a different process described here. 

Section 14, “Reaccreditation”- Agencies that are accredited by the Pro Board’s Committee on Accreditation 

must apply for reaccreditation every five (5) years.  The steps are the same as for initial accreditation, but 

agencies do not have to completely start over to enter an accreditation application; parts of the previous 

accreditation application may be copied.  The process of entering the information can be less lengthy and can 

still be done in sections – and saved and returned to later. 

 

Please contact the Pro Board Accreditation Manager for further assistance. 
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Agencies throughout the world have followed some key processes when becoming accredited by the Pro Board.  This 
guide depicts these processes as a series of diagrams of the workflows to obtain initial accreditation, extensions of 
accreditations, changes to accredited processes, and reaccreditation over time. 
 
Note that steps highlighted in green = Pro Board actions, blue = Agency actions, and yellow = joint actions by the 
Agency and the Pro Board. 
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Agencies who wish to become accredited with The Pro Board must apply online for initial accreditation – and also for 
additional accreditation and for re-accreditation over time.  The first step in applying online is to establish an account in the 
Pro Board’s online Accreditation System, as follows: 
 
Navigate to the Online Accreditation System 
Using a browser, enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.  
See the Pro Board’s Welcome screen.  Read the introductory information, then scroll down and click on the Web-Based 
Application System button. 
 
Select to Create an Account 
See the sign in screen.  To register your account, click the Create an Account button. 
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Enter the New Account Information 
See an Agency Profile entry screen.  Click in the fields provided and enter information to set up the account with the Pro 
Board, as follows.  Note that some fields are mandatory.  Note also that there is a menu list on the lefthand side of the 
screen; it highlights and points to the section you are in on this screen. 
 

a. Enter Contact Information for the agency.  Scroll down as needed to see all of the fields to enter. 
 

b. Enter the Agency Profile information – the agency name and the director’s information. 
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Enter the Agency Profile Information (continued) 
 

c. Scroll down and click the radio button to select a Classification of Agency, based on the descriptions. 
 

d. Enter the Number of Persons Served by Agency.  Click the radio buttons to answer the additional questions. 
 

e. Scroll down and enter the text descriptions for your Certification Mission and Authority. 
 

f. As part of the Certification Mission and Authority, note that there is a place to upload a copy of the 
document(s) that provide the legislation or legal approval for being designated as the agency for the Entity.  
Upload an electronic file as available by clicking the Choose File button and selecting a file of the document 
images from a directory.  The file name will then be displayed and available for review by the Pro Board, as 
part of your online application submission. 

 
g. When completed, click the Save and Proceed button at the bottom of the screen. 
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Correct any Missing Information 
If you did not fill in all of the mandatory fields, see error messages at the 
top of the screen with the corresponding fields highlighted in pink.  Fill in 
the required information to correct the error messages.  

Save and Submit the New Account and Profile 
When finished with all account information entry, scroll to the bottom of 
the screen and click the Save button.  This will submit your account to the 
Pro Board.  You will receive an email to indicate that the new account 
setup request was received for processing.  The Pro Board will then 
review and approve your new account setup and will send you an email 
when the account is ready for entering an application for accreditation.       

 
 
 
 
 
 
 
 

                                                    

 
 
 
 

Receive an Email with the Account Approval 
Once you have received an email from the Pro Board indicating that your account is approved and that you may now 
apply for accreditation, go to the next quick reference guide to sign back into the Accreditation System and enter the 
application. 
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Once you have established a Pro Board account for your agency, you will need to apply for accreditation.  The steps are the 
same for initial accreditation as for reaccreditation or for expanding or changing your accreditation.  The process of entering 
your information may be lengthy but can be done in sections – and saved and returned to later.  Follow these steps: 
 

 
Sign On to the Online Accreditation System 
Using a browser, enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 
On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
See a blank Dashboard and Applications, in preparation for your application entry.   
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Select an Application Type  
 

a. Click the down arrow to the right of “Select Application Type” and see a dropdown list of possible actions.   
 

b. For an Initial Accreditation, click to select Accreditation.   
 

c. See a pop up message.  Review it and then click the Close button. 
 

 

Start a New Application 

Click the Start New Application button.  NOTE: You must have selected an application type before you may press this 
button. 
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Review the Menu List 
See the first screen of Application details, with fields auto-populated based on your earlier account setup.   

 Note that the lefthand column on the screen displays a menu list of  links to all of the sections which need to be 
filled out to complete and submit the application.  A small arrow will highlight and point to the section currently 
displayed. 

 Also note that the application’s Status is always displayed at the top left of the screen.  

 NOTE:  Instructions in this quick reference guide are for entry of all sections in the Application part of the menu list. 
 

 
Review/Update the Basic Contact Information and the Agency Profile 
Review and/or update the Agency information:  Contact Information, the Agency Profile and the Certification Mission 
and Authority descriptions.  Scroll down as needed to see all fields. 

 
Save and Proceed to the next Section of the Application 
When finished, go to the bottom of the section and click the Save and Proceed button.  This will automatically take you 
to the next section of entering the initial application information:  Standard, Levels and Editions.   
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Select the desired Standards for your Accreditation 
Click the Add Standard button to display a row of possible selections.   
 

a. Click the small arrow to the right of the NFPA Standard to open a dropdown list.  Select the desired Standard. 
 

b. Open the dropdown list for Edition and select the appropriate Edition year. 
 

c. Open the dropdown list for Level and select the desired Level for that Standard and Edition combination. 
 

d. If the Level selected is new to the agency, click the New Level? box and continue. 
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Select all Standards for your Accreditation  (continued) 

 
d. See a line of the desired Standard, Edition and Level selected.  Click the Update button to add. 

 
e. Repeat these steps to build the full list of all Standards – with their Editions and Levels – that you will be 

submitting as part of your accreditation application.  (NOTE:  This may be a long list.)  Then click the Save 
and Proceed button at the bottom of the screen to go to the next section. 
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Indicate Delegation of Authority 
Click Yes or No to tell the Pro Board if you will delegate to another agency.  Then click the Save and Proceed button to 
automatically go to the next section. 
 

