
Student Applies for an Exam Training Guide 

1. Login to system Using your Student Account 

 

2. If you have registered as a student you will see the “Student Services Bar” on the top 
of your landing page.  

 
3. To register to take an exam select the “Exam and Cert Application” button on the 

right.  
 
 



 
4. The system will then open the application, and you will be asked to confirm your 

personal demographic information.  
 

 
 

5. If the demographic information is not correct. You update the demographic 
information on the user profile tab.  



 

 

6. Once you have selected user profile select edit using the vertical ellipses on the 
right-hand side of the screen.  
 

 
 

7. This will open the data screen for you to update your address and email information.  
 



 
8. Once you have updated your profile information and update you can go back to the 

exam registration process. Which will now show up on your tasks list and selecting 
“Go”  

 
 

9. This will then reopen the previous application and you can pick up where you left off.  

 



 

10. Once you select to submit confirm your demographic information, you will be asked 
to select which exam or certification you wish to sit for. Please select Fire Officer I as 
it is supported in the Pearson Vue Test System.  
 



 
 

11. Once you selected the exam you wish to apply for you can submit to move on to the 
next step.  
 

12. The system will then display a read only page with all of the prerequisites for the 
exam you selected.  
 



 
 

 
 

13. You will then be asked to add a required task book document. Once you have made 
the attachment you can then select to submit.  

 



 
14. Once you submit the system will show you the fee associated with the exam. Note 

you do not need to pay the fee to have you certification/exam reviewed but you will 
need to pay the fee to have them become active.  
 

 


