.'BA® International Institute
of Business Analysis™

CCBA® AND CBAP® APPLICATION PROCESS

This document outlines the steps to follow to complete your CCBA® and CBAP® Application process.
Please refer to the Core BA Certification Handbook for requirements and policies.

1. Login with your IIBA credentials or create an account. If this is your first time logging in, you will
receive an email to activate your IIBA profile and change password.

ﬁm International Institute
of Business Analysis™

[ & Username ]

Enter Username.

I @ Password I

Forgot your password? Sign up here
Your username is in the format of an email. If you have l

trouble accessing your account, contact info@iiba.org or
call 1-866-789-4422

Cancel

2. From the top of the page, select Certification and then from the drop-down menu select My
Certifications. This will take you to the Certification Summary Page from where you can select
your certification.

My Dashboard Membership

4 Dashboard

B

TAKE PART IN THE 2020 IIBA GLOBAL :
BUSINESS ANALYSIS SALARV SURVEY = Begin Survey »
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Before you Get Started:

The CCBA® and CBAP® Application fee is non-refundable and non-transferrable. Ensure you meet the
requirements for either CCBA® or CBAP® by reviewing the Certification Handbook here or by selecting
Log My Hours and accessing the ECBA, CCBA and CBAP Certification Handbook from the right side of

the page.

Throughout this process, you will use the Certification Summary Page and the BA Development Log to
meet your goals and monitor your progress.

Certification Summary Page

® 1o R
.‘BA International Institute My Dashboard Membership Certification Events Get Involved Renew Store -

of Business Analysis™

Information Regarding Your Certifications
‘ Welcome to the IIBA Certification Summary Page. Evaluate your hours entered against IIBA Certification offerings, to see where your experience best fits. Start any certification from the options below.

Candidate Name: ECBA Sample

» AAC - Agile Analysis Certification
> CBDA - Certification in Business Data Analytics
> CBAP - Certified Business Analysis Professional™

‘ > CCBA - Certification of Capability in Business Analysis™

> ECBA - Entry Certificate in Business Analysis™

> CCA - Certificate in Cybersecurity Analysis

BA Development Log
Note: Your entry cannot be changed after 7 days, we encourage you to make any changes to an entry prior to the
7t day or complete the entry just before you submit your application.

& i i
.'BA Intenational Institute My Dashboard  Membership Certification ~ Events Gt Involved Renew  Store &

of Business Analysis™

‘ Ll ?:’“\BDAEEEEJ?;‘:B"SE Your Entry Gan Not Be Changed After 7 Days See Progress on My Certifications
‘ ) Professional Development (0) New Handbook ‘ ECBA, CCBA and CBAP Certification Handbook

CCBA and CBAP Recertification Handbook

Q Work History (0} New CBDA Rec

AAC Recertification Handbook

3 Professional Activities (0) New Knowledge Areas/Domains
m Volunteer Service (0) New
g Self-Directed Learning (0) New
G Formal Academic Education (0) New
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3. Get Started

Select your desired certification, CCBA® or CBAP® and Get Started.

.'BA International Institute My Dashboard  Membership Certification Events  GetInvolved Renew  Store &
of Business Analysis

Information Regarding Your Certifications

Welcome to the IIBA Certification Summary Page. Evaluate your hours entered against IIBA Certification offerings, to see where your experience best fits. Start any certification from the options below.

Candidate Name: CBAP Sample

> AAC - Agile Analysis Certification
> CBDA - Certification in Business Data Analytics

v CBAP - Certified Business Analysis Professional™

) | ez

APPLICATION REQUIREMENTS Met
REQUIREMENT NAME REQUIRED HOURS YOUR HOURS HOURS NEEDED MET
Work History (hrs): 7500 o 7,500

Requirements @
KA1 Business Analysis Planning & Monitoring
KA2 Elicitation and Collaboration

KA3 Requirements Life Cycle Management
KA Strategy Analysis

KAS Requirements Analysis & Design

KAG Solution Evaluation

Professional Development (nrs). 35 o 35

> CCBA - Certification of Capability in Business Analysis™

4. Click on Add to Order and Checkout to pay the Application Fee.

CBAP Application Fee a w

p CBAP App\icatiun Fee USD 125.00
- USD 125.00 oo EF quantity 1
- "r\ » F— Price: USD 125.00
COAPF . g—
CERTIFIED .
°  Order Total: USD 125.00

5. Proceed with Payment Information
Do not click on New Address. Click on Continue.

NOTE: For coupon codes, you must click on Continue for the address and THEN add the coupon code.
If the coupon code does not work, contact certification@iiba.org.
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ishboard Membership Certification Get Involved Events Renew Store 2

4 Shopping Cart Checkout

1. Choose a Address Order Summary

Do not click on New Address Discount Code

® 123 Home Street 123 Home Street , Stratford, ON , Canada , N5A 2A2  Edit

Items (1): USD 125.00

Tax: USD 16.25
=

Order Total: USD 141.25

2. Payment Info

Shopping Cart

CBAP Application Fee UsD 125.00
Quantity: 1

Price: USD 125.00

6. Choose a Payment Method.

Complete all information and click on Process Payment.

