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Overview
This is a Quick Start Guide to the Certification Candidate Management System (CCMS).

CCMS Technical Requirements

e CCMS is designed to operate in a browser environment. The supported browsers are:

o Chrome

o Firefox

o Edge
e Printers: Any standard printer configured to the candidate’s computer will work to print a receipt.
e Internet Connection: A regular internet connection will suffice in order to access the CCMS portal.
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Getting Started

Account Creation
To sign in to CCMS, create an account.

e Access www.theiia.org/ccms and click Create Account.

SignIn Don't have an account yet? Forgot your password?

o curian

Create an IIA Global Account page is displayed. Populate the information below:

\ The Institute of
Internal Auditors

Create an |lIA Global Account

By creating an I1A Global Account, you will be able to:

= Apply for membership or cerfification programs
= Register for evenis
= View and post jobs
» Purchase products

Preferred Language
English
Preferred Email
Gonfirm Email Address
First Name (Given Name)
Middle Name
Last Name (Surname)
Country
Seleat your country...
Password =

Gonfim Password

Please enter the characters shown in the image.
AP T Mg == Ry

\WRESESESY D

To accept the user agreement terms, click Agree and Submit. If you choese not fo agree, your new user registration cannot be completed

[OLEVIAE T AGREE AND SUBMIT

Global
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e C(lick Agree and Submit.
e Click You may now continue with your certification application link.

Login
Perform the following steps to login to CCMS:

Sign In - UAT
e (lick Sign In on the CCMS Login 'gn™n

page. Email or IA Global Account Number
e Enter your Email or IIA Global
Account Number.

L ey ooy Password.

e (lick Sign In.

our account? Click here.

n IIA account? Sign up now.

Complete Profile

m RESOURCES CONTACT US MY ORDERS

Name
Your name should be entered exactly as it appears on your government-issued identification. Please review and make any corrections.

e Once logged in, complete your
- profile.

Prefix loptional]

First Name (Given Name)

CCHMS

e Populate the following fields and
click Continue.

Middle Mame [optional]
Last Name (Surnams)

UserGuids

Suffix [optienal]
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e Continue to Privacy Statement page, Phone Number page, and Billing Address Page.
¢ (Click Continue.

NOTE: The Billing Address field requirements are dependent on which Country is entered during Account
Creation.

If United States is the Country selected, the If a different Country is selected (i.e. Japan) only
following Billing Address fields are required: the following Billing Address fields are required:
e Address Line 1 e Address Line 1
e (City e (ity

e State/Province
e Postal Code

Shipping Address page is displayed.

e Select Enter Address to enter a Shipping Address that is different from the Billing Address or Select
Same as Billing Address to populate Shipping Address with the same address as Billing. Click Continue.

CCMS Home Page

Certificate Candidate Management System (CCMS) Home page is displayed.

. Certification Candidate Profile| Welcome, Anita UserGuide | Sign out
Management System
HOME RESOURCES CONTACT LS HELP MY ORDERS
Anita UserGuide (3010358) Apply for New Certifications

1035 Greenwood Blvd

Lake Mary, FL 32746

United States

Anita UserGuide®@iiauat.org
IlA Member: No

Affiliation:

E¥ update My Frofile
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Menu Bar
At the top of CCMS a menu bar or ribbon bar is displayed that contains a choice of functions such as Home,
Resources, Contact Us, Help, and My Orders.

. Certification Candidate
A Management System

HOME RESOURCES COMNTACT US HELP MY ORDERS

Candidate Profile
On the Home Page under menu bar, the following is displayed for candidate profile:

o Candidate’s First Name Last Name and

GAN (Global Account Number) == Anita UserGuide (3010358)
o Candidate’s Address 1035 Greenwood Blvd
o Candidates’ Email Address e Lake Mary, FL 32746

\ United States
o IIA Member: Yes/No\ Anita.UserGuide@iiauat.org

o Affiliation: (if applicable) A Member: No

— Affiliation

o Submit a Name Change Request s

o Update my Profile
S —

Apply for New Certifications

Apply for Certified Internal Auditor To the right under
1 y for _ — H: __—:— :: B the menu bar are
Apply Internal __':5_::"'..= _'-" ner - the links to Apply
: e tif ;-:.-‘-’5*:-':: I.:-'.-:::: _-:_- o for New

\ or Certified Government Auditing Professiona Certifications.
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Language
At the top right of your browser window is the Language drop-down. Default is English unless a different
language was chosen during Account Creation.

Profile | Welcome, Anita UserGuide | Sign out

English w

English

Chinese Simplified - f&{# P 32
Chinese Traditional - &ML
French - Francais

German - Deutsch

Japanese - B E

Korean - 2201

Apply for New Certif Portuguese - Portugués
Russian - Pyccruii
Apply for Certified Internal Auditor Spanish - Espafol
s e - . . .~ LTurkish - Tirkce
Apply for Certification in Risk Management ASsarance

Apply for Qualification in Internal Audit Leadership
Apply for Internal Audit Practitioner

Apply for Certification in Control Self-Assessment
Apply for Certified Financial Services Auditor

Apply for Certified Government Auditing Professional

To select a Language preference, simply select an applicable language from drop-down and the page will
translate to the selected language.