 
 
 

 

Select the Candidate Certification Options and Annual Fees 
See a list of options for possible Certification Plans and Fees.  Click to highlight a radio button for the desired plan and 
associated fee, then click the Save and Proceed button to go to the next section. 
 

 
  

8 

9 



   

Enter Initial Application Information     v2   06/01/2021 

            

7 

Online Application: 
2. Enter Initial Application Information 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 
 
Enter a Description for Promoting the Pro Board 
In the text box for Marketing and Promotion, enter a description of what your agency intends to do to market and 
promote the Pro Board system. 
 
Complete the Entering of Initial Application Information 
Click the Save and Proceed button to go to the next section.  This completes the main part of the Application.   
 
NOTE:  You may click the Save and Return button instead if you wish to stop for now and get more information to 
enter into the application at a later time.  Once you return to the Application later, you may click on the section title on 
the menu list to jump directly to the next desired section. 
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Once you have entered and saved the initial online application information, you will need to enter a self assessment.  Entry is 
separated into sections or areas of focus – and as usual can be partially completed, then saved and returned to later.  To 
enter the self assessment information for intended Program Administration at your agency, follow these steps: 
 

 
Sign On to the Online Accreditation System 
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:  
https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 
Edit the Online Application for your Agency 
See a Dashboard or My Applications list of your agency’s applications to date.  Click the Edit button to the right of the desired 
application line, to call up its details and enter more information. 
 
NOTE:  See your user name highlighted in yellow in the top right of the screen.  To exit the Online System at any time, click 
the Sign Out button. 
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Navigate to the Self Assessment 
See the first screen of the application in progress: the Agency Profile contact information.  Scroll down to see the 
lefthand menu list section for Self Assessment.  Click on the Instructions menu link. 

 

Review the Self Assessment Instructions 
See a screen of instructions for how to enter and complete all self assessment sections of the online application.  
Review the instructions and prepare the information and materials needed to enter each section. 

Once finished with your review and preparation, click the Save and Proceed button to begin information entry. 
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Enter the PA1 Criterion 
See the screen for entering the first PA criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will meet 
the stated criterion.  Scroll down as needed to complete the information.   
NOTE:  You may skip a description and leave it blank temporarily, but you must return later to complete it. 
NOTE:  For each description entry, a set of Microsoft Word text options is available.  Use these to change the font 
boldface or italics or underlines as needed – to highlight your wording. 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the required 
materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the PA2 Criterion 
See the screen for entering the next PA criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Add this to the list of all the 
required materials to obtain for the site visit. 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the PA3 Criterion 
See the screen for entering the next PA criterion information.  The criterion is stated at the beginning of the screen.   Also 
note that you may click the View Instructions button at the top of the screen to see a refresher of the instructions. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
 
 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Add this to the list of all the 
required materials to obtain for the site visit. 
 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the PA4 Criterion 
See the screen for entering the next PA criterion information.  The criterion is stated at the beginning of the screen.   Also 
note that you may click the View Instructions button at the top of the screen to see a refresher of the instructions. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
 
 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Add this to the list of all the 
required materials to obtain for the site visit. 
 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
 

 
 

 
  

8 



   

Enter Self Assessment for Program Administration (PA)     v2   06/01/2021     

      

7 

Online Application: 
3. Enter Application Self Assessment –  
    Program Administration (PA) 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 

 

Enter the PA5 Criterion  
See the screen for entering the next PA criterion information.  Note that each criterion is stated at the top of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
 
 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Add this to the list of all the 
required materials to obtain for the site visit. 
 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 

 
 

Enter the PA6 Criterion 
See the screen for entering the next PA criterion information.  Follow the same steps to fill in the information, then 
click the Save and Proceed button. 
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Enter the PA7 Criterion 
See the screen for entering the last PA criterion information.  The criterion is stated at the top of the screen.   
NOTE:  This is an optional criterion and is to be completed only if the agency intends to delegate authority. 
 

For each question or sub-part of the criterion, enter your agency’s text description of how your agency will meet the 
stated criterion.  Scroll down as needed to complete the information.   
 
At the bottom of the screen, see a note highlighted in blue to remind you to assemble documents and submit 
them as part of the application.  (These will be submitted later in the application, following the instructions in …) 
 

 
 

At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary documents 
and materials for the Pro Board to review during its site visit.  Add this to the list of all the required materials to 
obtain for the site visit. 

 
 

When finished with entry for this section, click the Save and Proceed button to continue to the Test Development 
(TD) portion of the Self Assessment (go to the next Quick Reference Guide for TD Self Assessment).   
Or click the Save and Return button to leave the application entry for now. 
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To enter the self assessment information for Test Development at your agency, follow these steps: 
 

 
Sign On to the Online Accreditation System 
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:  
https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 
Edit the Online Application for your Agency 
See a Dashboard or My Applications list of your agency’s applications to date.  Click the Edit button to the right of the desired 
application line, to call up its details and enter more information. 
 
NOTE:  See your user name highlighted in yellow in the top right of the screen.  To exit the Online System at any time, click 
the Sign Out button. 
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Navigate to Self Assessment Test Development 
See the first screen of the application in progress: the Agency Profile contact information.  Scroll down to see the 
lefthand menu list section for Self Assessment and see that there are four sections of Test Development (TD) to enter.  
Scroll further and click on either the Section 2: Test Development (TD) Criteria link or the Criterion TD1 link (they take 
you to the same place). 

 

Enter the TD1 Criterion Information 
See the screen for entering the first TD criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Review the TD2 Criterion  
See the screen for criterion TD2.  Review the criterion listed at the top of the screen and read through the Supplemental 
Information on justifiable methodology.  Scroll down as needed to complete the review and go to the TD2 information entry. 
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Enter the TD2 Criterion Information 
See the screen for entering the next TD criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
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Enter the TD2 Criterion Information (continued) 

 
 

b. At the bottom of the screen, see two notes highlighted in blue.  The first note indicates what you are to 
submit with the application.  The second note reminds you to assemble the necessary documents and 
materials for the Pro Board to review during its site visit.  Add this to the list of all the required materials 
to obtain for the site visit. 
 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Review the TD3 Criterion Information 
See the screen for criterion TD3.  Review the criterion listed at the top of the screen.  

