
Notice of 
Appointment 
Instructions

1. Log into your portal and choose "Notice of Appointment" and choose "start"

Choose "Add New" - Do NOT hit "Submit" here

Choose "Add" in the action
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Complete all the required fields, including the original start date and end date (if you are
leaving the facility - leave blank if you are just now starting there)  - then "Save and
Continue"

Choose "Submit"

You will then see this message and get an email confirmation

Email looks like:



Respectfully,

Donita McGlasson
Deputy Director | NCIA Board
1740 W. Adams St., STE 2490
Phoenix, Arizona 85007
Ph: 602-542-5959