@ - Cartification Candidate JO7+1—| &5 C%,AnitaUserGuide | H1>7 b
WA, | barsgemer Syt
A yy—2 BELEDE AT ENIEE
Anita UserGuide (3010358) IS EREA
1035 Greenwood Blvd PR 3
Lake Mary, FL 32746 A T

AR RV EBHLEADZRRRA
Qualification in Internal Audit Leadership® ZERE3A
Internal Audit Practitioner® ZEHiA

United States

Anita.UserGuide@iiauat.org
IIAREB 1 LWLz

i % . BEEHIFTEE T O ZERFA
B9 2ERIHRMEES : LSREBTAOZTRHIA
R&ZEEOHRFZRH NBANIPIZEEADZREA

S sov« —nosm
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System Timeout

If CCMS has been idle for 15 minutes, the system will display the following Alert message within the browser
window. Click Continue to continue working with your session.

Alert

Your session is about to expire due to inactivity.

CONTINUE

Sign out
You have successfully signed out.

If you do not click Continue, the system
will automatically log you off security
purposes.
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Left Navigation Checklist

Throughout the application process, during the examination period and completing a program’s exit
requirements, you will interact with the left navigation checklist. The following icons indicate the status of a step
in the program:

* Checked Box = Step
complete but in pending we——— ¥
status. @ :
= Alert = Requires candidate et &
attention. U

0
* Open Checkbox = Enabled —
step. '

* Lock = Step not enabled or s———s 8
approved. 8
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Update My Profile
e On the CCMS Home Page, click Update My Profile to update your profile.

MY PROFILE . -
Primary Email Address

Contact Information o e
Anita.UserGuide@iiauat.org

Billing Address

Home Phone
Shipping Address
United States (1) -
Student Program
Fassword
Mobile Phone
United States (1) -
407-388-9999

Business Phone

United States (1) -

My Profile allows you to update contact information, billing address, and shipping address, apply for student
program, and reset your password.
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Help/Case Management
The Help function allows you to connect to The IIA’s Support Helpdesk. You will be able to submit help requests,
update existing requests or cancel an existing request.

To access Case Management:

e C(lick Help from top navigation/menu bar. The Case Management page will display.
HOME RESOURCES CONTACT US (S MY ORDERS

Case Management

Welcome to The lI&s Support Desk, where you can submit a new request, update an existing request, or cancel an existing request.

OPEN NEW CASE
Case Title
Description
To open a new case: Click p
Open New Case.
Category
Application & Eligibility »
Subcategory
Document »

CANCEL OPENCASE
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Candidate Suppression

Candidates from specific countries are restricted from making purchases through CCMS:

Czech Republic
Indonesia
Korea

Japan

Thailand

O O O O O

These candidates make their purchases through their local institutes who then initiate the order through a
separate B2B application system. A voucher is placed on the candidates’ record to proceed with this request.

Suppression Alert
On the Home page, under Apply for New Certifications, click Apply for Certified Internal Auditor.

Anita Smith (4017438) Apply for Mew Certifications

37-11 Kamiyama-cho
Shibuya-ku

Tokyo, Tokyo 150-0047
Japan
Anita.Smith01@iiauat.org
IlA Member: Mo
Affiliation:

EX update My Profile

The following suppression Alert will display:

Alert

You must contact your local affiliate to initiate this transaction. Once payment has been processed, you will receive an email communication with instructions
to complete this transaction.

Czech Republic ciia@interniaudit.cz| +222 263 761

Indonesia infod nesia.org |+62 218378 2174
Kaorea gyjin@ k| +82 02-3487-1952
Japan cia-m Biiajapan.com | +81(3) 6214-2232

Thailand auditor@theilat.or.th | +68 2 712 9124
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Applying for a New Certification
e On the Home page, under Apply for New Certifications, click Apply for Certified Internal Auditor.

HOME RESOURCES CONTACT US HELP MY ORDERS

Anita U UserGuide {3010358) Apply for New Certifications
1035 Greenwood Blvd
Suite 104
Lake Mary, FL 32746
United States
Anita UserGuide@iiauat.org
A Member: Mo
Affiliation:

E¥ update My Profile

e Agree to Terms and Conditions. Click Continue.
e Pay for Application and Checkout.

The following payment methods are available:

Credit Card

e Select Credit Card.
e Populate the following fields and click Confirm Order and Purchase.

Quote Me

Quote Me is a payment option that allows candidates to get an initial price of the Certification and a document
suitable for submission to a supervisor for approval. Once candidates decide to proceed with the transaction, the
quote can be converted to an order and paid for.

Wire Transfers

Wire Transfers is a payment option used to electronically transfer funds across a network of banks or transfer
agencies around the world. Senders pay for the transaction at the remitting bank and provide the recipient's
name, bank account number, and the amount transferred.
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Ethical Standing
Ethical Standing page will display.

e Select No if you not been convicted of a federal offence, felony or indictable offense. Click Continue.
e Select Yes if you have been convicted of a federal offense, felony, or indictable offense.

