Registration Information For Certification Tests

Thank you for registering your exam with Prometric. Please read and understand the Registration Procedures to ensure a successful testing experience.

· Registration Procedures

1. Complete the Form

Please refer to the sample form and fill out the form completely.


<ATTENTION>
i. Please remember to fill in your 'Prometric Testing ID'. 

ii. As for 'Prometric Testing ID' that are received outside of Japan, you are required to fill in your ID as well. Please do not forget to fill in your current local address in Japan. 

iii. If this is your first time registering an exam with Prometric, please leave the 'Prometric Testing ID' field in the form blank.

<For Voucher Holders>

Please make sure “Voucher Number“ and “Expiration Date” are filled in the correct field in the form.

*Please note that once exam registration completed, request for change of payment method will not be entertained.

2. Submit the Form

Please fax your completed registration form to Prometric Testing Desk. The telephone/fax number may varies depending on the organization (Test Sponsor) and test. Therefore, please check the telephone/fax number shown on this registration form. 

*Please note that after you completed your exam registration, your registration form will be kept for ONE WEEK ONLY. After one week, your form will then be discarded for our data security purposes.

3. Schedule a Test
Please make a call to Prometric Testing Desk to schedule your test date, at least THREE business days prior to your preferred test date. If your preferred test date falls on the weekend, you may need to call at least FOUR or FIVE business days prior to your test date depending on which payment method you choose. For more information, please refer to the following table or check our homepage.
	Payment Method
	Application due date

	Credit card
	At least 3 business days prior to your preferred test date. 
At least 4 business days prior to your preferred test date if it falls on the weekends.

	Voucher or Promotion code
	

	Convenience store  
	At least 4 business days prior to your preferred test date. 
At least 5 business days prior to your preferred test date if it falls on the weekends.

	Pay-easy
	


Please note that your test appointment date will NOT BE PROCESSED until we receive a call from you.

4. Confirmation Letter
After you fully complete your exam registration, you will receive an Appointment Confirmation Letter enclosed with a Test Site Location Map.

The Appointment Confirmation Letter will be send to you by fax or by postal mail before your test date. After receiving the Appointment Confirmation Letter, please check your test date, test time and test site location.

If you find any discrepancy or you did not receive the letter, please contact Prometric Testing Desk during business hours.

*Please check the business hours at the bottom of the page.
5. Test Day
You are required to arrive at the test center 15 minutes earlier, before the test’s starting time.

You MUST present two (2) forms of approved personal IDs at the test center.

For more information on the requirements of approved personal IDs, please check your Appointment Confirmation Letter. You may also make your enquiry to Prometric Testing Desk when you schedule your test date over the telephone. 
For any test taker that fails to present two (2) approved personal IDs, you will NOT be allowed to take the test and your test fee will be forfeited or your voucher number will become invalid.

Privacy Policy <Agreement on the collection and utilization of personal information>

Before proceeding with your exam registration, please read and understand the terms and conditions. Please note that you are required to cross the agreement check box at the top of the form in order to complete your exam registration.

1. Information Collection & Use
i. We collect your personal information for the purpose of registering and scheduling tests or assessments, administering tests/assessments, processing payment or processing results on behalf of the organization that owns the test you are taking (the 'Test Sponsor').

ii. You will not be required to re-enter your personal information for your next exam registration.
iii. We will send your personal information and test results to the Test Sponsor so that the Test Sponsor can provide you with the accreditation, service, certification, license or credential you seek.
iv. We may contact you by E-mail, postal mail, fax or telephone about our/Test Sponsor’s service details or marketing activities (seminars, events, campaigns, newsletter and etc.).
v. We use your personal information to provide you with your testing information and related services. If we use your personal information for any purposes other than described here, we will specify the purpose and the contact details. Even in such cases, the use of your personal information is limited to the stated objectives.
2. Please note that you cannot proceed with exam scheduling, registration and other test related services without providing your personal information.
3. At times, part of the Personal information provided may be shared with our trusted subcontractors or business partners within the limits stated herein. In respect of such event, we take all appropriate measures and necessary actions to protect Personal Information.
4. We transfer your Personal Information to the headquarters of Prometric in the United States protected by Secure Sockets Layer. We do not share your personal information to any other third party other than objectives stated herein. 
5. If you wish for the disclosure of the objectives on the use of your personal information or disclosure of your personal information, correction, modification, removal or termination of the use of your personal information, please contact us by referring to the information provided in the following website of our corporation: http://www.prometric-jp.com/common_contents/privacy.html (Japanese only)
6. You can check or make changes to the personal information that you have registered for Prometric ID by going to our website: http://www.prometric-jp.com/navigation_page/privacy.html (Japanese only)
7. If you have any concerns or complaints regarding the process of your personal information or our Privacy Policies, you may send us your enquiries through the request form provided in our website. 
https://w1.prometric-jp.com/contact/agree0090.html (Japanese only)
Prometric Japan Co., Ltd.
Personal Data Protection Manager
Executive Director, Legal and Compliance
Policy Agreement
Please read and fully understand the policy before registering your exam. Your agreement is required in order for your exam registration to take place.  

