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  Applying for CAPS in PACE 

Follow the steps below to apply for the CAPS credential.  Once all application requirements 
are complete, you may request to schedule your exam.  

Start here: https://my.naahq.org.  Log into your NAA account and click My Education 

Institute on the Personal Snapshot page to access PACE. 

  

 

1. The PACE portal home screen is displayed below. In the “Apply for New Credentials” 
tile, click on Apply for CAPS. 

 

  

https://my.naahq.org/
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2. IMPORTANT: On the Enrollment Applications Options page, carefully read the text 
under CAPS, as it provides critical information about the three enrollment path options. 
Under Application Type, select the appropriate enrollment type and click Continue. 
 
*Please note, if you select the incorrect application type, you will be assigned the 
incorrect exam. You can click the “Back” or “Cancel” buttons at any time during the 
enrollment application process to start over. However, if you need to change the 
application type after you have reached the Application Confirmation page, please 
reach out to education@naahq.org so we can reset your application. 

 

 

 

3. If you selected CAPS Enrollment – Direct as the application type, proceed to step 4. If 
you selected CAPS V1 Enrollment – Standard or CAPS V2 Enrollment – Standard, 
proceed to step 5. 
 

4. If you selected CAPS Enrollment – Direct as the application type, on the next page enter 
your industry start date, indicate if you hold an active CPM credential, indicate if you 

mailto:education@naahq.org
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have a bachelor’s or master’s degree in property management or real estate, and 
provide your legal first and last name. Then, click Continue. Proceed to step 6. 
*Please note, if the first and last name on your application does not match the first 
and last name on your government ID, you will not be permitted to take the exam. 
 

 
 

 

 

 

 

 

 

 

5. If you selected CAPS V1 Enrollment – Standard or CAPS V2 Enrollment – Standard as 
the application type, enter your industry start date, indicate if you hold an active ARM or 
RAM credential, and enter your legal first and last name. Then, click Continue. 
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*Please note, if the first and last name on your application does not match the first 
and last name on your government ID, you will not be permitted to take the exam. 

 
6. Read the Credential Application Attestations. Check the box next to “I agree to the 

attestations above,” then click Continue. 

 

 

7. Verify that all information is correct and click Continue. If any information is incorrect, 
click Back or Cancel. 
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8. On the Application Confirmation page, review the information, especially the 
Certification Type, and click Close. You’ll be taken back to the portal home page. You’ve 
completed the CAPS application process. 
*Once you’ve made it to this page, you can no longer change the certification type. 
If you determine that you selected the wrong type, please email 
education@naahq.org so we can reset your application. 
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9. To check your CAPS application progress at any time, from the PACE portal home page, 
click on “Check Credential Application Progress” in the “In-Progress Credential 
Applications” tile. 

   

10. Once all CAPS application prerequisites are completed (see the Status column), you’ll 
be able to request to schedule your CAPS exam. To request to schedule your CAPS 
exam, click on “Successfully complete CAPS exam” pictured below. 
*IMPORTANT: Before you request to schedule your exam, confirm that the Application 
Type is correct based on the information provided in Step 2 above. You will be assigned 
the exam that corresponds with the application type you selected. If you determine that 
you selected the incorrect application type, please email education@naahq.org so we 
can reset your application.  
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