Selecting Yes will prompt for a description of the nature of the conviction.

e Enter a description and click Continue.

Proof of Education

Proof of Education page is displayed and is required for selected certifications. Populate the fields, upload the
required documentation and click Continue.

Proof of Education

Certification candidates must meet the education requirements outlined in the Certification Candidate Handbook®. Please submit one of the following
documents as proof of your education:

Copy of your degree or official transcript-
(If your name has changed since you earned your degree, you must also submit proof of your legal name change.)

Letter from a university confirming your degree.
Letter from an evaluation service confirming your degree level.

*If you do not meet the minimum education requirements, but your experience qualifies you for eligibility (according to the exemption rule outlined in the
Certification Candidate Handbock), please select “Other” from the Education Level option below.

For Name of University/Institution below, please enter the name of the university/institution as it appears on your degree, transcript, or diploma.

Education Level

Date Awarded

v v v

MName of University/Institution

& ciarartt
BACK
a8 o tZ

CIA Par
8 ciaParts
VERIFY
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Proof of Identification
Proof of Identification page is displayed and is required for selected certifications. Populate the fields, upload the
required documentation and click Continue.

Proof of Identification

Please provide identification in the form of a current government-issued phato |0. Expired |Ds will not be accepted. All IDs must be scanned ina manner that
ensures the |0 is legible and your photo is clearly visible.

APPLY Photo 10 Type

Ethical Standing Ad
Education Choose File

O Fhotoio ADDFILES...

O Ccharacter Reference

O special Accommodations

Review and Submit BACK

TEST

8 ciarertl
8 ciarsrtz
8 ciaFarts
VERIFY

a Experience
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Character Reference

The Character Reference page is displayed. A character reference is required for applicable certifications.
Populate the fields, click Send Verification and click Continue.

Character Reference
IIA certification candidates must exhibit high moral and professional character and agree to abide by The ||1A's Code of Ethics. As part of the certification
application process, you are required to obtain a character reference from one of the following:

Anindividual holding an active llA designation.
Your current supervisor.
A professor (for students only)-

Please identify an appropriate person to serve as your reference and complete the information below. The lA will email a character reference reguest to the
person you selected, which will include your name and email address.

APPLY Character Reference Full Name
Ethical Standing

Education Character Reference Title
Fhoto 10

O character Reference

Character Reference Email Address
O Special Accommadations

w and Submit
Character Reference Preferred Language
TEST
w
8 CciPart
8 Cinpartz Character Reference Company
8 cinPart3
VERIFY

8 cuperience SEND CHARACTER REFERENCE YERIFICATION
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Special Accommodations
Special Accommodations page will display. The IIA offers testing accommodations if you have a documented disability
that could possibly limit your ability to read or otherwise complete an exam. Upload your forms and any other

supporting documentation. Click Continue.

Special Accommodations

The llA will make reasonable testing accommedations for certification candidates when appropriate and consistent with legal requirements, such as for

candidates with a documented disability that substantizlly limits their ability to read or otherwise complete the examination.
If you require testing accommaodations, please download The |1As official Accommodations Application. By selecting Yes below, you will be instructed to
upload your completed form and any other relevant supporting documentation.

Do you require special accommedations for testing?

APPLY
Ethical Standing O No
Education O ves
FPhoto ID

Character Reference

O special Accommodations

Review and Submit

TEST
& ciarart
& Clarert2
& clarart3
VERIFY

a8 Experience

Review and Submit
The Review and Submit page is displayed with a summary of the program requirements. Click Submit.

You will be taken back to the CCMS Home page. Programs in Progress tile is displayed with the applicable
certifications in progress.
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=  Programs in Progress tile is

displayed with the applicable
certification in progress. \\_—. Fertified Internal Auditor (1A
® The Certification Program will

have a status of Applied.
= Status Expiration date is

populated. oof of ldentification: Submitt anuary 2020 - Peng
*  Payment status is populated. [[ronerEaneat on Bt [ s S8 Fendin
*  Proof of Identification, Education /

and Character Reference will have
a status of Pending until approved

Rejected/Approved Documents and Notifications

In order to move on the next step of registering and scheduling exams, Proof of Identification, Proof of Education
and Character Reference must be approved (as well as Felony and Special Accommodations - if applicable). Once
the email notifications are received, log into CCMS. Programs in Progress tile is displayed with new updates:

Certified Internal Auditor (CIA

* Program status is Certified Internal Auditor (CIA)
Approved. =

* Proof of Experience has

been added to tile. sw——— Proof o
= Exams are added to (ilf‘/('{f 2 rj
and candidate is now oA Part 3
eligible to register and
schedule the exams. /
* Extend My Program link

is now available. B Manage My Program

pe
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Proof of Experience
Proof of Experience is based on the certification program’s maximum level of education that you have received. It

is a two-step process that includes:

e Entering the details of your work ertified Internal Auditor (CIA
experience.

e Obtaining verification of your work a
experience. 3

Enter Work Experience

e On the CCMS home page, click Manage My Program.
e Under Verify on left navigation, click Experience.
e Proof of Experience is available.

