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NAAEI Account Creation and PACE Access 

Follow the steps below to create your NAA account and access PACE. 

 

1. Start here: https://my.naahq.org  
 

2. Click on “My Account” at the top of the screen. 

 
 

3. Click on “Create an Account” 

 

  

https://my.naahq.org/
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4. Under “My Contact Information,” enter your first and last name as they appear on 

your government ID. Complete all required fields and check the box next to “Check 
here for credential PACE access.”  
 

 

 
5. Under “My Login Information,” enter your email address, retype your email address, 

create a password and retype the password into the respective fields. Once all 
required fields are completed, click “Create Account.” 

 

 
 

6. Record your 7-digit National ID (also referred to as your NAA ID).  
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OPTIONAL: If you would like to link yourself to your 
company/employer in the NAA database, follow steps 7 – 12 below. 
 

7. Once you are logged in, scroll down the page and click the “Add Affiliation” button 
under “Companies.” If you do not see this, click on “Personal Snapshot” at the top of 
the page and then scroll down to the “Add Affiliation” button. 
 

 

 

 

8. First, try to search for your company by filling in the name, zip code and any other details 
and clicking “Search.”  



4 
7/16/25 

 

 

9. Once you find the correct company, click “Add Affiliation.” You have now linked yourself to 
your company. If you do not see your company listed, skip to step 10. 

 

 

 

10. If you do not see your company listed in the search results, click on “Create New Company.”  
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11. On the next page, fill out all information for the company and click “Submit.” You have now 
linked yourself to your company.  
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PACE Access 

 

1. Once you are logged in to your NAA Account, make sure you are on the Personal Snapshot 
page.  
 

 
 

2. Click on “My Education Institute” in the menu on the left-hand side of the page. This will 
take you to the PACE portal.  
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3. You may be taken to the PACE login screen. If you are, click “Login.” 

 
 
 

4. You will then see your PACE welcome screen. First-time logins will be required to validate 
their profile information. The system will prompt you to update your profile before displaying 
the portal home screen. Click “Continue” to begin. 
Note: If you are not able to access your PACE account, return to the Personal Snapshot 
page and click “Edit My Profile” in the left-hand menu. Confirm that you have checked 
the “Check here for credential PACE access” box. You cannot access the portal unless 
this box is checked. 
 

 

 

5. Verify that your profile information is correct and click Update. If updates are needed, return 
to the “Edit My Profile” page in your Personal Snapshot. If updates aren’t needed, click 
“Update.” 
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6. Click on “Home” to view your portal home page. There, you can apply for a credential, 
submit a credential renewal application, or submit continuing education credits (CECs.)  

 