My Dashboard Membership Certification Get Involved

4 Checkout
1. Address Order Summary
Dlscount Code
Items (1): UsD 125.00
Tax USD 16.25
2. Choose a Payment Method
Order Total: UsD 141.25
‘ Credit Card ‘Wi accept MasterCard, Visa, and Amerlcan Exprass.
Check
- * Card Halder Name Shopping Cart
re Transfer
+  CBAP Application Fee USD 125.00
Card Number oy e
Y
"Ex
o1 T 2020 3
ouid you
Billing Address
® 122 Home Street 123 Home St Edit
—

August 2020

WWW.IIBA.ORG



https://www.iiba.org/

.'BA® International Institute
of Business Analysis™

7. Areceipt will generate once payment is processed. To see your receipt, select View Receipt.

e Select IIBA Membership if you are interested in becoming a member of IIBA.
e Select Access My Certifications to complete your goals.

.'BA International Institute My Dashboard  Membership Certification ~ Events  GetInvolved Renew  Store &
of Business Analysis

v

Payment Successful

Your payment of USD 141.25 was successfully completed.

View Receipt

Go to My Profile IIBA Membership Access My Certifications

8. Complete each of the goals by selecting Get Started. Refer to the Certification Handbook for
requirements and policies for each of CCBA® or CBAP®.

The following examples will be for CBAP®. For CCBA®, follow the requirements in the Certification
Handbook and the goals on the Certification Summary Page.

Membershi Cetficaion ~ Events  GetInvolved

Information Regarding Your Certifications

Welcome to the [IBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours agalnst the requirements, and start any new certification from the options below:

Candidate Name: CBAP S

v CBAP - Certified Busi

Status: Applcation In Progress Term Start Dste:  Term End Dats:  Cartification Date:
GOALS status

Professlonal Development Incomplete

APPLICATION REQUIREMENTS Met

REQUIREMENT NAME REQUIRED HOURS YOUR HOURS. HOURS NEEDED wer

Werk History (hrs)

Professional Development (frs)
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9. Select Get Started to complete the goal Professional Development.

APPLICATION REQUIREMENTS

REQUIREMENT NAME REQUIRED HOURS YOUR HOURS HOURS NEEDED mer

You will land on the BA Development Log from where you can log your hours under the Professional
Development category. The requirement for CBAP® is to log a minimum of 35 hours of professional
development within the last 4 years. The requirement for CCBA® is to log a minimum of 21 hours of
professional development within the last 4 years. The content must align with the BABOK® Guide
v3.0, be formal in structure and not simply a presentation on a topic.

The content must meet the following criteria:

e Be moderated/facilitated similar to a formal course (i.e., there must be a moderator for the
session, or a facilitator/instructor who leads the group/individual through the material)

e Have a measurable learning objective (or set of objectives), and those must be directly applicable
to the role of the business analyst (i.e., in terms of either changing behavior or improving skills)

e Provide the opportunity for students to interact with the material (e.g., be able to ask questions,
make the learning meaningful)

e Provide the opportunity to practice the task or objective being presented and be assessed by the
facilitator/moderator

Courses part of our Endorsed Education Provider (EEP™) program automatically qualify towards the
professional development requirements as they have already been assessed and validated by IIBA®
to ensure they meet the above criteria.
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10. Select New to begin to log your hours under Professional Development.

.'BA I"f“é:""‘;‘g 4 My Dashboard Membership. Certification Events Get Involved Renew Store
of Bus sis

e : —
BA Development Log Your Entry Can Not Be Changed After 7 Days ‘See Progress on My Certifications

LLJ
52 CBAP sample

[ Professional Development (0) New - £ce

Work History (0)

B8 Professional Activities (0)

) volunteer service (0)

B self-Directed Learning (0)

3 Formal Academic Education (0)

11. Record your Professional Development hours under any of the following record types:

e Classroom Course
e Chapter Study Group
e Online Course

For this example, select the record type, Classroom Course and select Next.

