PEARSON VUE ONLINE PROCTORED EXAM (ONVUE) HOW TO SCHEDULE AND TAKE YOUR EXAM FROM YOUR HOME OR OFFICE
*CLICK ON EACH STEP TO SKIP TO THE APPROPRIATE INSTRUCTIONS

1. SCHEDULE
2. SETUP

3. CHECK-IN
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Background:
As of March 27, 2020, IT vendors, in collaboration with Pearson
VUE, have temporary launched a new online exam delivery option
(OnVUE) as a temporary solution for candidates during the
growing Coronavirus pandemic. This will allow candidates to take
an IT exam either at a Pearson VUE testing center or in the
comfort of their home or the office.

If you are interested in taking your exam online though the
OnVUE platform, you must complete the following activities
prior to scheduling your exam appointment:
•

Perform a system test by visiting the OnVue Exam
Delivery Page

•

Review exam information, including:
•
•
•
•
•

•

Restricted Countries
Exam Policies
System Requirements
Admission Steps
OnVUE Online Exam Setup Checklist

Review the Identification Policy
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In order to schedule your
exam to be taken at work or
from home:

1. Open your web browser
and go to apics.org
2. Click the “MY ACCOUNT”
option on the menu bar
3. Enter your username and
password
4. Click “Log In”
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5. Once you have been redirected
to your MY ACCOUNT page, click
“Certifications” on the left side
of the screen
6. Scroll down to “Your Exams” and
click the “Schedule” button
under the exam that you wish to
schedule
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You will be redirected to the
Pearson VUE website to
schedule your exam.
7. Click on the “At my home or
office” button
Note: if you choose to test at home
or at your office, you will need to
commit to the online delivery option.
You will not be able to reschedule
and select a local test center after
scheduling an online exam.

8. Click Next
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9. Read and agree to the
Online Proctoring Policies
10.Click “Next” once you have
agreed to the policies
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11.Confirm that the correct
exam details appear on
the following page

12.Click “Next”
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13.Using the calendar tool,
select an available date
Note: You will only be able to select
dates available to schedule within
the validity period of your ATT.
You can also see your ATT
expiration date within the
Certifications section in My
Account page.

14.Select an available time
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15.Review and confirm your
contact information as it
appears on the next screen
16.Click “Proceed to Checkout”
Note: You will not be charged any
additional fees. Your APICS
Authorization to Test represents your
exam purchase

John Doe
+1-773-867-1775
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17.Review the APICS Policies
that appear in the pop-up
window
18.Click “Accept” to agree to
the policies and proceed
to the checkout
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19.Review your order on the next
page and click “Submit Order”
to confirm your appointment
time
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20.You will be redirected
to a confirmation page
and receive an email
with your appointment
details and information
on activities to be
completed prior to your
online proctored exam
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jdoe@ascm.org

Tips for Taking an OnVUE Online Proctored Exam
Here are a few tips you should know before you sit for your OnVUE online proctored exam:
• Your computer should have a webcam, microphone, and internet speed that satisfy system
requirements and should be turned on/up for your exam;
• These exams are taken seriously, so please prepare your room as if it was a live test center;
• The exam must be taken in a walled room, with a closed door and without distractions. This also
means that if there are others in your home/office, they must not interrupt you during your exam;
• Do not leave the room during your exam; your exam will be terminated;
• To secure the integrity of these exams, no breaks will be allowed during the entirety of your exam.
Visit Pearson VUE’s test-taker FAQ page to review frequently asked. If any of the rules are violated
during your exam, your exam may be stopped by the proctor and you will not be permitted to continue.

We strongly recommend completing the OnVUE Online Proctored Exam Setup Checklist before
starting the check-in process.

The following slides walk through checking in for & accessing OnVUE exams…
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To access your exam on test day:
1. Visit the OnVue Exam Delivery Page
Important Note:
Candidates may check-in for an OnVUE exam up to 30 minutes
prior to their scheduled appointment time. During your exam
check in process, if there are any technical issues or you cannot
meet the setup procedures below, it may delay your check in
process and/or cause you to miss your scheduled exam. Exams
can only be held for 15 minutes past your exam time, so all
necessary check-in steps must be successfully completed prior to
that time to begin exam delivery. If your exam appointment is
missed for any reason, your exam will be placed in absent status.

2. Click “Login” under Begin Exam to
login to your ASCM account
3. Log in using your ASCM username and
password in the page that appears to be
taken to your My Account page
You will be able to access your exam page directly
through your My Account within the time
mentioned above.
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4. Once you have been redirected to your
MY ACCOUNT page, click the
“Certifications” tab on the left side

5. Scroll down to “Your Exams” and click
the “Reschedule” button under the
exam that you wish to schedule
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6. In your Pearson VUE Dashboard, select
the exam for which you have
scheduled your appointment

7. Click “Begin Exam” on the Online
Exam Details page

Warning:
Upon clicking “Begin Exam” and launching
the check-in process, you must remain
within view of your webcam.
Breaks are not permitted after this step.
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8. Follow the instructions provided on the
following screens to use your unique
exam access code and download the
OnVUE application

123-456-789

Note: the access code provided will be different for
every test-taker and will not match the example
shown on this slide. Please enter the access code
provided to you at the time you take your exam.

9. Enter the phone number of the phone
that you will be using to complete the
check-in process
Note: It is recommended to provide the mobile
number of a phone that has picture capabilities as
this would best assist with check-in for your exam.
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123-456-789

10.Begin the Check-In Process by
identifying your age (18+ years or under
18 years old) and clicking “Get Started”

11.The system check will check that
requirements are met for your
computer’s microphone, your internet
speed, and your webcam
Note: If any parts of your system do not meet the
requirements to host OnVUE, a link will appear
below the component that does not meet
requirements to assist with troubleshooting.
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12.Once your system has met all
requirements, use your mobile phone to
take your required verification photos by
following the instructions on the next
page
Note: You must remove any papers, pens, books, or
other prohibited materials from the testing area
before taking the photos.

Additionally, if you do not have a mobile phone, you
can use your webcam to provide all required photos
by clicking on the corresponding link.

13.Once you have successfully uploaded
the required photos, click “Refresh” at
the bottom right of the page
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Your phone number will appear here once the text
message with the link to access the mobile site is
sent to your mobile phone as shown in the example.

+1 884 1234867

14.If you have successfully checked in and
provided all necessary verification
photos, the screen to the right will
appear. Your proctor should arrive in
approximately 10 minutes to launch
your exam.
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We hope this tutorial has been helpful to you, but if
you have any additional questions, please contact
certwizard@gmail.com
Good luck on your IT exam!
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