North Carolina State Board of Certified Public Accountant Examiners

Accessing the Portal and Creating Your User Portal Account

The North Carolina State Board of CPA Examiners' User Portal enables applicants and licensees to submit
applications and manage their information online.

If you are using the new portal (April 2026 version) for the first time, you must create a portal login. A login
created for the old portal (before April 2026) will not work.

Access the User Portal
You can access the User Portal in any of the following ways:

e Visit the Board's homepage and select Access User Portal from the | Want To menu.

e OntheBoard's homepage, select Access User Portal at the bottom of the site menu (use the three-
line menu icon, aka the "hamburger," to access the menu).

e Go directly to the User Portal.

Create Your Portal Login
If this is your first time using the April 2026 portal, you must set up a portal login.

IMPORTANT: Do not enter anything in the Sign In fields. Instead, choose one of the following options for
setting up your portal login.

Recommended: Use an Existing Social Account

The easiest way to create your portal login is to use an existing Google, Apple, Microsoft, or LinkedIn
account.

When you use one of these options:
¢ You do not need to create or remember a separate portal password.
e The provider handles the sign-in and authentication process.
e The Board does not see or store your password.

Select the account you want to use and follow the instructions provided by that service. After that, you
will be directed to the Options page.

Or: Create a Username and Password
If you prefer to create a separate portal username and password, select Sign Up Now.
You will need to complete several security and verification steps. These may include:
e CAPTCHA verification
e Email verification
e Text-message verification or Authenticator-app verification

After you create your portal login, you will be directed to the Options page.
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Select the Appropriate Option

The Options page offers two ways to connect with the Board or start the application process. Choose the
option based on whether you already have a record with the Board.

Your situation Select

If you have previously applied to the Board for the Exam or a license, or have a CPA certificate,

. . . . Option 1
regardless of its status (active, inactive, forfeited, etc.) P

You have never applied to the Board and do not have a Board record. Option 2

This is your first time using the new portal, but you previously applied to the Board for the
Exam or a license, or have a CPA certificate, regardless of its status (active, inactive, forfeited,||Option 1
etc.)

Important: Your portal account and your Board record are two different things. You may be a new portal
user but have an existing Board record. If you have previously applied to the Board for the Exam or a
license, or have a CPA certificate, regardless of its status (active, inactive, forfeited, etc.), you have a Board
record and should select Option 1.

Option 1: | Already Have a Board Record

Use Option 1 if you have previously applied to the Board for the Exam or a license, or have a CPA certificate,
regardless of its status (active, inactive, forfeited, etc.).

Option 1 connects your portal account to the Board record you already have.

Step 1: Select Option 1

From the Options page, select Option 1.

You will be asked to provide information so the portal can find and verify your existing Board record.
Step 2: Enter Your Information

Enter the following information exactly as it appears in the Board's records:

e First name and last name
o If your Board record lists your first name as J., enter J., not John, and vice versa
o If your last name has changed and you have not updated it with the Board, please contact
examinations@nccpaboard.gov or licensing@nccpaboard.gov for instructions on
updating your name

e Last four digits of your Social Security number
o Do not enter more than four digits. Doing so will return an error message.

e Email address on file with the Board

o Before attempting to link your Board record with your portal account, determine which
email address is on file. If you don't know which email address you provided to the Board,
look for a recent email from the Board; the address to which the Board sent the email is
the address you should enter. If you don't want to use that email address, contact
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examinations@nccpaboard.gov or licensing@nccpaboard.gov to request an email
address update and specify the email address you want to use.

Step 3: Verify Your Board Record

Select Verify User. If the information you entered matches your Board record, your portal account will be
connected to your existing Board record, and you will be directed to your portal dashboard.

If you selected Option 1 but the portal cannot find your existing Board record, check the information you
entered.

1. Check your first and last name. Make sure they match the Board's records exactly.

2. Check your email address. Make sure you are using the email address currently on file with the
Board.

3. Try again. Re-enter your information carefully and select Verify User.

If your record still cannot be found, contact examinations@nccpaboard.gov or licensing@nccpaboard.gov
for assistance.

Step 4: Review and Update Your Personal Information on Your Portal Homepage

Before accessing an Exam or License application, you must review your personal information. Review the
information carefully. If anything has changed, update it before continuing. If you are applying for a CPA
license, you must enter a business address.

Step 5: Access Your Application or Renewal

After you have reviewed and, if necessary, updated your personal information, you can access the
appropriate Exam or license application, CPA license renewal, or firm management from your portal
dashboard.

Option 2: | Do Not Have a Board Record
Use Option 2 if you have never applied to the Board and do not already have a Board record.
Step 1: Select Option 2

From the Options page, select Option 2. You will be asked to provide information that the Board will use
to create your record.

Step 2: Enter Your Full Legal Name, Complete Social Security Number, and Email Address

Enter your full legal name carefully and accurately. The name you provide will appear on all Board
documents, including a Notice to Schedule (NTS) or a CPA license. NOTE: You cannot make changes to your
name after this step.) Enter your complete Social Security number. Enter a valid email address; this is how
the Board will contact you. The Board suggests using your personal email address instead of a school or
work email address so that you will always have access to that account. Make sure all information is
complete and spelled correctly before clicking Save. Click New User to create your account.

Step 3: Complete Your Personal Information on Your Portal Homepage
e Name: You can add a prefix and suffix, but cannot change your first, middle, or last name.

e Date of Birth: Enter your date of birth
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e Gender: Select the gender that best describes you. If none of the options match your gender, you
may self-identify. You may also select | Do Not Wish to Disclose.

e Ethnicity: Select the option that best describes your ethnicity. You may self-identify if none of the
options match your ethnicity. You may also select | Do Not Wish to Disclose.

¢ Mother's Maiden Name: If you do not know your mother's maiden name, enter Unknown in that
field.

Step 4: Enter Your Addresses

Mailing Address: Complete the fields for your mailing (aka primary/preferred) address. Enter a valid phone
number and email address. This is the information the Board will use to contact you.

Home Address: Complete the fields for your home address. This may be the same information that you
entered as your mailing address.

Business Address: If you are applying for an original or reciprocal CPA license or for reinstatement of an
original or reciprocal CPA license, you must complete the business address fields in addition to the mailing
address fields. If you are not employed, enter None, N/A, etc., in the business address fields.

Step 4: Access Your Application

After you complete the Personal Information and Address sections, you can access the appropriate Exam
or License application from your portal dashboard. If the Exam or CPA license applications are not shown
in the overview box, return to the Address section and modify your address slightly (e.g., change Street to
St., etc.)

Need Help?

If you need help accessing the portal or connecting your portal account to your Board record, contact the
appropriate Board staff.

Exam Applicants
(919) 733-4224

examinations@nccpaboard.gov

License Applicants
This includes applicants for original licensure, reciprocal licensure, and reinstatement.
(919) 733-1422

licensing@nccpaboard.gov
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