
 

 

 

Pearson VUE Administration Policies 

 
Admission Steps & Requirements 

 Upon arrival, Test Candidates will be asked to complete a sign in/out form and a Candidate 
Rules & Agreement document. 

 The TCA must confirm that the Test Candidate’s ID matches the Certiport account information 
on the Proctor Validation Screen prior to launching the exam. 

 Proctors may answer questions regarding the functionality of the exam software, but may not 
answer questions or provide instructions related to exam content. 

 Upon arrival at the testing center, Test Candidates must present their personal identification 
bearing a photograph and signature. 

 Test Candidates may not take recording devices such as paper/pencil, cameras, PDAs, 
computers, or communication devices such as cell phones, or pagers into the testing area. 

 Test Candidates must not communicate with other Test Candidates either in the testing room, 
or in any other area of the testing facility during authorized testing breaks. 

 Test Candidates must not remove exam content from the testing area, and must not 
reproduce exam content outside of the testing area. 

 Test Candidates found to have violated testing center rules may lose any existing certifications 
and may be made permanently ineligible for additional certifications. 

Identification (ID) Requirements 

 The first and last name that the candidate uses to register must match exactly the first and last name 
on both of the IDs that are presented on test day. 

 All IDs required must be issued by the country in which the candidate is testing. If the candidate does 
not have a qualifying primary ID issued from the country they are testing in, an International Travel 
Passport from their country of citizenship is required, along with a secondary ID. 

 Candidate is required to present two forms of original (no photo copies), valid (unexpired) IDs; one 
form as a primary ID (government issued with name, recent recognizable photo, and signature) and 
one form as a secondary ID (with at least a name and signature, or name and recent recognizable 
photo). 

 Expired forms of ID are not acceptable; unless accompanied by valid renewal papers. 

 European Union candidates testing within the EU zone, may also provide a valid, unexpired EU card. 

 If a government issued ID is missing a visible signature (or has an embedded signature), the candidate 
is allowed to test as long as the other requirements for primary and secondary IDs are met. 

PRIMARY ID: 

 International Travel Passport 

 Driver’s license 

 Military ID (including spouse & dependents) 



 

 

 Identification card (national/state/province identity card) 

 Alien registration card (green card, permanent resident, visa) 

 Local language ID (not in Roman characters) – accepted only if issued from the Country the Candidate 
is testing  

 
SECONDARY ID: 
 

 Any ID containing at least name and signature, or name and recent recognizable photo that meets 
above ID requirements  

 
 Additional Allowances: 

 Expired forms of ID are not acceptable; unless accompanied by valid renewal papers. 

 European Union candidates testing within the EU zone may also provide a valid, unexpired EU card. 

 If a government issued ID is missing a visible signature (or has an embedded signature), the candidate 
is allowed to test as long as the other requirements for primary and secondary IDs are met. 

 
*If you have any questions about the ID you are required to bring with you to the testing center for 
admittance for your exam, please contact Pearson VUE customer service at www.pearsonvue.com/contact. 
Any candidate exceptions to the ID policy must be pre-approved by the Pearson VUE customer service center 
at least three business days before the scheduled exam appointment. 
 
Scheduling your exam 
 

 Online bookings to be made via http://pearsonvue.com/test-taker.asp  

 Choose the client program for your chosen exam  

 Sign in / create an account 

 Choose the exam code you wish to take 

 Select IT Certification Academy as your chosen Testing Centre 

 Follow the prompts to select a date and time available at the IT Certification Academy 

 Complete your payment information 

 Submit order to complete exam booking 
 

 Bookings made by ITCA on Test Candidates behalf 

 Contact Stephanie Kruger on Stephanie@itca.co.za to get a quotation for the exam you wish to take 

 Pay the total value of the quote to the banking details found on the Exam Registration Form. 

 Submit proof of payment along with a completed Exam Registration Form with a specified date and 
time for your exam 

 Test candidates will be notified via email or telephone of the outcome, or any additional information 
that may be required 
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Cancellation/Rescheduling Policy 
 
All cancellation and rescheduling notices must be made to the Pearson VUE Test Centre Administrator no less 
than 48 hours before the scheduled exam time. Queries and complaints can be made to Stephanie@itca.co.za, 
alternatively to candy@itca.co.za  
 
All cancellations and rescheduling requests made less than 48 hours before the exam time will not be upheld 
and the test candidate will forfeit the examination and be charged again to retake the exam. 
 