Read through the Supplemental Information on procedures for valid and reliable tests and test results.  

Note that application entry of test development is extensive and is divided into sections for five categories of assessment 
methodology.  Scroll down as needed to complete the review and go to the TD3 information entry. 

 

CAUTION- TD3 is a very long segment requiring a lot of data to be entered 
and reviewed.  “Save and Proceed” or “Save and Return” frequently.  If the 
web connection or WiFi choses to “time-out”, one may lose the data entered 
or prevent further data from being entered. 
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Enter the TD3 Criterion Information –  

     TD3 – A.  COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY 

             A. Cognitive Test Item Development 
 
Review the description and supplemental information about this assessment methodology.  See the fields for entering 
the next TD criterion information.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
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Enter the TD3 Criterion Information – (continued) 

    TD3 – A.  COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY 

            A. Cognitive Test Item Development – (continued) 
 

a. Continue to enter the TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

         TD3 – A.  COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY 

                 B. Cognitive Test Item Local Review 
 

b. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – B.  PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY 

                 A.  Psychomotor or  Skills Assessment Development 

 
c. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – B.  PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY 

                 B.  Psychomotor Test Item Local Review 

 

d. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – C.  PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY 

                 A.  Product/Project-based Assessment Development 

 
e. Review the supplemental information about this assessment methodology, then enter the criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – C.  PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY 

                 A.  Product/Project-based Assessment Development – (continued) 
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Enter the TD3 Criterion Information – (continued) 

     TD3 – C.  PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY                  

                B.  Product/Project-based Assessment Administration 

 
f. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – C.  PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY 

                 C.  Product/Project-based Assessment Evaluation 

 
g. Enter the next TD criterion information.  NOTE:  If you leave any of these descriptions blank, they will cause an 

error message to appear before you can submit the online application; they must be filled in later. 
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Enter the TD3 Criterion Information – (continued) 

     TD3 – D.  PROCESS ASSESSMENT METHODOLOGY 

                 A.  Process-based Assessments Development 

 
h. Enter the next TD criterion information.  NOTE:  If you leave any of these descriptions blank, they will cause an 

error message to appear before you can submit the online application; they must be filled in later. 
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Enter the TD3 Criterion Information – (continued) 

     TD3 – D.  PROCESS ASSESSMENT METHODOLOGY 

                 A.  Process-based Assessments Development – (continued) 
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Enter the TD3 Criterion Information – (continued) 

     TD3 – D.  PROCESS ASSESSMENT METHODOLOGY 

                 B.  Process-based Assessments Administration and 

                 C.  Process-based Assessments Evaluation 

 
i. Enter the next TD criterion information.  NOTE:  If you leave any of these descriptions blank, they will cause an 

error message to appear before you can submit the online application; they must be filled in later. 
j. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – E. PORTFOLIO ASSESSMENT METHODOLOGY 

                 A.  Portfolio Methodology Development 

 
k. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – E. PORTFOLIO ASSESSMENT METHODOLOGY 

                 B.  Assessment Team for Portfolio  

 
L. Enter the next TD criterion information.   
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Enter the TD3 Criterion Information – (continued) 

     TD3 – E. PORTFOLIO ASSESSMENT METHODOLOGY 

                 C.  Administration 

 
m. Enter the next TD criterion information.   

 

                                

8 



   

Enter Self Assessment for Test Development (TD)     v2   06/01/2021      

      

22 

Online Application: 
4. Enter Application Self Assessment –  
    Test Development (TD) 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 

 

Enter the TD3 Criterion Information – (continued) 

     TD3 – E. PORTFOLIO ASSESSMENT METHODOLOGY 

                 D.  Evaluation 
 

n. Enter the next TD criterion information.   
 

TD3 – F. OTHER ASSESSMENT METHODOLOGY 

o. Review the TD criterion information.   
p. At the bottom of the screen, see two notes highlighted in blue.  The first note indicates what you are to 

submit with the application.  The second note reminds you to assemble the necessary documents and 
materials for the Pro Board to review during its site visit.  Add this to the list of all the required materials 
to obtain for the site visit. 
 

When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the Save and 
Return button to leave the application entry at this time.) 
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Enter the TD4 Criterion Information 
See the screen for entering the last TD criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency 
will meet the stated criterion.  Scroll down as needed to complete the information.  NOTE:  You may skip a 
description and leave it blank temporarily, but you will have to return later to complete all text entry. 
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.   
 

c. When finished with entry for this section, click the Save and Proceed button to continue to the next 
section of application entry – and refer to the Quick Reference guide for Test Administration (TA).   
 
(Or click the Save and Return button to leave the application entry at this time.) 
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To enter the self assessment information for Test Administration at your agency, follow these steps: 
 

 
Sign On to the Online Accreditation System 
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:  
https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 
Edit the Online Application for your Agency 
See a Dashboard or My Applications list of your agency’s applications to date.  Click the Edit button to the right of the desired 
application line, to call up its details and enter more information. 
 
NOTE:  See your user name highlighted in yellow in the top right of the screen.  To exit the Online System at any time, click 
the Sign Out button. 
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Navigate to Self Assessment Test Administration 
See the first screen of the application in progress: the Agency Profile contact information.   

Scroll down to see the lefthand menu list section for Self Assessment and see that there are eight sections of Test 
Administration (TA) to enter.  Click on either the Section 3: Test Administration (TA) Criteria link or the Criterion TA1 
link (they take you to the same place). 
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Enter the TA1 Criterion Information 
See the screen for entering the first TA criterion information.  Note that the criterion is stated at the beginning of the screen.   
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.  Utilize the MS Word buttons for boldface, italics and underlines as needed to 
highlight your text and present it in your desired fashion.  Scroll down as needed to complete the information.  
NOTE:  You may skip a description and leave it blank temporarily, but you will have to return later to complete 
all text entry. 

