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Introduction 
 

The Registration Eligibility Processing System (REPS) allows you to submit students who have 
successfully completed your dietetics program to the Commission on Dietetic Registration (CDR).  After 
you have successfully submitted your student(s) and the required documentation, CDR staff will review 
your submission.  If the appropriate requirements are met, the student(s) will be submitted to Pearson 
VUE (CDR’s testing vendor) for registration for either the Registration Examination for Dietitians or 
Dietetic Technicians. 

This system includes features to search and view students submitted by you or previous program 
directors at your institution, as well as giving you quick access to forms and guidelines required for your 
students.  

We hope that you find this system intuitive and easy to use.  We welcome any feedback for future 
enhancements. 
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Quick Start Guide 
 

The following instructions provide the steps you need to use in order to create classes, add candidates 
and submit classes to CDR for review. 

1. Log into REPS at https://reps.cdrnet.org. Your username, password and access code remain the 
same as those which you were previously assigned in CRMS. 
 

2. On the Program Director’s Dashboard, select the option to ‘Add New Class.’ You will first be 
prompted to enter your class’ completion date. If you are logging in to update a class you have 
already started working with, choose that class from the list and click ‘Select.’ 
 

3. On the Class in Process page, you can use the ‘Add Quick Candidate’ feature to enter basic 
information about the student(s) and have the system send email(s) to candidate(s) requesting 
they complete their contact and demographic information. The only information required to add 
a candidate at this point is their first name, last name, middle name/initial (if applicable) and 
email address. 
 

4. After adding students to a class, the demographic info status for the student will show ‘Not 
Updated.’ Once the student receives their email with a link to complete their contact and 
demographic information, they can complete their portion of the application.  After the required 
information has been entered into the system, the student demographic info status will change 
to ‘Updated.’  You will receive an email notifying you when a student has updated their 
information. 
 

5. Once the student has completed their portion of the application and the demographic info 
status is ‘Updated,’ you may select ‘Edit’ next to the student’s name to complete the remaining 
education information portion of the Candidate Eligibility Application. If you choose to put in a 
student’s education information before they have updated their demographics, you will use the 
‘Save & Continue Later’ button mentioned in Step 6 instead of the ‘Validate & Save’ button to 
add this information. 
 

6. The remaining items you are required to complete at this point are highest degree earned, 
degree date, verification agency (if foreign equivalency degree selected), DPD program and date 
(if required by your program type) and uploading of required documents for each student. You 
can scan and upload a single pdf (containing all the required documentation) or multiple pdfs 
(each one consisting of one of the necessary pieces of documentation) for each student. You 
must check the boxes at the bottom of the application to verify that you have included all the 
required document types for your program. Select ‘Validate & Save’ to have the system review 
and save the application. If you are missing some of the required information, or if the student 
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has not yet completed their portion, but you would like to save what you have entered, select 
the ‘Save & Continue Later’ button. 
 

7. After you have completed the remaining portion of the Candidate Eligibility Application, the 
status will change to ‘Complete.’ Once all students in the class have a status of ‘Complete,’ you 
can submit the class to CDR using the ‘Submit to CDR’ button. 
 

8. When submitting a class to CDR, you will be required to enter your name as a digital signature. 
After a class has been submitted, you can view the class on the Program Directors Dashboard 
under the header ‘Classes Submitted to CDR for Processing.’ 

 

Detailed information for each of the steps listed above is provided on the following pages.  
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Program Director Dashboard 
 

 

After you log in, the system will take you to the Program Director’s Dashboard.  This is the central point 
from which all functions can be performed. 

A Class in Process – This section shows classes you currently have in process (not submitted to CDR).  
You can use this option to work with existing students in a class, upload documents to a student’s 
application or check to see if the students have completed their contact and demographic information. 

 B Classes Submitted to CDR for Processing – This section shows classes which are currently submitted 
to CDR for review, but have not yet been approved by CDR.  You can use the ‘view’ option to review the 
students in the class, but you will be unable to make any changes to the student’s application.  Once the 
class has been reviewed by CDR, it will disappear from this list.  At that point you will be able to view the 
class from the Submission History option or the Classes Returned to Program Director for 
Review/Correction section. 