Proof of Experience

Your certification program’s experience requirement is based on the maximum level of education you have achieved. Work experience must be ininternal
auditing or a related field. Providing proof of your experience is a two-step process:

1. Enter details of your work experience.
2. Obtain verification of your experience,

APPLY
The minimum required experience for Bachelor’s Degree is 24 months.
8 Ethical Standing

@ cducation
Na valid experience rcards found
8 FhotlD

@ Character Reference

Months Required 24
cial Accommodations

Months Entered 0
Review and Submit

Months Remaining 24

m] IﬁF:ii “

O ciarartz
VERIFY
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Click Add. Experience Verification page will display. Populate the fields and click Save.

Experience Verification

This is my current position

APPLY
8 Etnical Standing O
& Education Start Date
& FhotolD v v
@ Character Reference End Date
a8 Special Accommodations v v
Review and Submit Emplo'_\-'er
TEST
O ciapart
h Job Title
O ciarartz
O ciaparts
Primary Activity
VERIFY ¥ !
O« Q Internal Audit © Quality Assurance O Risk Management
cxperience
Q Audit/Assessment/Disciplines (O Compliance O External Audit
QO Internal Control
City
Country

State/Province
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Verification of Experience

e Enter the name and email address of your current supervisor or an IIA designation holder who will receive
an email to verify your experience. Click Send Verification. If your Experience Reference is approved, you
will receive an email notification and no further action is needed.

Verification of Experience

Please enter the name and email address of your current supervisor or an 1A designation holder who will receive an email to verify your experience.

i Experience Reference Status

APPLY
&8 Ethical Standing -
8 Education Experience Reference Full Mame

8 FhotolD

@ Character Reference Experience Reference Preferred Language

ﬂ Special Accommodations English -

Review and Submit

Experience Reference Email Address

TEST

O ciarart! _
Confirm Experience Reference Email Address

O ciarartz

O ciarart3

VERIFY

O Experience BACK
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Exam Registration and Scheduling

Registration
On the CCMS home page, click Manage My Program to register and schedule exams.

e C(lick CIA Part 1. Exam Registration and Scheduling for CIA Part 1 will display with a status of Eligible.

Exam Registration and Scheduling

AP CIAPart 1
8 Etnical Standing

8 Education Exam Status
8 FhotolD Eligible

8 Character Reference

a8 Special Accommodations

|
Review and Submit

TEST
O ciarart
O ciapartz
O ciaPart3

e (lick Register. Non-Disclosure Agreement and General Terms of User page will display. Click Accept and
Continue.
e The Cart Checkout page will display with the Program Registration fee. Pay and Continue.
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Schedule an Exam
To complete the scheduling process once registered and authorized, select Manage Appointment or Access
Pearson VUE to schedule an exam:

m RES0URCES CONTACT US HELP MY ORDERS ACCESS PEARSON VUE

Exam Registration and Scheduling

For any test center-related questions, contact Pearson VUE. A complete list of phone numbers and email addresses can be found at

APPLY ClAPart1
8 Ethical Standing
Exam Status
8 Education )
Registered
& PhowolD .
Exam Window Start
8 Character Reference 5 May 2020
& Special Accommodations Exam Window Expiration
Review and Submit 31 December 2020
TEST
O ClaPartl
O cClaPart3

NOTE: If there is an error signing into Pearson VUE, the following message will occur:

Pearson VUE Sign In Error

An error occurred while attempting to signin to Pearson VUE.

If you reguire assistance, please access CCMS and select "Help” from the menu bar,
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CCMS will pass the candidate via Single Sign-on (SSO) to the Pearson VUE site where the candidate will complete
the scheduling process. Pearson VUE Dashboard is displayed.

Click on the Pre-approved Exam link:

= A The Institute of
Internal Auditors

»

Dashboard
(=]
Institute of Internal Auditors Exams My Account
Pre-approved Exams
" = |IA--CIA--Partl: CIA Part One - Essenfials of Intemal Auditing
&=
a Upcoming Appointments

YYou do not have any appoiniments scheduled

Select Exam Options page appears.
Select exam options

lA--ClA--Part1: ClA Part One - Essentials of Intermal Auditing
All fields are required.

How do you want to take your exam”? Exam delivery oplion descriptions

At a local test center

At a home or office

Previous m
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Local Test Center
e Select At a local test Center. Click Next.

Select Exam Language page appears. Select a language. Click Next.

Select exam language

NA--ClA--Parti: ClA Part One - Essentials of Internal Auditing

VWhat is your preferred language for the exam?

= English
Japanese

Previous m

Exam Details page will display. Click Next.

Exam details

HA--ClA--Pari1: ClA Part One - Essentials of Internal Audifing

View My Authonzation Information

Exam:
llA--ClA—-Part1: CIA Part One - Essentials of Infernal Auditing
View Tesling Policies

Price:
UsD 0.00

Language:
English

A\ Information:

PLEASE TAKE MOTE: Exam results will be emailed within 24 heurs afer ending your exam. A printed copy of your Score Report will be available
immediately, but ONLY if your computer is connected to a printer at the end of the exam. Please use the *Chat” function, at the top of the exam screen,
o contact a Proctor for assisiance if a frozen, white screen appears afler ending your exam.

