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CFP Board’s Online Education Verification System – Step-By-Step 
CFP Board-Registered Programs are required to submit eligibility lists of students who have completed their 
program.  

Individuals identified by a CFP Board Registered Program as the Program Director and/or Primary Contact 
are required to submit eligibility lists through CFP Board’s online Education Verification System, which 
provides a convenient way for you to upload the information and review it for accuracy before you submit 
these lists and assist your program’s graduates in taking the next steps toward CFP® certification.  

The information below is using a mock account and fake students that describes a step-by-step 
procedure of how to upload your student eligibility list. If you have any further questions, please 
reach out to registeredprograms@cfpboard.org.  

  

Step-By-Step 

Part 1- Uploading the List 

1. Select the program name from the drop-down list; you will see only the program(s) for 
which you listed as an authorized representative:  
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2. Click the Browse button to find the saved .CSV file. 

 

3. Click the Upload Eligibility button to upload your .CSV file.  
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4. Once you have uploaded your .CSV file, you will see your list uploaded just as it appears in 
your spreadsheet.  

a. You can also view the total amount of uploads that were valid or invalid. (See A) 
i. Valid = no errors  

ii. Invalid = errors that need to be edited or removed. 
b. In this example, you see errors that need to be addressed. The ones that do not have 

errors are ready for submission. (See B)  
c. If there are no errors or once you have corrected or removed all errors, you will be 

able to submit by clicking the Submit Eligibility button. (See C). The button will be 
disabled until there are only valid records for submission. 

d. Please note: There is no way to save a batch that has errors. All errors need to be 
resolved to submit. If you close the browser or allow the session to time out, you will 
need to upload the file again. 

 

 

A 

B 

C 
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Part 2- Example of How to Fix an Error  

5. An error you might encounter is a missing StartDate, which is one of the requirements to 
upload a student. (See A)  

a. On the far left, you will select the Edit button to fix the error. (See B)  

 

6. Once selecting the Edit button, you will be able to adjust the student’s information:  
a. The Start Date is a requirement and once you add the start date, you will click the 

Update button.  

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

A B 

*Add Start Date* 
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7. Once you select the Update button, you will see your error has been resolved and the total 
number of Valid students increased.  

 

8. Another error you may encounter is a blank row:  
a. To remove it, you may delete the row entirely by selecting the Delete button.  
b. If you need to delete a record, this is the way to do it as well.  

 

You will repeat steps 6 through 8 until all the errors have been resolved. 
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9. A complete and successful upload will appear like this: 
a. There are no more red error messages.  
b. There are 0 invalid records.  
c. The light blue submit button has turned dark blue.  

 
 

10. Once you are ready to submit, you will click the Submit Eligibility button 

 
11. You will get a 

“pop-up” 
confirmation 
regarding your 
submission.  
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Non-Degree Programs Payments of Per Capita Fee 

1. After clicking on the Confirm button, non-degree programs will get this notice regarding the 
non-refundable Per Capita Fee. 

 
2. After clicking on the Submit Eligibility button, non-degree programs will get a Confirm 

Submission notice. 

 
 

3. After clicking on the Confirm button, the invoice will be created, and the program would 
click on the Pay This Invoice Now button to issue payment. 
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