
Submitting Your Renewal Application

Minnesota Nurse Aide Registry Tutorial

https://nar.web.health.state.mn.us/

https://nar.web.health.state.mn.us/


Log in to the Registry

 You have received an email and text 
notification from MDH to renew 
your certificate.

 To submit your renewal application, 
log in to the registry using your 
email and password.

 If you have not created an account, 
follow the instructions for Creating 
Your Account.



Navigate to Your Dashboard

 Click the blue 
Renewal 
Application button 
(center bottom) on 
your dashboard to 
begin your 
application.                     



Renewal Application: Verify Personal Information

 If your address, phone number, or email 
have changed, you may enter updated 
information.

 If your name has changed, click the blue 
Update Name button on the right side of the 
screen to make the correction and upload 
the required documentation (PDF only).

 If your social security number is incorrect, 
click the blue Shown SSN is incorrect button 
on the right side of the screen to make a 
correction and upload a copy of your social 
security card (PDF only).

 Click the blue Next button in the bottom 
right corner of the screen to go to the next 
page.



Renewal Application: Employment History Alerts

 Enter your 
employment history 
for the past 24 
months.

 Depending on the last 
working date on file, 
different alert(s) will 
appear and will help 
guide you to 
completing your 
renewal application.



Renewal Application: Enter Employment Information

For each employer:
 Click the box to mark one of the options (current 

workplace or working through a staffing 
agency).

 Select the Facility Type
 Enter facility information where you only 

worked. 
 Enter the Facility Name and click the blue 

Search button. You can enter part of the 
name, and the results will include facilities 
whose names include that word.

 Click the blue Select button next to the 
facility where you worked. Make sure to 
confirm the Health Facility Identification 
(HFID) number and address are correct.

 Click the blue Next button in the bottom right 
corner of the screen to go to the next page.



Renewal Application: Employment Dates

 Enter your work dates.

 Upload the most recent pay stub (PDF only) that 
provides documentation to verify nursing or nursing-
related services were performed for monetary 
compensation for at least one documented day (e.g., 
8 consecutive hours) during the previous 24 months.
 Providing assistance with activities of daily living (ADL) care is 

an allowed service.

 Orientation, training, or in-service hours are not allowed.

 You may be required to upload your job description (PDF) 
that includes the specific direct care services you performed.

 If your attachment(s) were added successfully, a 
message will appear.

 Click the blue Next button in the bottom right corner 
of the screen to go to the next page.



Renewal Application: Affirmation

 Type your full name in 
the Signature box. This 
counts as an electronic 
signature. Click the blue 
Finish button in the 
bottom right to complete 
your application.

 If you need to make a 
correction to your 
application, click the blue 
Back button in the 
bottom left.



Navigating back to the Dashboard

 You will see your submitted application 
under Your Applications with a Received 
status.

 You may view your application by clicking 
the blue View button.

 When MDH completes review of your 
application, the status will change.

 You will receive an email from MDH 
letting you know whether your 
application is approved. You may need to 
log in to the system to review comments 
or upload missing items.

 Please allow up to 30 business days for 
MDH to complete their review.



Application Statuses

 As your application moves through the review 
process, its status will change.

 If the application was successfully submitted, the 
status will be Received.

 After MDH has reviewed the application, the 
status will be:

 Approved: the application was approved, and you are 
active on the registry.

 Processed: the application was approved; however, you 
remain inactive on the registry. This may be due to 
submitted employment information that could not 
bring your certificate to an active status.

 Denied: the application was denied.



Communication about Application Status

 If MDH has questions about your 
application, they will 
communicate through the Nurse 
Aide Registry system.

 You will receive an email and text 
notification if a message from 
MDH was sent to you.

 You will need to log in to the 
system to read messages from 
MDH.

 On your Dashboard, click the 
envelope icon or View button to 
see the messages.



Communicating with MDH and Correcting Applications

Messages from MDH about the status of your 
applications and needed corrections will appear 
here. 

You may send a message to MDH here.

Documents that you have uploaded will appear in the Employment 
Information and Attachments section.

If you need to make corrections, click the blue Correct application
button in the bottom left. Select Confirm from the pop-up 
message to proceed.



Editing Your Application

 The Application Resubmission 
screen will appear.

 Review and edit fields 
identified by MDH for 
correction. 

 Upload corrected documents 
if applicable.

 Enter your electronic 
signature and click Resubmit 
Application.

 You can follow the review 
progress on your dashboard.



MDH Resubmit Statuses

 As your resubmitted application moves through 
the review process, its status will change.

 If the application was successfully resubmitted, 
the status will be Resubmitted.

 After MDH has reviewed the application, the 
status will be:
 Approved: the application was approved, and you are 

active on the registry.

 Processed: the application was approved; however, 
you remain inactive on the registry. This may be 
because the employment information submitted was 
not recent enough to bring your certificate to active 
status.

 Denied: the application was denied.



My certificate has expired. What do I do?

My certificate expired within the past 
24 months . . .

 Log into your dashboard and follow 
this tutorial.

 Submit employment history and pay 
stub(s). 

 If approved, your certificate will 
become current.

My certificate expired more than 24 
months ago . . .

 You must retest and pass both the 
knowledge test and the skills test.

 Contact MDH and ask to speak with 
a Nurse Aide Registry Credentialer 
for guidance.



Next Steps

 Please allow 30 business days for MDH to complete review of your renewal application.

 Nurse aides are encouraged to submit their renewal application at least 60 days before 
their certificate expires.

 You may print a copy of your updated certificate.

 Reminder: You must submit your most recent paystub which reflects 8 hours of regular 
pay (independent work) as a nurse aide. Training or orientation hours are not allowed. 
Currently, employment through a health platform app is not allowed to renew or 
update employment information.

 If you have further questions, please contact the Minnesota Nurse Aide 
Registry at health.fpc-nar@state.mn.us or 651-201-4200.
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