Previous m
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Find a Test Center page will display.

Find a test center

lA--ClA--Part1: ClA Part One - Essentials of Intermal Auditing

1035 Greenwood Blvd, Lake Mary, Florida. 32745, United States |

You can select up to three test centers to compare availability.

Helpful hints:

» The test center information link may provide directions, parking, wheelchair support or other physical access considerations
« Distance (milkm) is a straight line calculated from the center point of your search criteria and does not reflect driving distance

S i rAa
Distance Map  Satellite oo

Test Center Show km MINKE Ottawa . Wonirea

A .. E

: Toranto il
M ICH I8 o

zTest Lab - IIA CTT Lab 6.1 mi . Wy
- N Chicage M
2 The Insfitute of Infernal Auditors | A 5 B
247 Maitland Ave States _— ’ - crulagapnia
Altamonte Springs, Florida 32701 KAN - .
United States A
Test Center Information L d ; NAE &8 i

#Test Lab - Config 162 - ABE 7291 i : § o
B 314 Apple Street 4 7 5
Monkeys Eyebrow, Minnesola 55437 i
United States
Test Center Information nGo gle

+

Map data £2020 Coogle, INEDY | Tarms of LUss
Testworld- Config 43 - Craig CTT 9290 mi
2} 1697 Broadway
Mew York, New York 10019
United States
Test Cenier Information

VTS Lab 7 1,070.8 mi
Fl 1 Pleasanit

WTSLAB 2nd Floor

What Cheer. lowa 50263

United States

Test Cenier Information

zTest Lab - Config 10 - John Locke 1,285.5 mi
B 123 Main Street

Bumsville, Minnesota 55337

United States

Candidate can search for test centers using the following search phrases such as the examples below and then
clicking Search.

= E.g. “55437” or “5601 Green Valley Drive, Bloomington, MN” or “Paris, France”
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Find a test center

14—-ClA--Part1: ClA Part One - Essentials of Intemnal Auditing

« |

| 32746

e (lick a checkbox to select a Test Center. A candidate can select up to three test centers to view availability.

e (lick Next.

Choose Appointment page will display:

Find an appointment

lIA—-Cl1A—Part1: ClA Part One - Essentials of Intemnal Auditing

Select Date

zTest Lab - A CTT Lab
Why c available appoi f?
The Institute of Infernal Auditars Why can't | find an available appointmen
247 Maitland Ave
Altamonte Springs, Florida 32701 May 2020 >
United States Su Mo Tu We h Fr 52
Change Test Centers
6 T 8 g
o 11 12 13 14 1 1d
T 18 19 2 2 22 23
24 25 20 2 28 24 30
]
Select a date from the calendar. Only avadable dates can be selecied

Pravious

e Select a Date from the Calendar. Available start times for exams will display.

e Selecta Time.
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Find an appointment

NA--Cl1A--Part1: CIA Part One - Essentials of Intermal Auditing

zTest Lab - IIA CTT Lab Select Date
Why can't | find an available appointment?

The Insfitule of Infernal Auditors
247 Maitland Ave
Altamonte Springs, Florida 32701 May 2020 =

United States Su Mo Tu We Th Fr 53

Change Test Ceniers

] 1 12 13 14 15 18
7 H] 19 20 21 22 23
24 25 28 27 28 29 30
3
Selzct 3 date from the cslendar. Only avadable datzs can be selzcied

Available start times: Thursday, May 7, 2020 at zTest Lab - IACTT
Lak
Times shown in: America/Mew_ork - EDOT Show 24-hour

Moming Afternoon

d B
A B
4 B

2

1215 PM
0E:30 AM 12:30 PM
03:45 AM 12:45 PM
09:00 AM 01:00 PM

08:15 AM 01:15 PM
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Cart will display.

Cart

and confirm contact informaticn to avoid issues on test day

[=

Description Details Price Actions
Exam Appointment
11A~ClA--Part1: GIA Part One - Essentials of Infemal Thursday, May 7, 2020

Auditing Slart Time: 08:45 AM EDT
Change Appointment
Language: English
Exam Length: 150 minutes Location
ZTest Lab - A CTT Lab
The Institute of Intemnal Auditors
247 Maitland Ave
Altamonte Springs, Florida 32701
United States

Change Test Center

Confirm contact information

A\ Your name must sxactly match the identfication (ID) that is presented at time of testing or you vill not be able to take your exam

Update my infonm n

Mame:
CCMS UserGuide1

Telephone:

Total Due
Subiotal 0.00
Estimated Tax: 0.00

ESTIMATED TOTAL DUE: USD 0.00

ESTIMATED TOTAL DUE: USD 0.00 Proceed to Checkout

e (lick Proceed to checkout. Agree to Policies pop up will display:

Agree to policies

Institute of Internal Auditors Policies

Admission Policy

We ask that you arrive at the test center at least 30 minutes before your scheduled appointment ime. This will give you adequate time to complete the necsgsary sign-in procedures. To be admitted to the test, you must prezent e following: One
acceptable form of personal identification (ID). This ID must contain your name exactly as it appears in your exam registration, your signature, and your photograph. Acceptable forms of identification are listed at

hitp-iipearsonvue comipolicies/1.pdf. We also suggest that you bring a printed copy of your authorization letter from The IIA and a printed copy of your Pearson VUE confirmation email. I you arrive more than 15 minutes late for your

appeintment, you may be refused admission and exam fees may be forfeited. No personal items may be taken into the tesfing room. This includes all bags, books not autherized by the sponsor, notes, phones, pagers, waiches and wallets.

