
How to Schedule Your Exam 

Visit our test page on Prometric’s site: https://www.prometric.com/test-takers/search/cbic 

Scheduling options are available on the left-hand side and by scrolling down the page. 

*Currently, CBIC only offers remote proctoring for those affected by the COVID-19 closures from 

March, April and May. This is currently under review for approval for full time use by our accrediting 

body. 

 

A. For newly approved (or appointments cancelled by Prometric): 

1. Click “Schedule your exam at Prometric Test Center”. 

 

 

 

https://www.prometric.com/test-takers/search/cbic


2. Read through the Schedule Appointment Page, then click the green arrow. 

 

3. Read through the Policy Notice; scroll to the bottom to confirm your age and give your consent, 

then click the green arrow. 

 

 

 

 

 

 

 

 



4. Enter your 6 digit eligibility ID (found on your CBIC scheduling email notification) and the first 

four letters of your last name (spaces count); click “Submit”, then click the green arrow. 

 

5. Your testing window will appear. Click the green arrow to continue. 

6. Find your test center by entering your zip code or city. Select a date range (limited to two weeks 

at a time). Click the green arrow. 

 

7. A screen with test center selections and a map will appear, along with dates available. Choose 

the testing center and date of your choice. You will then choose a time. Follow any remaining 

prompts. Once your appointment has been scheduled, you will receive a confirmation email 

from Prometric with an exam confirmation number. Save this number for your records. 

B. For those who need to reschedule their exam: 

1. Click the Reschedule link.  

 



2. You will need to enter your 16-digit exam confirmation number (provided by Prometric), and the 

first four letters of your last name (spaces count). Click Submit. 

 

3. You will confirm your information by checking the box next to your name and exam information. 

Then click reschedule. 

4. Follow the prompts to reschedule your testing center location, date, and time. You will receive a 

new confirmation email from Prometric. Save this for your records.  

a. *Payment may apply to reschedule your exam dependent upon time prior to scheduled 

exam.  

b. **No changes can be made 5 days or less prior to your exam date.   