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Review the TA2 Criterion 
See the screen for criterion TA2.  Review the criterion listed at the top of the screen and read through the Supplemental 
Information on justifiable methodology.  Scroll down as needed to complete the review and go to the TA2 information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the TA3 Criterion 
See the screen for this criterion.  Review the criterion listed at the top of the screen.  Scroll down as needed to complete the 
review and go to information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the TA4 Criterion 
See the screen for this criterion.  Review the criterion listed at the top of the screen.  Scroll down as needed to complete the 
review and go to information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Review the TA5 Criterion 
See the screen for this criterion.  Review the criterion listed at the top of the screen.  Scroll down as needed to complete the 
review and go to information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 

 
    

 
  

8 



   

Enter Self Assessment for Test Administration (TA)          v2   06/01/2021     

    

8 

Online Application: 
5. Enter Application Self Assessment –  
    Test Administration (TA) 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 
 
 

Enter the TA5 Criterion – (continued)  

 
a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 

meet the stated criterion.   
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Enter the TA5 Criterion – (continued)  

 
a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 

meet the stated criterion.   
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the TA6 Criterion 
See the screen for this criterion.  Review the criterion listed at the top of the screen.  Scroll down as needed to complete the 
review and go to information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

 
           

 
 
 
  

9 



   

Enter Self Assessment for Test Administration (TA)          v2   06/01/2021     

    

11 

Online Application: 
5. Enter Application Self Assessment –  
    Test Administration (TA) 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 
 
 

Enter the TA6 Criterion – (continued)  

 
a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 

meet the stated criterion.   
 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 
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Enter the TA7 Criterion Information 
See the screen for this criterion.  Review the criterion listed at the top of the screen.  Scroll down as needed to complete the 
review and go to information entry. 
 

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will 
meet the stated criterion.   

 

b. At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary 
documents and materials for the Pro Board to review during its site visit.  Make a list of all of the 
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit. 

 

c. When finished with entry for this section, click the Save and Proceed button to continue.  (Or click the 
Save and Return button to leave the application entry at this time.) 

 

 
 

Enter the TA8 Criterion Information 
Enter your agency’s text description of how your agency will meet the stated criterion.  See a note highlighted in blue to 
assemble materials for the site visit.  When finished, click the Save and Proceed button to complete TA entry. 
 
This completes the entry of TA information.  Proceed to entry of the next section of the online application. 
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Once the Self Assessment section of the online application has been entered, add in a matrix of assessment methodologies 
for each Standard, Edition and Level specified for certification by your agency.  These matrices will store the information for 
how and where to prove that your agency will be testing for certification.  To enter the AMMs, do the following: 
 
 
Navigate to the AMM Matrices 
Scroll down on the application’s menu column.  See the section for Assessment Methodology Matrices.  See a list of 
Standards, Editions and Levels indicated earlier in your application.  Click on the first Level listed. 

 
 
Review the Matrices Information 
See a screen of information about the purpose of the matrices, the process and how to use the assessment methodology 
matrices.  Review all information carefully. 
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Review the Instructions 
Scroll down to see and review the instructions for how to complete the AMMs.  Assemble the certification testing 
methods and references and prepare to complete the assessment methodologies to be utilized for each part of that 
specific Level’s certification testing. 
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Enter the Assessment Methodologies into the Matrices 
Scroll down and see the first part of the certification testing requirements for the specific Level. 
 

a. For each part and sub-part of a certification testing requirement, enter the appropriate references to the type 
of testing being done and to the specific questions or workbooks or skills that will test for certification for that 
requirement.  Note that the testing requirements include parts of general knowledge and general skills. 
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Enter the Assessment Methodologies (continued) 
 

b. Continue entering the AMMs for the next testing requirement parts. 
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Enter the Assessment Methodologies (continued) 
 

c. Continue entering the AMMs for the next testing requirement parts. 
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Enter the Assessment Methodologies (continued) 
 

d. Continue entering the AMMs for the next testing requirement parts. 
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Enter the Assessment Methodologies (continued) 
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Enter the Assessment Methodologies (continued) 
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Enter the Assessment Methodologies (continued) 
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Enter the Assessment Methodologies (continued) 
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Enter the Assessment Methodologies (continued) 
 

 
 

 
 
 

  

4 



   

Enter Self Assessment for Test Development (TD)     v2   06/01/2021      

      

12 

Online Application: 
6. Assessment Methodology Matrices (AMM) 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
 

 
Enter the Assessment Methodologies (continued) 

 
 

Complete an AMM and Proceed to the Next AMM 
When you have finished entering the AMM information for the first Level for a Standard and Edition, click the Save 
and Proceed button at the bottom of the screen.  On the menu column, select the next Level and repeat the 
process of filling in the assessment methodology matrices until all Levels have been designated with AMM proof of 
certification testing. 
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As part of the self assessment for your agency, you may choose to upload additional documentation which may support your 
application.  An example of this documentation may include the state law appointing your agency as the authority for 
firefighting testing.  To upload any supporting documentation for the self assessment, follow these steps: 
 

 
Sign On to the Online Accreditation System 
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:  
https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 
Edit the Online Application for your Agency 
See a Dashboard or My Applications list of your agency’s applications to date.  Click the Edit button to the right of the desired 
application line, to call up its details and enter more information. 
 
NOTE:  See your user name highlighted in yellow in the top right of the screen.  To exit the Online System at any time, click 
the Sign Out button. 
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Navigate to Self Assessment Documentation 
See the first screen of the application in progress: the Agency Profile contact information.   

Scroll down to see the lefthand menu list section for Self Assessment; click on the Supplemental Documentation link. 
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Navigate to the Document File 
See the screen for uploading supplemental documentation.  Note the instructions at the top of the screen, indicating the 
acceptable formats to use for uploading.  Click the “Select files…” button to navigate to the file directory location of the 
documentation.  Locate the desired document in the file directory, select it and click the Open button to upload it.   
Note: only select one document at a time to upload. 