 If on the day of the examination an emergency; such as death in your immediate family has come up, 
exams will only be rescheduled by Pearson VUE direct once documents to support these claims have 
been received. 

 Pearson VUE Support Services MUST be notified on the day of examination in such an event so 
that an Incident can be logged. Failure to do notify on the day will result in the test candidate 
forfeiting their examination. Supporting documents will be required after an Incident for the 
test candidate has been created. 

 

Test accommodations 

Pearson VUE is committed to providing access for all individuals with disabilities. Depending on your 
geographic region, test accommodations may also be known as “special arrangements” or “reasonable 
adjustments." 

What are test accommodations? 

The purpose of test accommodations is to provide candidates with full access to the test. However, test 
accommodations are not a guarantee of improved performance or test completion. Pearson VUE provides 
reasonable and appropriate test accommodations to individuals with documented disabilities who 
demonstrate a need for test accommodations. 

Pearson VUE test accommodations may include things such as: 

 A separate testing room 

 Extra testing time 

 A Reader or Recorder, for individuals with mobility or vision impairments and cannot read or 

write on their own 

Test accommodations are individualized and considered on a case-by-case basis. Consequently, no single type 
of test accommodation (e.g. extra time) would necessarily be appropriate for all individuals with disabilities. 
Simply demonstrating that an individual meets diagnostic criteria for a particular disorder does not mean that 
the person is automatically entitled to test accommodations. 
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What test accommodations are right for me? 

Specific test accommodations should be related to the functional limitations. For example, a functional 
limitation might be impaired mobility, due to loss of a hand, which prevents the test-taker from writing, 
typing, and recording answers. The appropriate test accommodation might be to have the assistance of a 
human recorder/scribe. It is essential that the documentation of the disability provide a clear explanation of 
the current functional limitation(s) and a rationale for each requested test accommodation. You should work 
with your doctor or other professionals who know you to determine which test accommodations are 
appropriate for you. 

All candidates who are requesting test accommodations because of a disability must provide appropriate 
documentation of their condition and how it is expected to affect their ability to take the test under standard 
conditions. This may include additional supporting documentation from the professional who diagnosed the 
condition. 

How do I request a test accommodation? 

Begin by selecting your program. Go to: 

Select your test program 

Then, select your test program sponsor from the alphabetized list. 

 

 

 

 

 

 

 

 

 

FAQ’s 
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The information below addresses our most common questions. If you still need help, connect with a customer 
service representative. We are ready to assist. 

1. How do I find the landing page for my testing program? 

1. Go to the Test Taker home page or click "For Test Takers" at the top of any page on this website. 

2. Under "Start here: enter your program name" type your program name or its acronym. 

3. When you get a match, click on the program name. You will go to the landing page for your 

program. 

2. How do I contact Pearson VUE Customer Service? 

To ensure you chat with, phone or email, the correct customer service representative, follow these steps: 

1. Go to your testing program landing page (see FAQ #1) 

2. Click "Customer Service." You will see the correct contact information for your testing program. 

3. How do I create an account? 

1. Go to your testing program landing page (see FAQ #1). 

2. Click "Create an account." 

3. Follow the step-by-step instructions. You will be asked to provide basic demographics (an email 

address is required), along with any other information deemed important by your program or 

board. 

4. If you are asked to provide your ID number while creating an account, you may require pre-

authorization from the testing program or board. If you do not have this information, contact the 

testing program or board. A link to its website is provided on the landing page (see FAQ #1). 

4. How do I schedule, reschedule or cancel an exam online? 

1. Go to your testing program landing page (see FAQ #1) 

2. Click "Sign In." 

3. Enter your username and password. 

4. To schedule:  

o Choose an exam. 

o Then, a location. 

o Finally, a date and time. 
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5. To reschedule or cancel, look at the "Upcoming Appointments" section for instructions.  

o Some programs charge fees for rescheduling and/or cancelling an exam. To 

determine if there is a fee to reschedule or cancel your exam, check your 

appointment confirmation email. 

o The deadline to reschedule or cancel an appointment will vary by testing program. 