■ Test registration restrictions
Please refrain from registering an exam if you are not the examinee himself/herself. Prometric will not be responsible for troubles that occur due to test registration that are not registered by the examinee himself/herself,

■ Continuous multiple test registration
It is possible to make a continuous registration for multiple test on the same test date and same test site.

Please note that change or cancel of tests that are registered under this method could not be carried out 
separately. 

 ■ Exam Price
Exam price are subject to change without prior notice upon the request of the organization (Test Sponsor).

■ Reschedule
For change of test appointment date, test site or the test starting time, please make your call to Prometric Testing Desk THREE business days prior to your test date and if your test date falls on the weekend, FOUR business days prior to your test date (Mon-Fri 9:00AM～6:00PM excluding weekends, public holidays & new year break). After the due date, reschedule request will not be entertained, this include exams’ subject and method of payment. 

If you have registered your test by telephone call, please note that test registration record checking or reschedule could not be performed online.

If one year has passed (counting from the 1st time registered date) reschedule services will not be available.

■ Cancellation
For cancellation of those that have made the payment, please make your call to Prometric Testing Desk THREE business days prior to your test date and if your test date falls on the weekend, FOUR business days prior to your test date (Mon-Fri 9:00AM～6:00PM excluding weekends, public holidays & new year break). After the due date, cancellation request will not be entertained.

If you have registered your test by telephone call, please note that cancellation could not be performed online.

■ Identity verification
On the testing day, test takers are required to present specific personal IDs for verification purposes. For what personal IDs to bring on the testing day, please check our homepage http://it.prometric.jp/reserve/id.html (Japanese only) or you can enquire about it when you make a call to Prometric Testing Desk. Please note that any test taker that fails to present the specified personal IDs will not be allowed to take the test. 

■ Late arrival or No show
Please note that you are required to arrive at the Test Center 15 minutes early, before the test starting time. On the testing day, there will be a session for identity verification and a briefing regarding the test, therefore please arrive 15 minutes earlier at the Test Center. Test takers that are late for this appointed session will not be allowed to take the test.    
■ Time required
The required time are subject to change without prior notice upon the request of the organization (Test Sponsor). Please note and understand that by the time you take your test, the time required informed by us could differ.
· Pay a test fee
Payment methods: <Registration by telephone>
Payment by credit card or by convenience store/Pay-easy options is available. Please make sure you read and understand the payment process below before registering your exam.

· Pay by convenience store/Pay-easy
1.  A processing fee will be charged according to the test fee.

2.  You are required to apply for your test At least 4 business days prior to your preferred test date or at least  

    5 business days prior to your preferred test date if it falls on the weekends.

3.  You are required to make the payment within 5 days from the day you applied. Please note that if your
    payment due date surpasses the exam application due date, your payment due date will be shortened.
4.  If you have made your payment but would like to cancel your test, you will need to provide us your bank
    account details for refund purposes.
If payment is not received by the payment due date, the appointment will be canceled automatically. When you register over the telephone, please check the payment due date with Prometric Testing Desk operators.

· Pay by credit card
*Please do not write down your credit card information on the registration form but provide the details over the telephone.

<<You are required to agree and accept the following (clauses 1 to 4) before you provide your credit card information. >>
1. Purpose of credit card information collection: processing examination fee settlement.
2. Credit card information are collected by: ECONTEXT,INC.
3. Credit card information are processed by: Mitsubishi UFJ NICOS Co., Ltd (DC/VISA/Master).JCB Co., Ltd (JCB/American Express).
4. Credit card information are stored by: ECONTEXT,INC. (Prometric does not store credit card information.)

<<You are required to agree and accept the following (clauses 1 to 7) before you provide your credit card information. >>

1. We accept JCB/VISA/Master/DC/AMEX for your exam registration payment. All payments are lump sum only. Corporate credit card is not accepted.
2. The expiration date of your credit card should be two months or more after your testing date.

Example: test in August 2010, your credit card expiration date should be on or after October 2010.
3. For VISA card holders, please make sure your VISA card has 16 digit number.
4. Payment settlement will be processed the next day after your testing day. Credit bill to your account varies depending on your credit card company.“The Prometric Testing Fee(プロメトリック受験料金)” will be stated on your credit card company's statement.
5. After exam registration completed, no change or cancel of payment method will be entertained.

6. If your credit card gets rejected, please use another valid credit card or choose another payment method.
7. If the credit card was rejected during the payment settlement process taking place, we will contact you for another payment method.
The Receipt/ The Payment Statement:
Regarding the receipt/the payment statement, please contact below.