Reschedule Policy

Once you make an appeintment, you will be allowed to make changes for a USD S75 fee per reschedule. If you wish 1o reschedule your exam, you must contact Pearson VUE &t least 48 hours prior to your scheduled appointment. After that

time, if you do not appear for your exam at your scheduled location on your scheduled date and time, you will be considered a no-show, your registration will be voided, you will forfeit your exam registration fee, and you will be required 1o register
and pay for that exam again in erder o sit for it

Cancellation Policy

you make an appointment, you will be allowed to make changes for a USD $75 fee per cancellation. If you wish to cancel your exam, you must contact Pearson VUE at least 48 hours prior to your scheduled appointment. After that time, if
complete and pay for a new exam

on
you do not appear, you will be considered a no-show, your registration will be voided and you will orfeit your exam registration fee. To sit for the exam at  future date you will be required to contact the 1At
registration.
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Click Accept. Order Details will display:

Almost there...

Description Details Price
Exam Appointment 0.00
IIA-CIA—Part1: CIA Part One - Essenfials of Infemal Auditing  Thursday, May 7, 2020

Start Time: 08-45 AM EDT
Language: English
Exam Length: 150 minutes Location
zTest Lab - WA CTT Lab
The Institute of Infernal Auditors
247 Maitland Ave
Altamonte Springs, Florida 32701
United Stales

Exams for Order Total
Hame Subtotal: 0.00
CCMS UserGuide1
Tax: 0.00
Candidate ID
4015949 TOTAL DUE: UsD 0.00
UsD 0.00

Previous Cancel Order

TOTAL DUE: USD 0.00 Submit Order
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Click Submit Order. Confirmation page will appear.

You are booked!
Order & 0000-1052-28581

I An email confirmation has been sent to: CCMS UserGuide1@iiauat org

Retum to Dashboard

Description Details Order . Price
Information
Exam Appointment Order 0.00
NA-ClA-—-Part1: CIA Part One - Essenfials of Infemal  Thursday, May 7, 2020 Numberiinvoice
Auditing Start Time: 08:45 AM EDT 0000-1052-8951
Registration ID
Language: English Location 2103902589
Exam Length: 150 minutes zTest Lab - 1A CTT Lab Status
Test Center Information Scheduled
Exams for Crder Total
Mame:
Subtotal: 0.00
CCMS UserGuide1
Tax 0.00
Candidate [D:
4013949 TOTAL PAID: usD 0.00

Institute of Internal Auditors Policies
Admission Policy

Wife ask that you amrive at the test center at least 30 minutes before your scheduled appointment fime. This will give you adequate time fo complete the
necessary sign-in procedures. To be admitied fo the test, you must present the following: COne accepiable form of personal identification (ID). This ID
must contain your name exactly as it appears in your exam regisiration, your signature, and your photograph. Acceptable forms of idenfification are
listed at hitp.//pearsonvue.com/policies/1.pdf. VWe also suggest that you bring a printed copy of your authorization letter from The 114 and a printed copy
of your Pearsen VUE cenfirmation email. If you amrive more than 15 minutes late for your appeintment, you may be refused admission and exam fees
may be forfeited. Mo personal items may be taken into the testing room. This includes all bags, beoks not authorized by the sponsor. notes. phones,

pagers, watches and walleis

Reschedule Policy

Once you make an appointment, you will be allowed to make changes for a USD 375 fee per reschedule. If you wish to reschedule your exam, you must
contact Pearson WUE at least 43 howrs prior fo your scheduled appointment. After that time, if you do not appear for your exam at your scheduled
location on your scheduled date and time, you will be considered a no-show, your registraticn will be voided, you will forfeit your exam registration fee
and you will be required to register and pay for that exam again in order to sit for it.

Cancellation Policy

Once you make an appointment, you will be allowed to make changes for a USD 575 fee per cancellation. If you wish to cancel your exam, you must
contact Pearson WUE at least 48 hours prior fo your scheduled appoiniment. After that time, if you do not appear, you will be considered a mo-show, your
regisiration will be voided and youw will forfeit your exam registration fee. To sit for the exam at a future date you will be required to contact the 1A {0
complete and pay for a3 new exam regisiration



CCMS - Certification Candidate

Management System Quick Start
Guide

PN The Institute of
A

Internal Auditors | G/ooal

e The scheduling process is complete. The candidate can sign-out, Return to Dashboard or click Return to
Testing Program website at the top left by clicking on the Home icon.