                       

Upload the Document 
See the file being uploaded to the online application.  Watch as the “Uploading” status changes to “Done”.   

 
 

View the Uploaded Document 
See the file added to the list.  Click the View button to call up the document and ensure it uploaded correctly. 
Option:  click the Delete button to remove the document.  You will be prompted to verify that you wish to delete. 

 
 
 

Continue 
Repeat these steps to select additional documentation files, uploading one at a time.  When finished, click the Save and 
Proceed button at the bottom of the screen; this will automatically take you to a review of your application. 
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To complete the entry of your application online, you must first check your work and ensure that all sections are complete.  
Then you may submit the application.  To complete and submit your application, do the following: 
 

 
Sign On to the Online Accreditation System 
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:  
https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 
Edit the Online Application for your Agency 
See a Dashboard or My Applications list of your agency’s applications to date.  Click the Edit button to the right of the desired 
application line, to call up its details and enter more information. 
 
NOTE:  See your user name highlighted in yellow in the top right of the screen.  To exit the Online System at any time, click 
the Sign Out button. 
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Review a List of Entry Completion Status 
See the first screen of the application in progress: the Agency Profile contact information.   

On the lefthand menu list, click the link for “How Much of My Application is Complete?”.    
See an Accreditation Review screen.  Review your completion status at the top of the screen.   If incomplete, the 
message will be highlighted in pink.  Scroll down through the list of sections to find the area(s) which are incomplete.  
Note that the Submit button at the bottom of the screen is grayed out and not available unless all sections have a 
complete status.   
 
Using the lefthand menu list, select each section that is incomplete, and perform the required information entry.  Then 
return to the Accreditation Review and doublecheck the status until all sections are complete. 
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Submit the Application 
Perform a final check that your application entries are complete and ready for submission, then submit the application. 
 

a. On the application’s left menu bar, click on the link for “How Much of My Application is Complete?”. 
b. See the Review screen with an entry completion message at the top, highlighted in peach, with all entries 

noted as complete. 
c. Scroll to the bottom of the Review screen and click on the Submit button. 
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Confirm Application Submission 
See a submission confirmation message, indicating that you successfully submitted the online application for Pro Board 
review.  Note that the next step states that you will be contacted by a Pro Board technical analyst after an initial screening of 
the submitted application. 
 
Also note that the application Status (shown at the top of the left menu bar) has changed from Pending to Submitted. 
Wait for a response from the Pro Board technical analyst.  
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Once a Pro Board technical analyst has reviewed your application, you will be notified and asked for responses to the 
feedback provided.  Responses should clarify and add detail to the information already given.  Enter your responses to each 
area of feedback until the technical analyst is satisfied that the application content is complete and ready for review by the 
Pro Board Committee on Accreditation.  NOTE: You may have to go through several rounds of feedback before your 
responses are fully accepted as complete.  To provide the responses to the technical review, do the following: 
 

 
Navigate to the Online Accreditation System 
Enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

 
Sign On 
On the Welcome screen, enter your User Name and Password and click the Sign In button.   
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Call Up the Application 
See a Dashboard or My Applications list of your agency’s application.  Note that the application being processed will have an 
Assignment of “Pending” once again. Click the Edit button to the right of the application line to call up its details. 
 

 

 
 
Review Technical Review Feedback and Provide Responses 
Look at the nature and quantity of feedback provided by the Pro Board technical analyst: 

a. On the application’s left menu bar, click on the link for “Feedback”.  See a list of all the feedback, by 
section and subsection within the application. 

b. Scroll down as needed and review the feedback.  Assemble your responses and any attachments 
requested.  Then begin entering the feedback by clicking the “Jump to Feedback” button to the right of a 
feedback item. 
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Provide Responses (continued) 
 
See a screen of the details behind the technical review feedback and provide a response: 
 

c. Scroll down as needed through the section until you find the area where feedback was provided – the 
question will be highlighted in dark gold.  Review the section and question and your initial answer.  
Review the feedback comment/question from the technical analyst.  Update your initial answer by 
clarifying and/or adding to the response. 

d. Click the Save and Return button to go back to the Feedback screen. 
 
NOTE:  You may wish to contact the Pro Board’s technical analyst directly for assistance with understanding the 
feedback and completing your responses. 
 
NOTE:  It may take some time to enter/provide all of the responses in a section.  To ensure that you do not lose 
data entered, avoid a session timeout by frequently clicking the Save and Return button to save your interim work.  
Then return to the section and continue with response entry. 
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Provide Responses (continued) 
 
 

e. Continue working through the feedback, jumping to the section and questions within the application and 
providing responses, until all feedback has been answered. 
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Provide Responses (continued) 
Once you have provided all responses and updated your application, review the Feedback list again and ensure you are 
finished with the responses you needed to give. 
 

f. If you jump to the feedback in each section, you should see questions highlighted in dark gold, with the 
technical analyst’s feedback in red and the updated answers in the entry boxes. 
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Submit the Technical Review Responses 
Return the responses to the Pro Board technical analyst by re-submitting the application, as follows: 
 

 On the lefthand menu list, click the link for “How Much of My Application is Complete?”. 

 See a review screen, showing that all sections are complete. 

 Scroll down to the bottom of the review screen and click the Submit button.  This will turn the application Status to 
“Submitted” and will make the application available to the Pro Board technical analysts for further review. 
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Once a Committee on Accreditation (COA) Site Team Leader contacts the agency and begins the discussions about feedback 
and comments from the Committee on Accreditation (COA), look for an email notifying you that comments are ready for 
your review.  Call up the online application and respond to the comments as follows: 
 

 
Navigate to the Online Accreditation System 
Receive an email from the Pro Board, indicating that COA comments are ready for your review.  Click the link in the email to 
go to the Online Accreditation System:  https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
 

 
Sign On 
On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 
 

 
Call up the Application 
On the Dashboard or My Applications screen, see your application with a Status = Comments Submitted to Agency.  Click the 
Review button to the right of the application line. 
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Review and Respond to COA Comments 
See the application details and do the following: 
 

a. On the menu list to the left of the application screen, click the Review Comments link. 
 

b. See all of the comments submitted by the Committee on Accreditation for the Pro Board.  Review each 
question or comment.  To provide an answer, click the Edit button to the right of the space provided for an 
Agency response to each question. 