New Professional Development

Select a record type
] Classroom Course

Chapter Event

Chapter Study Group
Conference Workshop
ECBA Self Directed Learning

Online Course
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Complete the Information and Save.

Training completed through IIBA Endorsed and other training providers

Orga n Nar
on on v

[= st Marr
[= st Marr
"Co m
i Ct PO

nd Date

a

&

* Knowledge Area/Domaln

Business Analysls Planning ..
Ellcitation and Collaboratio..
Requirements Life Cycle Ma..
Strategy Analysls - KAL
Requirements Analysls & De.
Solutlon Evaluatlon - KAS
Buslness Analysls Knowledg...
Aglle Mindsat - KAS
Strategy Horlzon - KAD
Inltiative Horlzom - KALD
System Information
* BA Developmant Log

D CBAP Sample

Select a Knowledge Area (KA) from the “Available”
field and use the arrow to move it to the “Chosen”
field.

Select as many of the KAs as are relevant to the activity.

Business Analysis Planning & Monitoring — KA1
Elicitation and Collaboration — KA2

Requirements Life Cycle Management— KA3

v

v

v

v' Strategy Analysis — KA4

v" Requirements Analysis & Design Definition - KA5
v

Solution Evaluation — KA6

£ =
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The hours will appear in your BA Development Log.

O amferis
.lBA Intemational Institute MyDashboard  Membership Gertification ~ Events  Get Involved Renew  Store
of Business Analysis
T B Development Log our Enfry Can Not Be Changed Afier 7 Daye See Progress on My Certifications
[ Professional Development (1) ECBA, €

Activity Title Activity Type Hours Start Date

BA Techniques Classroom Course 35.00 _ 20/01/2020 v

@3 work History (0)

Select See Progress on My Certifications for the Certification Summary Page where the system tracks
Required Hours; Your Hours; Hours Needed and Met.

Follow the same steps when recording hours for a Chapter Study Group or Online Course.

Once the hours are met, a checkmark appears next to the Met status and the Professional
Development goal status is Complete.

® |ntema
.'BA International Institute MyDashboard ~ Membership Certification ~ Events  GetInvolved Renew  Store &

of Business Analysis™

Information Regarding Your Certifications
‘ Welcome to the IIBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

Once you update your goals please refresh the page - Click Here (¥

Candidate Name: CBAP Sample

v CBAP - Certified Business Analysis Professional™ - Application In Progress

Status: Application In Progress  Term Start Date: Term End Date: Certification Date:

GOALS Status

- Professons Dvlcpment compens -

References Incomplete Get started

Submit your Application Incomplete
Pay Exam Fee Incomplete
Schedule and Pass Exam Incomplete

APPLICATION REQUIREMENTS

REQUIRED HOURS YOUR HOURS HOURS NEEDED MET

REQUIREMENT NAME

Work History (hrs): 7500 o 7,500
Requirements @
KA1 Business Analysis Planning & Monitoring
KA2 Elicitation and Collaboration
KA3 Requirements Life Cycle Management

KAG Strategy Analysis

KAS Requirements Analysis & Design
R
KAG Solution Evaluation &
L
Professional Development (hrs): 35 35 0 Q &

Continue to the next GOAL.
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12.Select Get Started to complete your Work History goal.

o :
.‘BA Intemational Institute My Dashboard ~ Membership Certification ~ Events  Get Involved Renew  Store &
of Business Analysis’

Information Regarding Your Certifications

Welcome to the IIBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

Once you update your goals please refresh the page - Click Here ¢
Candidate Name: CBAP Sample
‘v CBAP - Certified Business Analysis Professional™ - Application In Progress

Status: Application In Progress  Term Start Date: Term End Date:  Certification Date:

GOALS Status

Professional Development Complete

References Incomplete Get started

Submit your Application Incomplete
Pay Exam Fee Incomplete
Schedule and Pass Exam Incomplete

13. For Work History, select New.

° -
.‘B [zl el i MyDashboard ~ Membership Certification ~ Events  GetInvolved
of Business Analysis’

(L] EAB?\EESEJQ'K&?E Your Entry Can Not Be Changed After 7 Days

E Professional Development (1)

Activity Title Activity Type Hours Start Date

BA Techniques Classroom Course 35.00 20/01/2020 v

View All

q ) -

CBAP applicants are required to complete a minimum of 7,500 hours of business analysis work in the
last 10 years. Within this experience, a minimum of 900 hours completed in 4 of the 6 BABOK® Guide
Knowledge Areas, for a total of at least 3,600 hours of the required 7,500 hours total.

