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(*) - For Academic Equivalency students: We recommend waiting until you receive confirmation from the INCOSE Certification Office that 
your Academic Equivalency eligibility has been registered before submitting your application.

The Certification Office will receive your information directly from your university and will contact you once your eligibility has been 
registered and you are ready to apply.
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Step 5

Click on "Application type" and 
choose the desired option for a 
new CSEP application.



Step 6.1

Knowledge Requirement:

If you are applying after fulfilling 
the Knowledge Requirement
(exam or equivalency), your 
Knowledge Requirement type and 
status will auto populate.



Step 6.2

Knowledge Requirement:

If you are applying before fulfilling 
the Knowledge Requirement
(exam or equivalency), please give 
us an indication of how you plan 
to fulfill it.

You can still submit and pay for 
your application, but it will only be 
approved if the Knowledge 
Requirement is complete.



Step 7.1

Read the instructions to complete 
all required tabs in Form 1. 

The form won't allow you to 
proceed to checkout unless all 
fields and requirements have been 
fulfilled.

By clicking the "Save" button on 
the bottom of the page, you are 
allowed to save your application 
draft and come back to it at any 
point. 

Document your 
educational background.

Document your professional SE 
experience chronologically (at 

least 60 months of work 
experience are required).



Step 7.2

Read the instructions to complete 
all required tabs in Form 1. 

The form won't allow you to 
proceed to checkout unless all 
fields and requirements have been 
fulfilled.

By clicking the "Save" button on 
the bottom of the page, you are 
allowed to save your application 
draft at any time and come back 
to it at any point. 

Document the 3 SE experience 
areas where you worked for at 

least 12 months. Confirm that your 
application is compliant 
with our requirements 
and that information 

provided is true.



Step 8

If you have a voucher or discount 
code, please add the code to this 
page.



Step 9

Add credit card details, and click 
"Process".

In the following page, click on 
"Finalize".



Step 10

You can print a receipt or a copy
of the application from this page.

(!) Continue to the second part 
of the application where you 
send the requests for reference 
letters. Click on "Needs
Attention".

The Certification Office will only 
process your application once 
it receives your reference letters.



Step 11

Once you click on " Needs 
Attention", you will see that the 
"Reference Submissions" round is 
available. 

Click on "Open" to complete this 
round.



Step 12.1

Follow the instructions to send 
requests for reference letters.

• By clicking on the different 
tabs on top of the page, you 
can navigate through your 
application and double-
check the positions you've 
documented.



Step 12.2

Scroll down to Reference #1, 
select the position(s) this 
reference is covering, and type in 
their full name and email address.

When you click on "Send Request 
Now", you will see that the status 
will change from (Not Sent) to (Not 
Received)

(!) Ensure that you are 
listing enough references to 
cover the minimum 
experience required (at least 60 
months of direct SE professional 
experience, with at least 12 months
in 3 or more functional areas).

You can list up to 8 different 
references.



Step 12.3

When you receive a letter from a 
reference, the status will change 
from (Not Received) to (Received)

You can change or delete a 
reference request by using the 
blue buttons on that page.

When you see confirmation that all 
reference letters are 
(Received), click "Save and 
Submit".

The INCOSE Certification Office 
will receive your application 
package and send it for review.



Step 3

Step 13

Wait for the review process to be complete.

If additional information is needed during this phase, you'll be contacted 
by the Certification Office.

Once the review process is complete, if the Knowledge Requirement is 
already fulfilled, the application should be approved, and you'll be notified 
once the digital certificate will be ready in the INCOSE portal.

If the Knowledge Requirement is still pending, you'll be reminded of it by 
the Certification Office.
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