 
 

c. See a Comments/Questions pop up window.  Enter your response in the space provided; format the 
response using the given font and bullet list options, as needed.  Click the Save button at the bottom right of 
the window to save your response.  See a verification message that your response was uploaded into the 
online application.  Click the OK button to return to the next comment. 

 
 

 

  

4 



   

Online Application – Responses to COA Comments          06/01/2021      

    

3 

Online Application: 
10. Responses to COA Comments 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
                                 

 
Review and Respond to COA Comments (continued) 
Continue to review comments and add responses until all comments are answered.  Work with the Site Team Leader to 
discuss appropriate answers and materials to assemble for a site visit, as follows: 
 

d. Click the Edit button to provide an Agency answer to each comment or question. 
 

e. Note that some comments will require the Agency to provide additional documentation during the site visit.  
Assemble it now, in preparation for the site visit team review. 
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Submit Agency Responses 
When the Agency is satisfied with the responses to COA application comments, do the following: 

 Go to the top of the Review Comments screen.   

 Click the Submit Responses button.   

 See a confirmation message, asking if you are sure you wish to submit the responses; click the OK button. 

 
 
See the Application Status Change 
In the top left corner of the Review Comments screen, see the online application Status change automatically to 
“Schedule Site Visit”.  An email of this change will automatically be sent to the Pro Board staff for further action. 
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Agencies sometimes want to change the methodology used to assess and certify on a Standard/Edition/Level.  In that case, 
the agency should go into the Online system and enter an application for a change in accredited processes as follows: 
 
Navigate to the Online Accreditation System 
Using a browser, enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.  
See the Pro Board’s Welcome screen.  Scroll down and click on the Web-Based Application System button. 
 
Sign Onto your Agency Account 
See the sign in screen.  Enter your user ID and password and click the “Sign in” button. 
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Start a New Application for Changes in Accredited Processes 
See a dashboard.  Click to go to the My Applications tab and enter information as follows: 
 

a. On the My Applications screen, see the original approved application for accreditation. 
 

b. Click the arrow to open the drop down list for Select Application Type.  Click to select Change in Accredited 
Processes. 

 
c. See a pop up message defining the change application process.  Read it and then click the Close button. 

 
d. Click the Start New Application button.   
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Review the Agency Profile Information 
 

See the change in accreditation processes application Status = Pending.  See the agency profile screen; see the 
menu list column of items you must fill out for the application to change accredited process(es).  Adjust the 
information as needed, then click the Save and Proceed button. 
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Describe the Proposed Change(s) 
See the Proposed Changes screen.  Enter a text, narrative description detailing what processes you desire to change for 
approval.  Utilize the font and formatting options to highlight and emphasize text as needed.  When finished, click the 
Save and Proceed button. 

 
 
 

 
 
 
 
                                     

 
 
 
 

 
                      
 

NOTE:  Refer to the COA Opinions on the website or contact the Pro 
Board Staff to determine which criterion/criteria will be affected by the 
proposed change(s) in Program Administration, Test Development, 
and/or Test Administration. 
. 
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Specify the Assessment of Changes 
See the Assessment of Changes screen.   
 

a. Click the Program Administration checkboxes to indicate whether each process is the same or has changed. 
b. Click the Test Development checkboxes to indicate whether each process is the same or has changed. 
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Specify the Assessment of Changes (continued) 

 
c. Click the Test Administration checkboxes to indicate whether each process is the same or has changed.  When 

finished, click the Save and Proceed button. 
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Read the Self Assessment Instructions 

 
See the Self Assessment Instructions screen.  Note that the menu list column options have changed to include each 
criterion process change for which you are applying for certification approval. 
 
Read through the instructions.  Then click the Save and Proceed button. 
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Fill in the Self Assessment   
 

a. See the Self Assessment screen for the first criterion that will be changing.  Read through the supplemental 
information, then scroll down. 
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Fill in the Self Assessment  (continued) 
 

b. Continue to read through the supplemental information. 
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Fill in the Self Assessment  (continued) 
 

c. Scroll down and fill in the answers to each question that apply to your specific change request. Otherwise 
please insert NA. 
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Fill in the Self Assessment  (continued) 
 

d. Continue to scroll down and enter answers to questions for each section and methodology for the changed 
criterion. If a question does NOT relate to your proposed change, simply insert NA. 

e. When finished, click the Save and Proceed button. 
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Indicate Assessment of Additions to Previously Accredited Processes  
 

See the Self Assessment screen for the next changed criterion.  Scroll down and answer all questions. 
Then click the Save and Proceed button. 
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Indicate Assessment of Additions to Previously Accredited Processes (continued) 
 

See the Supplemental Documentation screen. 
Upload files as needed to augment the application: 

 Click the Select files… button, locate and select the desired file in a directory.  Wait for the upload to show as 
“Done”. 

 See the document name in a list of uploaded documents. 

 Choose to use the file’s buttons to View it – or Delete the upload if needed. 
 
Continue to upload as many document files as needed.  Then click the Save and Proceed button. 
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Review your Entries Summary and Submit your Application 
 

See the Review screen, showing a summary of sections and what you have completed. 
If not complete, click on the menu list links to go back and complete sections.  Then check the Review screen again. 
 
Once you see the message that all is complete, go to the bottom of the screen and click the Submit button.  See the 
extension application Status change to “Submitted” and see a Complete message on the screen.   
 
Wait for the Pro Board to get back to you with their review and questions. 
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Upload Supplemental Documentation 
 

See the Supplemental Documentation screen.  Option:  Upload files as needed to augment the extension application. 
Click the Select files… button, locate and select the desired file in a directory.  Wait for the upload to show as “Done”. 
See the document name in a list of uploaded documents.  Choose to use the file’s buttons to View it – or Delete the 
upload if needed. 
 
