QRG - TEST CANDIDATE REGISTRATION

Guide Summary

This Quick Reference Guide covers the process of
registeringa new Profile with Certiport, registering with
each desired exam provider, and accepting the Non-
Disclosure Agreement (NDA) for each provider.

Registering a New Profile

1. Tobegin,navigate to the Certiport website at
www.certiport.com.

Next, clickonthe green
“Register” linkin the top
right-hand corner of the

Register

The Welcome Page asks for the following information:

e Preferred Language: The item selected here will cause
any pages within our website that have translations to
appear in the language chosen. Please note that not
all pages have been localized, and that the default
language displayed if the translation does not exist
will be English.

e  Countryof Residence

e  CertiportPrivacy Statement

e  CAPTCHA Security Verification

4. Next,complete the “Account Setup” page.

User Registration

page.

3. Completeallrequiredfields onthe first page of the
UserRegistration Pathway - the “Welcome” page.

User Registration

The Account Setup page is where you willenter your
Name andAge, create your Username and Password, and
select the Security Questions to be used for potential
Account recovery.

5. The nextstep inthe User Registration Pathwayis to
complete the “Personal Information” page.
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On the Personal Information page you will enter your
contact E-mail Address, your Mailing Address, and spedify

anyoptional information such as Phone Number, Student
ID, and Alternate Mailing Address.

6. Next,complete the “Profile” (demographic) page.
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@ Wel e to Certipo Are you currently enrolled as a student (part-time or full time)?*
@ Accoun tup =
2 No
o
» Profile
Are you currently employed?*
O Yes.
)No
Gender
O Male

O Female

() ) ()

When you click “Submit” on the Profile page youraccount
will be createdandyou willbe sent an e-mail confiration
with your Username.

7. Complete the “Purpose” page.
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http://www.certiport.com/
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The Purpose pageis where you willindicate the types of
activitiesyou wishto perform under the newaccount. For
Test Candidates, please checkmark “Take an exam or
prepare for an exam” and then click “Next”.

Exam Program Registration &
Accepting the NDA

You can save time and avoid disruptions when testing by
completing the information on the Program Registration
page now. Eachexam programrequires additional
registration except forthe IC3, which willautomatically be
populatedfrom the previous steps. Registration for
programs youwill not be testing in may be skipped.

1. Click on the “Register” button for MICROSOFT in
which you willbe taking an exam.Youcanuse your

Cartinart nrafila infarmation ta nanulata and cuilhmit
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To take an exam, you must be registered with the certification program.
Microsoft

Microsoft Office Specialist 2003 (LS
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You are registered. Edit registration data

fice Certifications (CPMCAS)

Register |)

(Aca)

Register

2. Youwillalsobe askedto signthe NDA (non-disdosure
agreement) within eachindividual program
registration page. Itis possible to submit your
informationand be shown as “registered” on the
Program Registration page without actually accepting
the NDA foreach program provider. Ensure you have
completedthe extra step of clickingon the NDA link
inorderto read and accept it.

Certiport Sponsor Registration

CERTIPORT SPONSOR REC]STRAYID!
Certiport Non-Dis: ure Agreement Non-Disclosure agreement status: Not accepted

You must accept the Non-Disclosure Agreement before you can take an exam.

3. When you have finished registering with each desired
program provider and have accepted all
corresponding NDAs click “Next”.

Note: The profile page can be accessedatanytime to
register foradditional programs, orto goback and signan
NDA priorto testing.

4. The final pageinthe User Registration pathway s the
“Summary” page. |f you have completed all the steps
in the pathway you may click “Finish”.
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Welcome
ITest Candidate V|

Show the world you did it. B

rw Messagrs

Send your transcripts to anyone, anytime. Click to view transcripts.

My Exams

You have no assigned exam vouchers.

This guide only covers the User Registration process. For
information onthe features and tools available to you
underthis newrole, please Contact to your University
Focal Personor Email to

info @TECEducationFoundation.org.pk
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