These Instructions Are The Same For All The Courses
Remember to Bookmark or Save The Test Page In Your Browser Until You Are Done With The Course(s)

How To Access The Online Exam -

Click the exam link(s) on the right after reading these instructions. It will open a new window labeled "Test
Login. Log In On the "Test Login” page, fill in all required contact information.

Then Click “Start Test"” to begin - A new screen labeled "Test in Progress” will appear.

Save Your Access Code - A case-sensitive access code (highlighted in yellow) will be shown right above the
first question. Write this down — it allows you to resume the test later.

To Stop The Exam Just Close Out Of Your Browser - the program automatically saves after each question.

To Return To The Exam - Use the exam hyperlink link from your email or the website. Enter your access
code at the bottom of the login page. Click "Resume Test.”

You will have 200 days to complete the exam from the first log in - After that, it will be
deactivated and your answers will be lost. If you see a message that says your answer failed to save, check your
internet connection before continuing and try again, if it continues, close out of the exam and reopen it.

Remember to click submit when you finish the exam. The exam will be emailed to us with
your answers and information automatically.

Using Reference Materials - You can use the attached PDF in your email or download from the website to
answer the exam questions. The review material is also embedded in the exam by clicking the link at the top of
the exam page before the first question. It will open up in a new window.

You may toggle between windows or print out the reference guide (We recommend if you print it out use
double side printing). You cannot print out the exam questions.



Taking the Exam Questions - all questions are multiple choice, true/false and yes/no questions. Only one
correct answer per question. Click the radio button next to your answer to select the answer.

When Finished - click "Submit Test" at the bottom of the page. Confirm submission when prompted. If you
missed answering a question(s), it will notified you and you will need to go back and answer that question(s)
before you can submit the exam.

Your results will display immediately.

After Submitting -

Correct answers = green

Incorrect answers = red

Your score is shown at the bottom of the screen.
You must have 70% or better to pass.

You cannot print the results screen.

If You Need to Retake the Exam -

Your results screen will show your score. Click “Retake Test” (even if you don't want to retake it right away) This
will bring up a new "Test in Progress"” page with your new access code, Write it down!

You will only retake the questions you missed -

Follow the same steps as before

Questions will remain in the same order.

When finished, submit the retake test. Your final score will combine both attempts.

A Certificate of Completion will be emailed within 2 business days of passing.

Need help? - Call or email us with any questions.