Prometric Japan Co., Ltd.   Billing Department
Tel: 03-6204-9723 (Mon-Fri 9:00AM～6:00PM excluding weekends, public holidays & new year break)
Email: keiri-bu@prometric-jp.com
*Please make sure you have your Prometric Testing ID, your registered name, testing date and test subject when you contact us.
· Prometric Testing ID
A Prometric Testing ID is a unique ID number assigned by Prometric upon scheduling your first test.

Your Prometric Testing ID will appear on your Appointment Confirmation Letter.

Please note that you must provide your Prometric Testing ID each time you schedule a test. Each time after scheduling a test, a unique registration number will be created under your Prometric Testing ID.
· Rescheduling and Cancellation

You can check the due date of reschedule or cancellation on your confirmation letter.

Reschedule or cancellation request will not be entertained after the due date. The whole testing fee/voucher number will be forfeited. Repeated reschedule may hinder other candidates registering their desired test date. Should this be the case, we may ask you to cancel your registration and schedule for a new registration.

· Retake Policy or Other important information regarding certification
Candidates are not allowed to retake an exam that has been failed previously for a period of 7 days.
We highly recommend you to visit your Test Sponsor’s URL and fully understand the policies of the certification before you register for your test.
Certification Program Registration Form （SAMPLE）
Please fill out this form completely in English and in ALL CAPS except for E-mail address.
	By crossing the box, I hereby agree and accept the Policies and the collection and use of my Personal Information stated herein.
	 FORMCHECKBOX 


	By crossing the box, I declare that this is my first time registering an exam with Prometric.
	 FORMCHECKBOX 



	Prometric Testing ID

(If this is your first time registering an exam with Prometric, please leave this field blank. For more information about Prometric Testing ID, please refer to the Registration Procedure above.)
	SP1234567

	NAME
	Last
	First, Middle Initial

	
	PROMETRIC
	THOMAS,J

	Contact number
	xx － xxxx － xxxx

	Fax number
	xx － xxxx － xxxx

	Email address
	Thomas@prometric.com


· If this is your first time registering an exam with Prometric, please fill in the fields below with your up to date information.
· If you have a Prometric Testing ID and you wish to correct your information, please fill in the fields below. If there is no correction needed, please cross the box provided below and leave the fields blank.
· If you would like to receive the invoice from Prometric for the Bank Transfer payment, please fill in ‘SELF-EMPLOYED’ in the 'Company' field and also fill in your personal address.
	I have a Prometric Testing ID and by crossing the box, I hereby confirm that there is no correction needed on my registered information.
	 FORMCHECKBOX 


	Company  　　　　　 
	ABC Co Ltd

	Department
	Sales Dept.

	Prefecture
	Tokyo

	Address Line 1
	Chuo-ku

	Address Line 2
	1-21-2 Shinkawa

	Address Line 3
	Kayaba-cho Tower 15F

	Postal Code
	104-0033


· The Site, Date and Time field are for office use only. Please leave it blank.
· If you are registering for multiple test on different dates or test sites, please copy this form and use it for the other tests of the same testing program.
· Please check your due date and make a call to Prometric Testing Desk to schedule your test. Your Test Appointment Order will NOT BE PROCESSED until you call us for testing date.
	1st
	Test Number
	AA0－001
	Office use
	Site：
	Date：
	Time：

	
	Test Title
	ABC Level1
	Exam language: English

	
	Payment Method

(Please choose by crossing the box and if you are using voucher, please remember to fill in the expiry date)
	 FORMCHECKBOX 
 Convenience store/Pay-easy
	Email address for payment info (mob)
	taro_yamada@docomo.ne.jp

	
	
	 FORMCHECKBOX 
 Credit card (JCB/VISA/Master/DC/AMEX) *Please have your credit card with you when you confirm your registration.*  FORMCHECKBOX 
 By crossing the box, I hereby agree and accept the Terms and Conditions of payment by credit card.

	
	
	 FORMCHECKBOX 
 Voucher number
	Vou#
	xxxxxxxxxx
	Expiry Date (yyyy/mm/dd)
	yyyy / mm / dd

	
	
	 FORMCHECKBOX 
 Promotion Code
	Code
	xxxxxxxxxx


· If you wish to register for 2 tests at one time, please fill in the 2nd test information below. The 1st test payment method will be applied to the 2nd test as well.
· Using Promotion code for 2 tests at one time are not accepted. As for voucher, if you have already entered a voucher# for the 1st test, please enter a different voucher# for the 2nd test.
	2nd
	Test Number
	－
	Office use
	Site：
	Date：
	Time：

	
	Test Title
	
	Exam language: English

	
	Payment Method
(If you are using voucher, please remember to fill in the expiry date)
	 FORMCHECKBOX 
 Voucher number
	Vou#
	