Sl & The Institute of
Internal Auditors

—_..,.*

| Fetum to Testing Program webdste

-i+]

CCMS Home Page is displayed. Exam will have a status of Scheduled:

PROGRAMS IN PROGRESS

Certified Internal Auditor (CIA)

Program Status: Approved
Status Expiration: 5 May 2023
Proof of Experience: Approved
CIA Part 1: Scheduled

CIA Part 2: Eligible

CIA Part 3: Eligible

;=) Manage My Program
D ge My Frog

¢ (lick Manage My Program.

e (lick on the scheduled exam. Appointment Date, Time, and Location is displayed on Exam Registration and
Scheduling page.
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Exam Registration and Scheduling

For any test center-related questions, contact Pearson VUE. A complete list of phone numbers and email addresses can be found at

APPLY CIAPart1
8 Ethical Standing
Exam Status
8 Education
Scheduled
& PhotoiD Exam Window Start
8 Character Reference 5 May 2020
8 Special Accommodations Exam Window Expiration
Review and Submit 31 December 2020
TEST Appointment Date
O ClAPart] 07 May 2020
O ClABart2 Appointment Time
O o1 oert3 08:45:00
Location
VERIFY
_ zlest Lab-IIACTT Lab
8 Experience Test Center Address

The Institute of Internal Auditors
24T Maitland Ave
Altamonte Springs, USA

Depending on the program, the candidate will repeat the steps above (Registration and Scheduling) until all
exams for the program have been successfully completed.

FPROGRAMS IN PROGRESS

Certified Internal Auditor (C14)

Program Status: Approved

Status Expiration: 14 January 202&
Proof of Experience: Approved

ClA Part 1: Scheduled

Cl& Part 2: Scheduled

ClA Part 3: Scheduled

J I Manage My Program
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Scheduling Test at a Home or Office

Click on the Pre-approved Exam link after registering:

Dashboard

Institute of Internal Auditors Exams Iy Account
Pre-approved Exams My Profile

»
» Preferences

» IA--ClA--Part2: ClA Exam Pard Two: Praclice of Infernal Auditing 5

»

Exam History

View Score Heporis

Upcoming Appointments

fou do not have any appeintments scheduled.

Select Exam Options page appears. Choose At a home or office, Run Pre-check and click Next.

Select exam options

NA--ClA--Pari2: ClA Exam Part Two: Practice of Intermal Auditing
All fields are required.

How do you want to take your exam? Exam delivery oplion descriptions

At alocal test center

= At a home or office
Are you going fo be testing on thiz device and network?

If 20, perform a quick pre-check to verify compatibility of your device and network before planning to take this exam in your home or office
If you skip, be sure to do a full system test before fest day to avoid lost exam fees and launch delays

Run pre-check
i
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Run Precheck

Running a Pre-check will open a new browser session. The system will check your requirements and make sure
that your microphone, internet speed and webcam is approved. Click Next and close browser session.

@ Pearson | VUE

ystem check - Checking your requirements

Microphone Internet speed Webcam

Default - Microphone Ar ¥ Integrated Webcarn (Obe ¥

@ Pearson | VUE

ystem check - Successfully completed

A preliminary system check verified that this device can support the ability to take an
exam at this location.

In your confirmation email, you will receive a link to take a full system test. If you fail to
take the system test, it may be possible that you will not be able to take your exam.

Close this tab and return to scheduling to complete your registration.
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Agree to online exam policies by clicking on each checkbox of the terms and condition. Click Next.

Agree to online exam policies

A—-CIA—Pari2: CIA Exam Part Two: Practice of Intemal Auditing

To take thiz exam in an enline environment, please agree to the fellowing terms and condifions.

# By accessing this website and ticking the box you indicate your acceplance of Pearson VUE's, a business of NCS Pearson, Inc.. Privacy and
Cookies Policy ("Privacy Palicy™), Terms and Conditiens and use of cockies to support your expenence. You also understand, acknowledge and agree
that the testing programme sponsor has its own, pessibly different, privacy paolicy.

< By providing your personal information, as stated in this Privacy Policy, for the purpose of registering for a icensure, cerification or academic
admission test, including the administrafion of such test, you acknowledge, agree and consent to the video and audio recording of your face image,
voice, desk and workspace for the purpeses of test quality, security and the integrity of the testing process. and you consent to the processing of such
personal information and test data by Pearson VUE and fo the transfer of such data to Pearson WUE's hub server, located in the USA, as the data
processor, its authorized third parfies, if any. both in the capacity as data processors for the precessing of your personal information and test data on
behalf of the tesfing program sponsor, as the data confroller, located in the USA or elsewhere. Pearson WUE and other data processing enfifies, if any,
are the recipients of your personal information and test data are lecated cutside of the European Union and the European Economic Area; however,
Pearson YUE will enter info reasonable data fransfer agreements with such entities for the purpose of communicating and following the instructions of
vour testing program sponsor and for establishing reasonable security measures to protect the confidentiality and integrity of your personal information
and test data

< If you choose to take the test through our enline proctoring function, which is not mandatory in the event that there are other ways of taking the test
as defermined by the testing programme sponsor, you will be monitored during the testing session in real time so that your face, voice, desk and
workspace will be captured and possibly recorded during the testing session. You understand, acknowledge and agree that you have ne right to privacy
at your current location during the exam testing session and you explicitly waive any and all claims asserting a right to individual privacy or other similar
claims. By accessing this website and ticking thiz box you signify your acknowledgement and agreement that any inappropriate or wrongful conduct, as
determined in Pearson VUE's or the test proctor's sole discretion, witnessed while monitaring your testing session at your cumrent location will be
reported by Pearson VUE to the testing programme sponsor and may also be reporied fo the appropriate governmental authorities, including, but not
limited to, any law enforcement officials.

