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Step 3

Note: Select your current 
certification level.



Step 4

Note: For this guide, we'll use the 
CSEP Renewal as an example, but 
the process is the same for ASEP.
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Step 6

Click on "Application type" and 
choose Renewal 
or Reinstatement (if your 
certificate as expired).



Step 7.1

For Renewals:

The "Expiration Date of Current 
Certification" will auto populate.

You will need to document at least 
120 PDUs.



Step 7.2

For Reinstatements:

The "Expiration Date of Current 
Certification" will auto populate.

Depending on the number of 
months since certificate 
expiration, you will need to 
document more than 120 PDUs.

The number of additional PDUs
depend by case and can be 
consulted in the table provided. 
They also vary from ASEP to CSEP.



Step 8.1

Read the instructions to complete 
all required fields in the PDU Log.

In the "Preexisting PDU Activities" 
section, include the PDUs you can 
claim due to years of INCOSE 
membership.



Step 8.2

In the "PDU Activities" section, 
click on "Add Activity" each time 
you want to document an activity 
that provides you with PDUs.

You can add as many activities as 
you want.

You can save your PDU Log as a 
draft and come back to it any 
time you wish during your 
certification cycle.

If you want to know what type of 
activities can generate PDUs, click 
on "Renewal Requirements" > "PDU 
Categories and Limits" at very the 
top of the page.

https://incose.secure-platform.com/csep/page/csep-renewal-information/csep-pdu-values
https://incose.secure-platform.com/csep/page/csep-renewal-information/csep-pdu-values


Step 8.3

When you add an activity, you will 
see that each of them has a limit 
of number of PDUs that can be 
claimed.

• Complete the required fields 
for each activity.

• Type in the number of units 
completed for each activity.

• Click on "Add" to document 
that activity.

When you enter your information, 
the system will automatically 
calculate the conversion and the 
limit for you.



Step 8.4

In the PDU Summary section, you 
can view a summary of all your 
documented professional 
development activities.

• The Total PDUs from Submitted 
Log field displays the total PDUs 
you have documented.

• The Total Limited PDUs from 
Submitted Log field shows the 
number of PDUs you can actually 
claim after the category limits 
have been applied.

If you have earned more than 120 
PDUs, the additional eligible PDUs 
will be recorded as Rollover PDUs
and applied to your next 
certification cycle.

The PDU Threshold field shows the minimum number of PDUs required for your 
application:

• 120 PDUs for certification renewal
• More than 120 PDUs for certification reinstatement

Click on "Save and Next" only when you are ready to submit and pay for your renewal 
or reinstatement.



Step 9

After clicking on "Save and Next", 
you will be taken to the Attestation
page. 
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Step 11



Step 12

After checkout, you can print your invoice and renewal request.

• (!) Disregard the banner about the "Needs Attention" step – this is only valid for new 
certificates.

• The Certification Office will process your renewal submission within 2-5 business days 
and contact you directly if additional information is needed.
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