	Expiry Date (yyyy/mm/dd)
	/   /


	Do you accept Huawei retake policy?
	YES, I accept  FORMCHECKBOX 



Certification Program Registration Form
Please fill out this form completely in English and in ALL CAPS except for E-mail address.
	By crossing the box, I hereby agree and accept the Policies and the collection and use of my Personal Information stated herein.
	 FORMCHECKBOX 


	By crossing the box, I declare that this is my first time registering an exam with Prometric.
	 FORMCHECKBOX 



	Prometric Testing ID

(If this is your first time registering an exam with Prometric, please leave this field blank. For more information about Prometric Testing ID, please refer to the Registration Procedure above.)
	     

	NAME
	Last
	First, Middle Initial

	
	     
	     

	Contact number
	      －       －      

	Fax number
	      －       －      

	Email address
	     


· If this is your first time registering an exam with Prometric, please fill in the fields below with your up to date information.
· If you have a Prometric Testing ID and you wish to correct your information, please fill in the fields below. If there is no correction needed, please cross the box provided below and leave the fields blank.
· If you would like to receive the invoice from Prometric for the Bank Transfer payment, please fill in ‘SELF-EMPLOYED’ in the 'Company' field and also fill in your personal address.
	I have a Prometric Testing ID and by crossing the box, I hereby confirm that there is no correction needed on my registered information.
	 FORMCHECKBOX 


	Company  　　　　　 
	     

	Department
	     

	Prefecture
	     

	Address Line 1
	     

	Address Line 2
	     

	Address Line 3
	     

	Postal Code
	     


· The Site, Date and Time field are for office use only. Please leave it blank.

· If you are registering for multiple test on different dates or test sites, please copy this form and use it for the other tests of the same testing program.
	1st
	Test Number
	    －    
	Office use
	Site：
	Date：
	Time：

	
	Test Title
	     
	Exam language: ENGLISH

	
	Payment Method

(Please choose by crossing the box and if you are using voucher, please remember to fill in the expiry date)
	 FORMCHECKBOX 
 Convenience store/Pay-easy
	Email address for payment info (mob)
	     

	
	
	 FORMCHECKBOX 
 Credit card (JCB/VISA/Master/DC/AMEX) *Please have your credit card with you when you confirm your registration.* 
 FORMCHECKBOX 
 By crossing the box, I hereby agree and accept the Terms and Conditions of payment by credit card.

	
	
	 FORMCHECKBOX 
 Voucher number
	Vou#
	     
	Expiry Date (yyyy/mm/dd)
	     /    /   

	
	
	 FORMCHECKBOX 
 Promotion Code
	Code
	     

	· If you wish to register for 2 tests at one time, please fill in the 2nd test information below. The 1st test payment method will be applied to the 2nd test as well.
· Using Promotion code for 2 tests at one time are not accepted. As for voucher, if you have already entered a voucher# for the 1st test, please enter a different voucher# for the 2nd test.

	2 nd
	Test Number
	    －    
	Office use
	Site：
	Date：
	Time：

	
	Test Title
	     
	Exam language: ENGLISH

	
	Payment Method
(If you are using voucher, please remember to fill in the expiry date)
	 FORMCHECKBOX 
 Voucher number
	Vou#
	     
	Expiry Date (yyyy/mm/dd)
	     /    /   


· Please check your due date and make a call to Prometric Testing Desk to schedule your test. Your Test Appointment Order will NOT BE PROCESSED until you call us for testing date.
	Do you accept Huawei retake policy?
	YES, I accept  FORMCHECKBOX 



	受付
	【Prometric TESTING DESK】
	DB

	
	PHONE: 03-6204-9830 / FAX: 03-6204-9649
Business hours: Mon-Fri 9：00AM～6：00PM  except Public holidays & New Year Breaks

http://www.prometric.jp
Ochanomizu Sola City Academia 5F, 4-6 Kanda Surugadai, Chiyoda-ku, Tokyo 101-0062
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	受付
	【Prometric TESTING DESK】
	DB

	
	PHONE: 0120-387737 / FAX: 03-5541-4692
Business hours: Mon-Fri 9：00AM～6：00PM  except Public holidays & New Year Breaks

http://www.prometric.jp
Kayabacho Tower Bldg 15F, 1-21-2 Shinkawa, Chuo-ku, Tokyo 104-0033
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	受付
	【Prometric TESTING DESK】
	DB

	
	PHONE: 03-6204-9830 / FAX: 03-6204-9649
Business hours: Mon-Fri 9：00AM～6：00PM  except Public holidays & New Year Breaks

http://www.prometric.jp
Ochanomizu Sola City Academia 5F, 4-6 Kanda Surugadai, Chiyoda-ku, Tokyo 101-0062
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