# By accessing this website and ficking this box you signify that you understand, acknowledge and agree that if any third party is: 1) detected as being
present in your physical location, whether vigible or not; or 2)_ overheard in any manner, whether physically detected through movement and
making_ of noize or through scunds imespective of whether they are in your current location or not during your testing session, the test will
be terminated and you will not receive any score o in the event you've completed the test and received a score your score may be
invalidated or revoked. Further, you understand, acknowledge and agree that if your testing session is terminated for this or any other reason you will
not receive a fest fee refund, credit or voucher
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Select an exam language. Click Next.
Select exam language

lA—-ClA—-Par2: ClA Exam Pari Two: Praclice of Internal Audifing

What is your preferred language for the exam?

= Englizh
Japanese

Previous m

Exam Details page will display. Click Next.

Exam details

A--ClA--Pari2: ClA Exam Part Two: Practice of Intemal Auditing

View My Authorization Information

Exam:
lA--ClA--Part2: ClA Exam Part Two: Practice of Internal Auditing
View Testing Policies

Price:
UsD 0.00

Language:
English

Previous m
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Find an appointment page will display. Select a Date and Time.

Find an appointment

NA—-CIA—Pari2: CIA Exam Part Two: Praclice of Intemal Audifing

Select Date
Why can't | find an available appointment?

May 2020 =
Su Mo Tu We Th Fr Sa
Selzct 2 date from the czlendar. Only avaisble datzs can be selzcted

Cart will display. Click Proceed to Checkout.

Confirm contact information

A Your name must exactly match the identification that is presented at time of testing or you will not be able 1o take your exam.
Fi ¥ h th f D) it F J gory | Nt be ab ke y

Name

Telephone:
1-555-555-5555
nfi Preference

Remir T

Total Due
Subtotal: 0.00
Estimated Tax 0.00
EETIIATER TATAI AIE.  1IER A AR

ESTIMATED TOTAL DUE: USD 0.00 Proceed to Checkout
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Agree to policies popup will display. Click Accept.

Agree to policies

Institute of Internal Auditors Policies

Admission Policy

Please note this exam is proctored in English only. There is not an option for local language proctoring at this time.

Before the exam:

« Review information on exam policies and procedures in the IIA Certification Candidate Handbook
« To review system requirements and the System Test, click here

« Complete the required System Test from the same computer and in the same location you'll be using on exam day. *Corporate firewalls often cause issues while
trying to take your exam. Please consider taking your exam in a setting without a corporate firewall.”
- Review the identification requirements below

Please be prepared to show one (1) valid form of unexpired, Government-issued personal ID. The Government-issued ID must have your signature and must have your
photo.

The name on the registration must match the names on the Government issued 1D exactly. Please verify that your name listed on your confirmation email matches your
identification. If your identification is not considered valid, you will not be permitted to complete your exam and are unlikely to receive a refund.

The online exam is booked and a confirmation is received. The candidate can sign-out, Return to Dashboard or
click Return to Testing Program website at the top left by clicking on the Home icon.

€ & The Institute of

Internal Auditors

»
You are booked!
e Order # 0053-8721-8634
,—2-,, You have successfully scheduled an online exam. On the date of your appointment, be sure to return to the exam details page 30 minutes before your
exam is scheduled to begin.
@

We highly recommend that you run the system test on the same computer and location you will be testing from on exam day to ensure system
compatibility. Running the system test helps avoid issues during the exam

I An email confirmation has been sentto:|  John.doe@theiia.org
Return to Dashboard

0
—
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Exam Results

You will receive a preliminary score report at the test center. Approximately 48-hours after the completion of an
exam the IIA receives the results from PearsonVUE. Once posted you will receive an email notification you're
your official exam results.

Certification Granted

Once you have passed all of your exams, you will receive a notification email.

My ClA Certification

In CCMS My (Program Name) Certification
tile is now displayed on the right of browser
window with certification information.

My CIA Certification

ed Internal Auditor (C

To download a certificate, click
Download PDF Certificate.

My CIA Certification
Certified Internal Auditor (CLA
To order a printed certificate,
click Order Printed Certificate.
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Sign Out

To exit CCMS, click Sign Out on top right of browser window:

for New Certifications

Global

Sign out message will appear and you will have successfully signed out of the system.

Sign out
You have successfully signed out.
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Glossary
Term Definition
CCMS Certification Candidate Management System.
CIA Certified Internal Auditor.
CPE Continuing Professional Education.
CRM Customer Relationship Management (software).
CRMA Certification in Risk Management Assurance.
EBEs Event Based Emails.
GAN Global Account Number.
[TIAHQ Institute of Internal Auditors Headquarters.
PDF Portable Document Format.
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