CCBA applicants are required to complete a minimum of 3,750 hours of business analysis work in the
last 7 years. Within this experience, a minimum of 900 hours completed in each of 2 of the 6 BABOK®
Guide Knowledge Areas OR, a minimum of 500 hours completed in each of the 4 of the 6 BABOK®
Guide Knowledge Areas.

August 2020

WWW.IIBA.ORG


https://www.iiba.org/

.'BA® International Institute
of Business Analysis™

Complete the Information and Save.

N re r
Information -
K His
Orga n T
& Descrip
s
i i
(= Name C La: m
Woark Hours ’ .
Select the Knowledge Area’s (KAs) appropriate
F hrs NH
to your certification.
! y2{h NH
= v/ Business Analysis Planning & Monitoring — KA1
F y 2 (hi NH
= v' Elicitation and Collaboration — KA2
HEn s i v" Requirements Life Cycle Management— KA3
History 5 (n H v/ Strategy Analysis — KA4
v" Requirements Analysis & Design Definition - KA5
F nrs NH
Se v" Solution Evaluation — KA6
w
Work Hours Completed Work Hours will include:
‘ Work History 1 (hrs) WH Knowledge Area 1
1.500.00 KA1 - Business Analysis Planning & Monito... _ .
=  Work History
Work History 2 (hrs) WH Knowledge Area 2
2:500.00 KA2 - Elicitation and Collaboration (CORE) X " WH KnOWledge Area’S
Work History 3 (hrs) WH Knowledge Area 3
1.800.00 KA% - Strategy Analysis (CORE)
Work History & (hrs) WH Knowledge Area &
2.500.00 KAG - Solution Evaluation (CORE)
Work History 5 (hrs) WH Knowledge Area 5
Search WH Knowledge Areas
Wark History & (hrs) WH Knowledge Area 6
Search WH Knowledge Areas...
seenen | [ -
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The hours will appear in your BA Development Log.

o =
.‘B International Institute My Dashboard Membership Certification Events  GetInvolved Renew  Store
of Business Analysis

BA Development Log ., e Bt
Your Entry Can Not Be Changed Atter 7
‘ CBAP Sample .
E Professional Development (1) Nev
Activity Title Activity Type Hours Start Date
BA Techniques Classroom Course 35.00 20/01/2020 v
View All
) | D o
Organization Name Total Working Hours Start Date CDU Audit
ABC Company 8,300.00 07/01/2019 v
View Al

Select See Progress on My Certifications for the Certification Summary Page where the system tracks
Required Hours; Your Hours; Hours Needed and Met.

Once the hours are met, a checkmark appears next to the Met status and the Professional
Development goal status is Complete.

. )
.‘BA International Institute MyDashboard  Membership Certification ~ Events  Get Involved Renew  Store

of Business Analysis’

Information Regarding Your Certifications

Welcome to the IIBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

Once you update your goals please refresh the page - Click Here @
Candidate Name: CBAP Sample
s CBAP - Certified Business Analysis Professional™ - Application In Progress

Status: Application In Progress  Term Start Date: Term End Date: Certification Date:

GOALS Status

Professional Development Complete

‘ Work History ‘ Complete -

References Incomplete Get started

Submit your Application Incomplete

Pay Exam Fee Incomplete

Schedule and Pass Exam Incomplete
APPLICATION REQUIREMENTS Met 9
REQUIREMENT NAME REQUIRED HOURS YOUR HOURS HOURS NEEDED MET

- okt ) 20 ‘ o0 e P) -

Requirements @

KA1 Business Analysis Planning & Monitoring 1500
KA2 Elicitation and Collaboration 2500
KA3 Requirements Life Cycle Management

KAd Strategy Analysis 1800
KA5 Requirements Analysis & Design

KA Solution Evaluation 2500

Professional Development (hrs) 35 35 o e

Continue to the next GOAL.

August 2020

WWW.IIBA.ORG



https://www.iiba.org/

.'BA® International Institute
of Business Analysis™

14. Select Get Started to complete your References goal.

® ktarna
.‘BA International Institute MyDashboard ~ Membership Certification ~ Events  Get Involved Renew  Sore &

of Business Analysis™

Information Regarding Your Certifications

Welcome to the IIBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

fonce you update your goals please refresh the page - Click Here ¢

Candidate Name: CBAP Sample

v CBAP - Certified Business Analysis Professional™ - Application In Progress

Status: Application In Progress  Term Start Date: Term End Date: Certification Date:

GOALS Status
Professional Development Complete
Work History Complete

- — B -
Submit your Application Incomplete
Pay Exam Fee Incomplete
Schedule and Pass Exam Incomplete

® iniler il NEMLe A . — - -
hm niernational nsstuse My Deshboard  Membership  Cerficalion Evenls  Gel bwvolved
of Busiesa Analyais

‘ Reference Goal Submission Form .
Provide 2 References.

