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Applicant must log into the system to start an application. If they have an account move to page 4. If not they must use the first time user button.



[image: ]If Applicant is not in system they must complete all boxes to create profile then click on create.




[image: ]After user clicks on create a dialog shows up. Click ok.




[image: ]After creating an account the user can now click on have an account button.




[image: ]Applicant will search for themselves using   last name, date of birth and one of the four options below. They will then click on view profile





[image: ]This is the default page when the applicant logs in to the system. From here they will click on Home Act 120.





[image: ]Click on Certification Exam Application.





For the next part there will be 4 different types of exams two for in state and two for out of state please use the below links to be directed to the page that is speciffically to which exam application user would fall under. (note use CTRL + click to follow the link)

In state applicant WITHOUT a conditional offer of employment
In state applicant WITH a conditional offer of employment
Out of state applicant WITHOUT a conditional offer of employment
Out of state applicant WITH a conditional offer of employment












[bookmark: _In_state_applicant]In state applicant WITHOUT a conditional offer of employment

[image: ]
[image: ]Screen shows the application was created. Click ok.





[image: ]Make sure all demographic information is correct. Fill in the Police academy details which included academy name and dates attended. Then select examination information which is the test date for the exam.





[image: ][bookmark: _GoBack]Select YES or NO to the 3 questions. Note if a question is marked YES user may have to provide further details.  Click next.

[image: ]Click on upload for certification grade sheet, diploma and EVOC (if needed) and attached the document that is on your computer. The next page will show what pops up when you click on upload. After you upload the documents click on next.


[image: ]



[image: ][image: ]Read the acknowledgement clause and then sign and date the application. Then hit the SAVE button.
After hitting save a dialog will popup. Read the box and then click on continue.

	
[image: ]After clicking continue click on the pay now button.





[image: ]Read the clause and the click ok to continue.

[image: ]This screen will open. The amount is auto populated. Click on pay now.

[image: ]After clicking on pay now you need to enter a valid credit card with:
NAME
CREDIT CARD NUMBER
EXPIRATION DATE
If email does not auto populate then enter a valid email address for your receipt to be sent to you.

[image: ]After everything is filled in, click on pay with your credit card.

[image: ]When payment is successful click on close to return to the previous screen.

[image: ]If payment does not appear click on the refresh button.

[image: ]After everything is filled in and the payment shows successful click on submit.

[image: ]Click ok to finish

In state applicant WITH a conditional offer of employment
[image: ]
[bookmark: _Out_of_state]Out of state applicant WITHOUT a conditional offer of employment
[image: ]
[image: ][image: ]Read the acknowledgement clause and then sign and date the application. Then hit the SAVE button.
After hitting save a dialog will popup. Read the box and then click on continue.

	
[image: ]After clicking continue click on the pay now button.





[image: ]Read the clause and the click ok to continue.

[image: ]This screen will open. The amount is auto populated. Click on pay now.

[image: ]After clicking on pay now you need to enter a valid credit card with:
NAME
CREDIT CARD NUMBER
EXPIRATION DATE
If email does not auto populate then enter a valid email address for your receipt to be sent to you.

[image: ]After everything is filled in click on pay with your credit card.

[image: ]When payment is successful click on close to return to the previous screen.

[image: ]If payment does not appear click on the refresh button.

[image: ]After everything is filled in and the payment shows successful click on submit.

[image: ]Click ok to finish


[bookmark: _Out_of_state_1]Out of state applicant WITH a conditional offer of employment
[image: ]
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