Continue to upload as many document files as needed.  Then click the Save and Proceed button. 
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View the Change in Accredited Processes Application on the My Applications tab 
 

Return to the My Applications tab in the Online system, and see the application listed. 
 

 
 
 

 
Receive a Pro Board Acknowledgement of your Submission 
 

Receive an email from the Pro Board, acknowledging your application submission. 
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Complete the Changes in Accredited Processes Application Process 
 

The process of getting a Changes in Accredited Processes application approved by the Pro Board is essentially the 
same as the process of getting the initial accreditation application approved.  Follow these steps, and refer to other 
quick reference guides for assistance as needed in performing the following steps: 
 

- Wait for a Pro Board technical review 
- Provide Technical Review responses, as requested 
- Be contacted by a Committee on Accreditation (COA) if questions arise 
- Respond to COA review comments and questions 
- Wait for full COA review of the extension of accreditation application 
- Receive Pro Board notification of approval of the extension (or measures needed to receive approval) 
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Agencies sometimes want to be accredited for an additional level of a standard and edition.  And sometimes the Pro Board 
issues a notice that a new Edition has changed substantially and indicates that all agencies must apply for an accreditation 
extension for Committee on Accreditation (COA) approval.  In either case, the agency should go into the Online system and 
enter an application for an extension of accreditation, as follows: 
 
Navigate to the Online Accreditation System 
Using a browser, enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.  
See the Pro Board’s Welcome screen.  Scroll down and click on the Web-Based Application System button. 
 
Sign Onto your Agency Account 
See the sign in screen.  Enter your user ID and password and click the “Sign in” button. 
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Start a New Application for Extension 
See a dashboard.  Click to go to the My Applications tab and enter information as follows: 
 

a. On the My Applications screen. 
 

b. Click the arrow to open the drop down list for Select Application Type.  Click to select Extension of Application. 
 

c. See a pop up message defining an extension.  Read it and then click the Close button. 
 

d. Click the Start New Application button.   
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Review the Agency Profile Information 
 

See the extension application Status = Pending.  See the agency profile screen; adjust the information as needed, 
then click the Save and Proceed button. 

   

See the menu list column of items you must fill out for an extension application.  Click the Standards, Levels and 
Editions link. 
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Specify the Standards, Editions and Levels to add as an Extension 
See the Standards, Levels and Editions screen. 
 
a. Click the Add Standard button.  See dropdown lists in columns below. 
b. Use the dropdown lists to select the NFPA Standard and Edition and Level you wish or 

need to add.  Then click the Update button.  See the addition saved in the column below. 
c. Continue/repeat the adding of Standards until you are finished.  See the list of 

extensions you are applying for…Click the Save and Proceed button. 
 
 
 

 
 
 
 
                                                     

 
 
 
 

5 



   

Extension of Accreditation Application      v1   06/01/2021       

   

5 

Online Application: 

12. Extensions of Accreditation 
 

The Pro Board 
Online Accreditation Application 
Quick Reference Guide 

 
                      
 

 
Select the Certification Level 
 

See the Certification screen.  Click the checkbox to indicate certification by either the agency or a delegate.  Then click 
the Save and Proceed button. 
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Fill in the Assessment Methodology Matrices (AMMs) 
 

a. On the menu list column, see an AMM link for each standard/edition/level you wish to add in this extension 
application.   

b. See the AMM matrix screen of instructions.  Scroll down to read through them all. 
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Fill in the Assessment Methodology Matrices (AMMs)  (continued) 
 

c. Continue scrolling to see the AMM matrix for a selected Standard/Edition/Level.  See blank sections of 
descriptions of accreditation methodologies.  Click on the Edit button for the first one. 

d. Enter the answers for how you will be certifying the accreditation for each section, in the box for the 
corresponding methodology to be used.  Then click the Save button.   

e. Continue to edit and enter the next questions and sections.  Scroll down and edit and enter each answer – 
until you are finished completing the matrix for this Standard/Edition/Level.  Then click the Save and Proceed 
button. 
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Fill in the next Assessment Methodology Matrices (AMMs)   
 

See the AMM matrix screen of instructions for the next selected extension you are applying for and continue to Edit 
and enter how you will utilize different methodologies for each section.  When you are finished, scroll to the bottom of 
the screen and click the Save and Proceed button. 
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Indicate Assessment of Additions to Previously Accredited Processes  
 

a. See the Assessment of Additions screen.  Click the radio buttons for each area of Program Administration, to 
indicate if the methodology used for the extension(s) are the same or have changed. 
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Indicate Assessment of Additions to Previously Accredited Processes (continued) 
 

b. Scroll down on the Assessment of Additions screen.  Click the radio buttons for each area of Test 
Development, to indicate if the methodology used for the extension(s) are the same or have changed. 
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Indicate Assessment of Additions to Previously Accredited Processes (continued) 
 

c. Scroll down on the Assessment of Additions screen.  Click the radio buttons for each area of Test 
Administration, to indicate if the methodology used for the extension(s) are the same or have changed.  
When finished, click the Save and Proceed button at the bottom of the screen. 

 
 
 

 
 
 

NOTE:  If any of the above criteria in Program Administration, Test Development, or Test 
Administration have been checked “Changed”, then an application for a Change in Accredited 
Processes is required describing the changes made by the agency. 
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Upload Supplemental Documentation 
 

See the Supplemental Documentation screen.  Option:  Upload files as needed to augment the extension application. 
Click the Select files… button, locate and select the desired file in a directory.  Wait for the upload to show as “Done”. 
See the document name in a list of uploaded documents.  Choose to use the file’s buttons to View it – or Delete the 
upload if needed. 
 
Continue to upload as many document files as needed.  Then click the Save and Proceed button. 
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Review the Extension of Accreditation Application for Completeness 
 

See the Review screen, showing a summary of sections and what you have completed. 
If not complete, click on the menu list links to go back and complete sections.  Then check the Review screen again. 
 