First
Pt ams The references can either be a
CBAP® recipient, a career
manager or a client (internal or
Ema external). Ideally at least one
of your two references will
have known you for at least 6
months.

Last Mama*

Phone Numbar®

Second

First Nama *

Complete the information and
Last e select Submit.

E-mall*

Fhons Number®

=) EX
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The References goal will appear as Complete on your Certification Summary Page.

rnational Ins MyDashboard ~ Membership Certification ~ Events  Get Involved Renew  Store &

of Business Analysis

Information Regarding Your Certifications

Welcome to the 1IBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

Once you update your goals please refresh the page - Click Here @

Candidate Name: CBAP Sample

v CBAP - Certified Business Analysis Professional™ - Ready to be Submitted

Status: Ready to be Submitted  Term Start Date: Term End Date: ~ Certification Date:

GOALS Status
Professional Development Complete
Work History Complete

‘ References ‘ Complete
Submit your Application Incomplete Get started -

Pay Exam Fee Incomplete

Schedule and Pass Exam Incomplete

Continue to the next GOAL.

15. Select Get Started to complete the Submit your Application goal. This step involves agreeing to
the Attestations.

CJ .
“'m Intemnational Institute My Dashboard ~ Membership  Certification  Events  Get Invalved
of Business Analysis

Submitting Your Application Agree to the Attestations

‘ Attestations
e Read the documents

Pleass read the olowing documents and agres t hem by iking on he olloving check bores e Agree to the conditions

e Determine if you want your
name to appear on the
Certification Registry

[ 1 agree to abide by the Code of Conduct.*
[ 1 agree to the Terms and Conditions. *
O | have read the Certification Handbook.” @
Certification Registry H H .
After your application is

Do you consent o having the following information made publicly available, upon your achievement of the cerification, on our international public registry, located within the S U b m Itte d ) yO U W I l l b e

ofthe and used for stalistical purposes by IIBA for afiiiated chapters and organizations: “A d ) “A d
1. Certification achieved pprove Or pprove
2. First and last names H 4
3 Gy, strovnce and counly Pending Audit”.
4. Certification date

[ | consent to the above statement.

I, after praviding consent, you wish to opt out of the registry, please follow these steps

1. Navigate to the

2 Lagin Complete the information and

3. In the top ribbon, click on the dovmward arrow and then on the Profile oplion

4. Once inside your profile, Click on the My Fr itton, located on the top right-hand side S e le C‘t Su b m it
.

5. Within the Profile opfion, de-click the Cert Di ry Cansent option

6. Press on the Save Frofile information button
=) B
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16.Your One-Year Application Term

Once “Approved”, you will have a one-year Application Term in which to schedule and take your
exam. Within the one-year, you have three attempts, each at a fee, to write the exam, if required.
Certification Fees apply.

Your one-year Application Term will start from the day your application is approved.

If your application lapses, you will have to pay the application fee again, re-verify that you meet the
requirements, and pay the exam fee.

17.Select Get Started to Pay Exam Fee
For payment instructions, follow Steps 4-7.

After payment of the exam fee, you will receive a confirmation email from IIBA® indicating your next
steps Schedule and Pass Exam.

O ] :
.‘BA International "'SI'lu}§ My Dashboard Membership Certification Events Get Involved Renew Store -5
of Business Analysis'

Information Regarding Your Certifications

Welcome to the IIBA Certification Summary Page. Action your next certification steps from the options below, see a summary of your hours against the requirements, and start any new certification from the options below.

Once you update your goals please refresh the page - Click Here &

Candidate Name: CBAP Sample
v CBAP - Certified Business Analysis Professional™ - Application Approved

Status: Application Approved ~ Term Start Date: 26/08/2020 Term End Date: 26/08/2021  Certification Date:

GOALS Status

Professional Development Complete

Work History Complete

References Complete

Submit your Application Complete

Schedule and Pass Exam Incomplete Q
18.You May Also Like
Certification Fees
Cancellation and Reschedule Policy
Certification FAQs
Exam Information
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