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Raise exam request through LMS

1.Select exam from the list displayed on selecting user account icon.
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Or

Select “Profile” option from the list displayed on selecting user account icon and then
select “exam” option displayed on left side of profile page..
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2. Exam page opens up as shown in the image.
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3. The exam page will list all the exams which the user has purchased.

4. The user can book the exam using the “Book Exam” option corresponding to each course
exams. The “Book Exam” option will only be enabled if the user has unlocked the certificate and
if it is before exam expiry date shown in “Book Exam before” as shown below.
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(a). The user has unlocked “ITILA° Managing across the Lifecycle” certificate, so the “Book
Exam” option is enabled for this exam.
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(b).The user hasn’t unlocked certificate for “ITILA® Intermediate ST” course, so “Book Exam”
button is disabled.
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5. If the exam facilitates both offline and online preferences, the user will be given the option to
choose the exam preference after clicking on “Book Exam” button as shown below.
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(a) If the user selects “Online” as exam preference and select submit, a case will be
generated for the exam team and user will be notified as below.
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(b) If the user selects “Exam Center’ as exam preference, the user has to select the city,
date and time slot according to user convenience (The options for these fields are
pre-populated by exam team corresponding to the exam). The user also has to select
the checkbox for “rules of canceling and rescheduling” for the “Submit” button to be
enabled(As shown below).

Once the user submits the request, the user will be notified as the 2nd screenshot below.
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6. If the exam only facilitates online preference and user selects “Book Exam”, the user
will be notified as shown below.
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7. If the user has requested for the exam center as a preference, the user will be

updated with the exam details in the portal shown below and user will be notified in mail

the exam details once the exam team confirms the exam request (closes the case).
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The user can opt to cancel or reschedule the exam (Only exams with exam center as a
preference), but this provision will be only available till 2 days prior to the exam date booked or
before the expiry of the exam ( “Book exam before” date). Cancellation or rescheduling will be
only allowed once.

(a) If the user selects “Reschedule”, the user will be provided with the same option
he/she used to book the exam earlier. (As shown below).
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(b) If user selects cancel option, the user will be requested to confirm the selection and
proceeding with cancellation, will cancel the booked exam and the exam will be listed as below,
which can be booked the user in the future before the exam expiry (Shown as “Book exam
before”).
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8. For online exams, the user will be provided with the exam link and user will be notified in the
email with the exam details. The exam link (shown below) will direct the user to the exam login
portal and the user has to use the exam details in the mail to book the exam.
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