Once you see the message that all is complete, go to the bottom of the screen and click the Submit button.  See the 
extension application Status change to “Submitted” and see a Complete message on the screen.  Wait for the Pro 
Board to get back to you with their review and questions. 
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View the Extension Application on the My Applications tab 
 

Return to the My Applications tab in the Online system, and see the extension application listed. 
 

 
 
 

 
Receive a Pro Board Acknowledgement of your Extension Submission 
 

Receive an email from the Pro Board, acknowledging your extension application submission. 
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Complete the Extension Application Process 
 

The process of getting an extension of accreditation application approved by the Pro Board is essentially the same 
as the process of getting the initial accreditation application approved.  Follow these steps, and refer to other quick 
reference guides for assistance as needed in performing the following steps: 
 

- Wait for a Pro Board technical review 
- Provide Technical Review responses, as requested 
- Be contacted by a Committee on Accreditation (COA) if questions arise 
- Respond to COA review comments and questions 
- Wait for full COA review of the extension of accreditation application 
- Receive Pro Board notification of approval of the extension (or measures needed to receive approval) 
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A Primary Accredited Agency (PAA) may decide to utilize one or more Delegates to certify one or more Standards, 
Editions and Levels.  For the delegate, this process is not facilitated by any online application systems.  The steps 
associated with PAA approval and COA approval of a Delegate are as follows: 

 

 
Initial Approval of a Delegate 
  

a. A potential Delegate obtains electronic MS Office files for an application, self-assessment and AMMs. 

b. The potential Delegate fills out the packet of files and submits them to the PAA. 

c. The PAA reviews the packet and information, must conduct a site visit at the Delegate location, and prepare a site 

visit report to be reviewed by the COA. 

d. A letter from the PAA supporting the application for delegation of authority must be prepared. 

e. The completed application package must be submitted to Accreditation Manager a minimum of 30 
days before the next COA meeting for the application to be considered at that meeting. 
Documentation that is incomplete will be returned to the PAA for proper completion which could 
delay the delegation of authority. 

f. The Pro Board Accreditation Manager assigns COA members to review the Delegate application package. 

g. If the PAA is already approved for the delegated level(s), the assigned COA members review the Delegate application 

packet. If not approved, the PAA must apply for an Extension of Accreditation on the Online System. 

h. Once the COA approves the Delegate application, the Accreditation Manager notifies the PAA of the approval.  Staff 

then manually enter the Delegate information into the Agency Database system for that PAA. 

i. The COA may at the time of application for delegation of authority or during any subsequent site visits to the PAA 

also conduct a site visit with the delegated agency. 

 
 
Delegate Reaccreditation 
 
The PAA manages its Delegate(s). Whenever the PAA applies for reaccreditation, they must also submit documentation for 
reaccreditation for any delegates as well. 
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Agencies that are accredited by the Pro Board’s Committee on Accreditation must apply for reaccreditation every five (5) 
years.  The steps are the same as for initial accreditation, but agencies do not have to completely start over to enter an 
accreditation application; parts of the previous accreditation application may be copied.  The process of entering the 
information can be less lengthy and can still be done in sections – and saved and returned to later.  Follow these steps: 
 

 
Sign On to the Online Accreditation System 
Using a browser, enter the URL link to the Accreditation System:  https://theproboard.org/web-based-application-system/.   
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button. 
On the Welcome screen, enter your User Name and Password and click the Sign In button.   
 

 

 

      

Navigate to My Applications Tab  
See a Dashboard.  Click the My Application tab to call up your currently accredited applications – as well as any 
extensions or change applications. 
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Select Application Type  
Click the Select Application Type to call up your currently types of applications available. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Specific Application  
Click Reaccreditation as the type of application to copy. 
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Select Your Specific Application  
Click the Specific Application from your database.  It will be mostly likely the latest approved accreditation or 
reaccreditation application.  In this example below, it is the agency’s 2020 Accreditation application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Select Start New Application  
Click the Start New Application to make a copy of the application. 
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The System will present the new application.  
Click the Select Application Type to call up your currently types of applications available. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
NOTE:  Not all information will be copied over, as it is assumed that such things as Standards, Editions 
and Levels may have changed.  And the sections TA2 and TA3 for Test Administration, as well as the 
AMM matrices, will be blank.  Also note that the information contained in any extensions or changes 
approved will not be copied over and must be entered in manually to complete the reaccreditation  
application. 
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Enter Information to Complete all Application Sections 
See a screen of the copied application, with an Application Type = Reaccreditation and a Status = Pending. 

Continue through each section, reviewing the information copied and adjusting it as needed – and then adding 
whatever information is required to complete the application and reflect all facets of reaccreditation being requested. 

Please refer to other quick reference sheets to guide you through the steps: 

 Pro Board Quick Ref – Online Application – 2 Enter Initial Application Information 

 Pro Board Quick Ref – Online Application – 3 Enter Application Self Assessment – PA 

 Pro Board Quick Ref – Online Application – 4 Enter Application Self Assessment – TD 

 Pro Board Quick Ref – Online Application – 5 Enter Application Self Assessment – TA 

 Pro Board Quick Ref – Online Application – 6 Complete Assessment Methodology Matrices – AMM 

 Pro Board Quick Ref – Online Application – 7 Enter Additional Documentation 

 

 
Submit the Reaccreditation Application 
Doublecheck your work and when finished, submit the application for reaccreditation.  Refer to additional quick 
reference sheets to guide you through the steps: 

 Pro Board Quick Ref – Online Application – 8 Complete and Submit Application 

 
Work with the Committee on Accreditation to Process your Reaccreditation 
Pro Board staff will process your application for accreditation and will follow the same process utilized for an initial 
accreditation.  You will therefore need to provide responses to questions from the technical analyst as well as to 
comments from the Committee on Accreditation (COA) members assigned to your application. 

Please refer to these quick reference sheets to guide you through the steps until you receive a reaccreditation: 

 Pro Board Quick Ref – Online Application – 9 Provide Tech Review Responses 

 Pro Board Quick Ref – Online Application – 10 Provide Responses to COA Comments 
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