N/LE Help Document MANAGE TEST APPOINTMENTS

- Policy - How to Schedule a Test Appointment
- Definitions and Charts - How to Reschedule/Cancel a Test Appointment
- How to Accept the Candidate Agreement - Additional Resources

The Manage Test Appointments page displays all
open test enrollment windows. An individual has a
180 day open test enrollment window once payment
is submitted. From this page, the following actions
can be taken:

Logged In as StarkAN Logout gms
test@test.com (edif)

Candidate Agreement for SAFE MLO Tests | Create New Test Enrollment Windows | Manage Tes!

Manage Test Appointments

e Accept Candidate Agreement - the
agreement must be accepted prior to being
able to schedule an appointment

e Schedule - this button provides the user with

the ability to schedule an appointment directly
through the Prometric website

* Reschedule/Cancel - this button provides the Figure 1: Screenshot of Candidate Agreement
user with the ability to reschedule or cancel a
previously scheduled appointment.

Column Header | Description

Available Action | The action that is available for the specific test enroliment. Three possible actions
may display: Candidate Agreement, Schedule, and Reschedule/Cancel. Company
and individual users will have the Schedule and Reschedule/Cancel option.
Individuals must accept the Candidate Agreement from his or her individual
account prior to the individual or company being able to schedule an
appointment.

Test Name | Displays the name of the corresponding test for the enrollment window.

Window Begin Date | Displays the first day of the 180 day enrollment window. The Begin Date displays
regardless of the Available Action.

Window End Date | Displays the last day of the 180 day enrollment window for corresponding test.
Test window will expire after this date.

10/3/2014 1



Hl§ Help Document MANAGE TEST APPOINTMENTS

Column Header | Description

Appointment Date | Displays the date of scheduled appointment; specific time will not display. The
date displays as a hyperlink, and clicking on the hyperlink will take the user to an
appointment confirmation page on Prometric’s website with details of the
appointment.

Location | Displays the city and state of the testing center where the specific test has been
scheduled.

Created Entity | Displays the name and NMLS ID of the entity (company or individual) who opened
the test enrollment window.

Figure 2: Key Terms

How to Accept the Candidate Agreement

1. Click the Candidate Agreement button (see Figure 3).
2. Read through the Agreement.
3. Click the I Accept button.

Manage Test Appointments

Below is the list of open test enrolim NATIONWIDE MORTGAGE LICENSING SYSTEM (NMLS) ;

+ Click the Candidate Agreement| S.AF.E. MORTGAGE LOAN ORIGINATOR TEST
windows and proceed to schedu

« Click the Schedule button te sch

+ Click the Reschedule/Cancel by

CANDIDATE TEST SECURITY AND CONFIDENTIALITY AGREEMENT

window.
/' IMPORTANT NOTE TO CANDIDATES

The column headers are sortables This Candidate Test Security and Confidentiality Agreement, alse known as the
windows by date. Once a test gfiroll Candidate Agrecment, contains important terms and conditions governing vour

issued access to the 5. A F.E. Mortgage Loan Originator Test ("SAFE MLO Test”). This ol
" = hindi - wars and tha Srata Damilarner
Printable Page
NOTE: All candidates mpfist accept
Available Window Window  Appointment
Action Test Name Begin Date End Date Date Location Created Entity
Candidate AR - SAFE Mortgage  9/28/2014 3/26/2015 Broker Solutions.
‘ Agreement ‘ Loan Qriginator Test Inc. (6606)
- State Component
OK - SAFE Mortgage 92872014 3/26/2015 Stark, Andrea
‘ Schedule ‘ Loan Originator Test Nicole (375142)
- State Component
Reschedule/ | MN - SAFE 372014 91212014 §/14/2014 Lake Broker Solutions,
Cancel ‘ Mortgage Loan Forest, Inc. (6606}
Originator Test - CA
State Component

Figure 3: Example of How to Accept the Candidate Agreement
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How to Schedule a Test Appointment
1. Click the Schedule button.

2. You will be redirected to the Prometric website to complete this action (see Figure 4).

Manage Test Appointments

AN Ey $FROMETRIC
+ Click the Can
windows and

+ Click the Sch
« Click the Resq  NEW APPOINTMENT: /nrommamion neview

window. g~
Information Review
The column heaq
windows by date| Frvasr Pelley Review How 1o Become Eligible
issued. Eligibilty Information ¥ou must have registared for your test{s) with National Mortgage Licensing System and Ragistry (NMLS} prior to scheduling
Appaintment Sslection yeur fesfing appoiniment ai a Promedric Testing Cenber. hiip ptemargageregisiry com/Public/l + You will

need your NMLS |0 number to schedule your testing appointment.

NOTE: All candig
or taking a test.

ing A ion
Available Window Window  Appointment
Action Test Napfe Begin Date End Date Date Location Created Entity
Candidate AR AAFE Mortgage  9/28/2014  3/26/2015 Broker Solutions,
Agreement Lg#in Originator Test Inc. (6606)
' A State Component
OK - SAFE Mortgage  9/28/2014  3/26/2015 Stark, Andrea
Schedule Lean Originator Test Nicole (375142)
- State Component
Reschedule ; | MMN - SAFE Mortgage  3/17/2014 91272014 8/14/2014 Lake Broker Solutions,
Cancel Loan Originator Test Farest, Inc. (6606)
- State Component CA

Figure 4: Example of How to Schedule a Test Appointment
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How to Reschedule/Cancel a Test Appointment

1. Click the Reschedule/Cancel button.

2. You will be redirected to the Prometric website to complete this action (see Figure 5).

Manage Test Appointments

PROMETRIC

Below is the list of open test

+ Click the Candidate Agr{= it

proceed to schedule the
+ Click the Schedule butto|
+ Click the Reschedule/Ca

SCHEDULE / RESCHEDULE resciienuie 0r cANCEL APPOINTMENT

The column headers are so
test enrollment window has

NOTE: All candidates must accept Candidate Agreement for each test enrollment window before scheduling or taking a test.

Available Window Window  Appointment
Action Test Name Begin Date End Date Date Location Created Entity
Candidate AR - SAFEMortgage Loan 9/28/2014  3/26/2015 Broker Solutions, Inc.
Agreement Originatgf Test - State (6606)
————————— Compgfent
OK /SAFE Mortgage Loan 9/28/2014  3/26/2015 Stark, Andrea Nicole
‘ Schedule ‘ Opfginator Test - State (375142)
_— omponent
Reschedule / || MM - SAFE Mortgage Loan INTI2014 91272014 8/14/2014 Lake Broker Solutions, Inc.
Cancel ‘ Originator Test - State Forest, CA  (6606)
Component

Figure 5: Example of How to Reschedule/Cancel a Test Appointment

Additional Resources

e Testing Page of Resource Center
e MLO Testing Handbook
e Viewing Testing Information

e Individual Test Enrollment
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http://mortgage.nationwidelicensingsystem.org/profreq/testing/Pages/default.aspx
http://mortgage.nationwidelicensingsystem.org/profreq/testing/Documents/MLO%20Handbook.pdf
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/View%20Testing%20Information.pdf
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Test-Enrollments-Individual-Quick-Guide.pdf