 C Returned to Program Director for Review/Correction – If one or more students in a class has been 
denied or returned for correction by CDR, the class will appear here.  Note that if only some of the 
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students were denied or returned for review, only those students will appear in this returned class.  The 
remainder of the students can be approved by CDR staff independently of the returned student(s).  Use 
the ‘Select’ option to make corrections to the classes in the Returned for Review section.  If student(s) 
are denied, you will only have the option to remove the student(s) from this class.  A student would only 
be denied if they have not met eligibility requirements or had been previously submitted and approved 
by CDR for registration eligibility. 

D Submission History – You can use the Candidate Search to locate candidates submitted from your 
program either by you or previous program directors.  You can also use the Approved Classes option to 
view previously approved classes and students. 

E Forms – This option allows you to download/view forms to give to students or for your own use. 
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Entering Eligible Students 
 

To enter a student(s), begin by creating a new class.  Click the ‘Add New Class’ button on the Program 
Director’s Dashboard.  You will first be prompted to enter your class completion date.  If you already 
have a class created and need to add or update students in the class, please choose the ‘Select’ option 
next to the appropriate class. 
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On the Class in Process page, you can use the ‘Add Quick Candidate’ feature to enter basic information 
about the student(s) and have the system send email(s) to candidate(s) requesting they complete their 
contact and demographic information. The only information required to add a candidate at this point is 
their first name, last name, middle name/initial (if applicable) and email address. 
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Add students by entering their last name, first name, email address.  Please verify that the last and first 
name matches the student’s government issued photo ID.  Students will not have the option to change 
their last or first name via the email link.  Although the Middle Name/Initial field is optional, it should be 
completed if your student has a middle name/initial on their ID.  This field can be edited by the student. 
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After adding students to a class, the demographic information status for the student will show ‘Not 
Updated.’ Once the student receives their email with a link to complete their contact and demographic 
information, they can complete their portion of the application.  After the required information has 
been entered into the system, the student demographic info status will change to ‘Updated.’  You will 
also receive an email from REPS when the student completes their portion of the application. 
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Submitting a Class to CDR for Review 
 

Once the student has completed their portion of the application and the demographic info status is 
‘Updated,’ you may select ‘Edit’ next to the student’s name to complete the remaining education 
information portion of the Candidate Eligibility Application. If you choose to put in a student’s education 
information before they have updated their demographics, you will use the ‘Save & Continue Later’ 
button mentioned in the next step instead of the ‘Validate & Save’ button to add this information. 

 

The remaining items you are required to complete at this point are highest degree earned, degree date, 
verification agency (if foreign equivalency degree selected), DPD program and date (if required by your 
program type) and uploading of required documents for each student. You can scan and upload a single 
pdf (containing all the required documentation) or multiple pdfs (each one consisting of one of the 
necessary pieces of documentation) for each student. You must check the boxes at the bottom of the 
application to verify that you have included all the required document types for your program. Select 
‘Validate & Save’ to have the system review and save the application. If you are missing some of the 
required information, but would like to save what you have entered so far, select the ‘Save & Continue 
Later’ button. 
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State Licensure Board Candidate Submission 
 

If you are a State Licensure Representative, you are not required to complete degree or DPD 
information.  Uploading documents is also NOT required.  After you receive an email from REPS 
indicating that the student has completed their portion of the application, you can select ‘Validate & 
Save’ on the candidate screen to change application status to ‘Complete.’  When all your candidates 
have the ‘Complete’ status, you may submit class to CDR. 
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After you have completed the remaining portion of the Candidate Eligibility Application, the status will 
change to ‘Complete.’ Once all students in the class have a status of ‘Complete,’ you can submit the 
class to CDR using the ‘Submit to CDR’ button. 
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When submitting a class to CDR, you will be required to enter your name as a digital signature. After a 
class has been submitted, you can view the class on the Program Directors Dashboard under the header 
‘Classes Submitted to CDR for Processing.’ 
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Students Denied or Returned for Review 
 

There may be some situations where CDR denies a student(s) or returns a student(s) for 
review/correction.  In either of those situations, you will receive an email from the system notifying you 
that some or all of the students in your class have being returned.  Note, only students that have issues 
will be returned and CDR will continue processing the other students in the class.  The original class, 
submitted to CDR for review will be split and the remaining student count in the original class submitted 
for processing will be reduced by the number of students being denied or returned. 