To determine the policy for your exam and testing program, check your 

appointment confirmation email. 

o Your profile will reflect the updated appointment and you will receive an email 

confirming any change. If your new appointment (or change) is not reflected 

online, contact Customer Service (see FAQ #2) to confirm the appointment. 

5. How do I update personal information on my account? 

1. Go to your testing program landing page (see FAQ #1) 

2. Click "Sign In." 

3. Enter your username and password. 

4. Click on "My profile" (under the My account menu). 

5. If your program allows you to edit your account, you will see an "Edit" option to the right of the 

information you wish to change.  

o For security reasons, some fields may need to be updated by Pearson VUE or by 

the testing program. 

o If you are unable to update your personal information online, you will see 

messaging regarding who to contact to have updates made. 

6. If I have an issue at the test center, how is it reported and how long does it take to resolve? 

The normal resolution time is 3-5 business days.  The steps are: 

1. The test center administrator will file an Incident Report. 

2. Within the 3-5 day window, you will be contacted via email or phone when the issue has been 

resolved. 

3. After 5 business days, if the incident has not been resolved, contact Customer Service (see FAQ 

#2). 

7. I think I have multiple accounts. Can I have them merged? 
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We can merge duplicate accounts for most testing programs. To request a merge: 

1. Call Customer Service (see FAQ #2). Please note that account merges cannot be done via Live 

Chat Support. 

2. If Pearson VUE is unable to merge your duplicate accounts, contact your respective testing 

program or board. 

8. My account has a block. How do I get it removed? 

To remove a block on your account: 

1. Contact Customer Service (see FAQ #2). 

2. Customer Service will identify needed steps based on the nature of the block. 

9. How much will my exam cost? 

1. The cost of exams varies by testing program, exam type, and sometimes region. 

2. You can find the exam fee once logged into your Pearson VUE account or on your testing 

program website. 

10. What payment methods are available? 

1. If authorization is required by your testing program, typically you will pay your fee to the testing 

program at the time of registration. 

2. If no pre-authorization is required, you must pay the exam fee at the time of scheduling. 

Payment may be made with a Visa, American Express or MasterCard debit/credit card. 

3. Pre-paid vouchers may be used in place of or in conjunction with other forms of payment. Some 

testing candidates receive vouchers from their school or employer or, for many testing 

programs, vouchers may be purchased at the Pearson VUE Voucher Store.  Vouchers:  

o expire one year from the date they are issued 

o may be limited to a specific type of exam 

o are non-refundable and non-extendable 

4. Candidates testing within some sanctioned and restricted countries will be unable to submit 

credit card payment online or through Customer Service (see FAQ #2). If this is the case, contact 

the test center directly to inquire about paying for your appointment using other methods of 

payment. 

javascript:toggle('10')
javascript:toggle('11')
javascript:toggle('12')


 

 

11. If my exam requires authorization, how long is the authorization period? Am I able to extend or transfer 
my authorization period? 

1. Exam authorizations may vary in length depending on the policy of your testing program. Most 

testing programs send an email or letter notifying you of the authorization. This communication 

will include the eligibility dates of your exam authorization. 

2. The Pearson VUE website will prevent you from accidentally scheduling outside of your 

authorization eligibility window. 

3. To inquire about extending or transferring your authorization, contact your testing program. 

Pearson VUE is unable to make changes to exam authorizations. 

12. How do I get my score report? What if I lost it or need a duplicate? 

 Many testing programs provide a preliminary score report at the test center immediately after 

your exam. 

 Some programs choose to send your results to you directly. This can sometimes take a number 

of weeks to process. 

 Some testing programs allow you to view and print additional score reports from your Pearson 

VUE account. Typically they are available within an hour of exam completion, but may take up to 

24 hours.  

 If online score reports are not available for your testing program, contact Customer Service (see 

FAQ #2) to request a duplicate score report. Duplicate score reports are sent via email only, and 

take 3-5 business days.  

 If we are unable to process your request for a duplicate score report, you will be directed to 

contact your testing program or board for next steps. 

 If you are testing under a state regulated program, there could be additional steps when 

requesting a duplicate score report. To learn more, check the candidate handbook located on 

your testing program landing page (see FAQ #1). 
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