The Program Director Dashboard includes a section showing any classes being returned.   Below is an 
illustration of a class with two students which have been returned for review.   
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Click ‘Select’ on a returned class to view details about the students being denied or returned for 
corrections.  For each student being returned, you can click ‘edit’ to view CDR Administrator notes about 
the reason for the denial or return. 

Note, for students that are denied, your only option will be to delete the student from the class.  For 
students returned for review, please make corrections as requested and follow the process to validate 
the student and submit the student to CDR for approval. 
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Review the CDR Administrator notes within each student to check on reason for return.   
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Delete students who are denied after reviewing the CDR Administrator notes.  If these students meet 
eligibility requirements at a later date, they will need to be re-submitted into REPS.  Validate the 
remaining students after updating with the corrected information.  Then, follow the process to submit 
the class to CDR. 
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Candidate Search 
 

REPS includes options for you to search for candidates who were submitted by your program either by 
you or previous Program Directors.  Select ‘Submission History’ on your menu bar then choose 
‘Candidate Search.’ 

 

You can search for students using various criteria.  We recommend using minimal search criteria first 
and add additional criteria if necessary to refine your search. 
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Approved Classes 
 

REPS also includes options to review classes approved by CDR either by you or previous program 
directors for your program.  Select ‘Submission History’ then choose ‘Approved Classes.’  You can 
narrow down your results by filtering class completion date ranges. 
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Forms 
 

Latest copies of forms and policy documents for you and your students can be found under the ‘Forms’ 
option on the menu toolbar. 
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Changes from CRMS 
 

• Your login, password and access code from CRMS will be unchanged and used on the new REPS 
system. 
 

• REPS requires students to complete their own contact and demographics information on their 
application.  This is a major shift away from program directors having to enter this information 
into the system, and should improve accuracy and reduce the amount of work required by 
program directors to submit students.  When a Program Director uses the ‘Quick Candidate Add’ 
feature, an email is sent to students with a unique link to allow them to complete their portion 
of the application (and survey if necessary). 
 

• DPD graduates applying for registration eligibility through Pathway III need to complete the DTR 
Pathway III survey.  Program directors cannot submit the DPD class to CDR for review until 
students have completed their survey.  The survey questions are included in the contact portion 
of the candidate application.  Requiring completion of the survey prior to submission reduces 
any delays in processing by CDR as all required items are complete before the application is 
submitted. 
 

• If students are denied from a class, or there are some items on a student application that need 
review/correction by the program director, CDR now has the ability to return just the denied 
students or those whose applications need correction to the Program Director.  The remaining 
students can be approved and submitted to Pearson VUE, eliminating any delays that may have 
occurred in the past in these situations. 
 

• In order to further enhance the accuracy and security of eligibility submissions, CDR is replacing 
the current random audit system, with a requirement that all supporting eligibility 
documentation be included with every submission. This feature will eliminate the need for and 
delay incurred with mailing hard-copy audit documents. All required documentation will be 
attached via pdf file(s) within REPS.  CDR is required by the National Commission for Certifying 
Agencies (NCCA) to take on the responsibility of primary source degree verification for all 
candidates applying for eligibility for the Registration Examination for Dietitians or Dietetic 
Technicians. 
 

• You will be able to view classes and students submitted in the CRMS system within REPS.  The 
only difference is that students submitted thru CRMS will not have any uploaded document 
attachments.  
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FAQ 
 

1. Q: Is there a ‘Forgot Password’ feature? 
 

A: Yes, this is available on the login screen.  In order to use this feature, you will need to know: 
• Your CDR registration ID number - If you are a Program Director, this is your personal 

RD number.  If you are a state licensure representative, your ID number will be assigned 
to you by CDR.   

• Your program code - This is the 4 or 5 character code assigned to your program by CDR.  
• Your email address - Please note that the email address used in this system is the one 

associated with your institution and may differ from the one you have on your personal 
CDR registration record.  A ‘Forgot Password’ email will be sent to the email address 
associated with your institution. 

 
2. Q: Not all international addresses have Zip Codes. What should be done for those international 

addresses that do not have them?  
 

A: As most addresses (international and domestic) have Zip Codes, this field is required. If you 
have a student from a country which does not have a Zip Code, please enter “12345” in this 
field.  The error message, which appears if no Zip Code is entered, will instruct the user to enter 
“12345.” 

 
3. Q: Is the uploading of documents (Transcript, Misuse Form, Verification Statement, etc.) now 

required for all submissions?  
 

A: Yes. The documentation you are required to submit for each student will be given in a check 
list below the upload tool. The documentation requirement will vary by program type.  
 
The new REPS system maximizes the use of technology enhancements, to streamline CDR 
registration eligibility processing procedures.  With the new system, paper document 
submissions and the random audit process have been eliminated.  In addition, Third-party 
payers and hospital system credentialing organizations require that CDR receive eligibility 
documents (including transcripts documenting degree completion) from a primary source.  The 
new REPS system facilitates CDR compliance with this requirement.  

Documents required for submission are documents which program directors have always been 
required to have in their possession before a student can be submitted to CDR for registration 
eligibility. There is an icon next to the upload tool which users can click on to view more 
information on current document requirements. 
 

4. Q: What types of transcripts are accepted? 
 

A: Program directors must upload an official/primary source transcript which includes the date 
the degree was awarded/conferred/granted and reflects the highest degree earned from a US 
regionally accredited college or university.i  An official transcript is one which comes directly 
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from the degree granting institution to the ACEND accredited program director and is not 
marked as unofficial. 

Please note: 

o If the graduate’s degree is from outside the US, the program director must include a 
Foreign Degree Equivalency statement confirming the graduate’s degree is equivalent to 
as least a bachelor’s degree from a US regionally accredited college or university.  

o Transcripts accessed by a program director through an institution’s secure, electronic 
system may be used provided they are not marked as unofficial.  

o Official Dietetic Internship Centralized Application Services (DICAS) transcripts may be 
used as long as these transcripts reflect the date the degree was 
awarded/conferred/granted.  

o If a graduate has more than one degree, only the transcript reflecting the highest degree 
earned must be uploaded into REPS. 
 

Alternatively, program directors may include a letter on University letterhead bearing the 
original signature of the Registrar or Dean of the Graduate School verifying completion of all 
degree requirements, including thesis, if applicable, payment of all administrative fees and 
the date the degree was or will be conferred.  A letter from any other individual is not 
acceptable.  

5. Q: Why are transcripts required with REPS submissions?  
 
A: Transcripts verify to CDR that graduates have completed all degree requirements. 

 

6. Q: What types of Verification Statements are accepted? 
 

A: Program directors must upload all official, signed ACEND Verification Statements pertinent to 
their program type.  

Please note: 

o The program completion date on DT, DPD and CP Verification Statements cannot pre-
date the degree awarded/conferred/granted date listed on the official transcript. 

o The date the Verification Statement is signed by the ACEND accredited program director 
must be on or following the program completion date. 

o DICAS Verification Statements are not accepted. The DICAS version of this document is 
not official as the information does not come from a secure source.  
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7. Q: Why are Verification Statements required with REPS submissions? 
 
A: Verification Statements verify to CDR that graduates have completed ACEND accredited 
program requirements.  
 

 
8. Q: If a student sees an issue with the name entered for them into REPS, they are directed to 

contact their Program Director? Why is this?  
 
A: It is imperative that a student’s name is entered into REPS exactly as it is listed on their valid, 
government-issued photo identification. If the name in our system does not match this ID, they 
will be turned away from Pearson VUE testing centers and lose their testing fee. For security 
reasons, only a Program Director may initially enter and/or edit a student’s first and last name in 
REPS. Therefore, if the student sees an error in the spelling of their name, they will need to 
contact their Program Director to edit their name in REPS the application can be submitted to 
CDR.  
 

9. Q: When a Program Director is asked to enter the highest degree earned, is this the highest 
degree earned associated with the current ACEND accredited program, or the highest degree 
the student has ever obtained?  

 
A: This field is asking for the highest degree earned by the student from a regionally accredited 
university/college or foreign equivalency. The highest degree does not need to be associated 
with an ACEND accredited program. There is an icon next to this field which users can click on in 
order to view more information about this requirement. 

10. Q: Can a class be started in REPS before the completion date of the program?  
 

A: Yes. REPS allows for a future date to be entered as the class completion date so that program 
directors can initiate the Add Quick Candidate process and allow their graduates time to 
complete their demographic information. The class can only be submitted to CDR for final 
approval on or after the class completion date. 

 

 

i Master’s degree transcript is required for combined master’s Dietetic Internships and Coordinated programs.  
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