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The purpose of this guide is to detail the steps a candidate must follow to
complete the exam scheduling process. The guide was developed for IC&RC
and is to be used as a tool to train, support, or assist candidates with
scheduling their exams.
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Step 1. Once a Board has approved and pre-registered a candidate to sit for an
IC&RC exam, the candidate will receive the following email from
registrations@isoqualitytesting.com. The candidate will use this email to
schedule their IC&RC exam.

Friday, Dec. 17, 2010
Dear Candidate,

You have now been approved by International Certification & Reciprocity Consortium to
schedule an appointment to sit for your examination. Please proceed as follows:

1 -- Go to our home page: www.IQTTesting.com

2 -- Using the option "Exam Registration"

3 -- Select the Organization: International Certification & Reciprocity Consortium.

4 -- Select the exam: Alcohol and Drug Counselor (ADC) Examination (Formerly known as
Alcohol & Other Drug Abuse Counselor)

5 -- Enter your Username and Password to login. These are:

Username: sde03@yahoo.com
Password: rz9S9mu6

After logging into the IQT website, please follow the on-screen instructions for scheduling an
appointment. Please note that you must test within this date range: 01/01/2011 to 12/31/2016.

Reschedule/Cancellation Policy: If you fail to show up for your examination at the scheduled

time, do not have the proper identification, or do not have your admission document, you will
not be allowed to sit for your exam. You will be considered a 'No-Show', your examination fees
will be forfeited, and you will be required to re-register and pay all fees prior to sitting for the
exam. However, if an issue arises that prohibits you from making it to your scheduled exam, you
may reschedule prior to (5) calendar days before your scheduled exam date. You may be
required to pay a rescheduling fee to process your request. If it is less than (5) calendar days,
you will not be allowed to cancel or reschedule your exam unless one of the following 3
situations have occurred:

Death in the immediate family
Military Deployment
Sickness
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If you experience any of the above issues, you MUST provide IQT with proper documentation
before being rescheduled to a new date. If none of the above are the reason for wanting to
reschedule or cancel your exam less than 5 days prior to your exam date, then you will not
be allowed to reschedule or cancel your exam. Please also note that if you do not show up,
you will be considered a 'No-Show', your examination fees will be forfeited, and you will be
required to re-register and pay all fees prior to sitting for the exam.

Result Letter: Please note that you MUST receive a status letter after completing the exam.
Please do not leave the testing center until this has been given to you by the Proctor.

Should you require assistance, please click on the "Contact Us" button on the home page to send
a message to customer service, or you may call (toll-free in USA and Canada) 1-866-773-1114,
or (other countries) +1 727-733-1110.

Sincerely,

Iso-Quality Testing, Inc.

Step 2. Once a candidate has received the above email, the candidate will be
directed to the IQT website, igttesting.com, to complete their registration.

Iso- 'Q:JAL_ITT

Welcome
to the

IQT Computer Based Testing Network

= Startan Exam

= Exam Registration

» Proctor Administratio
« Rate an Exam

—  Once a candidate has made it to
the 1QT website, they will select
the second option: Exam

Rater Administration
1QT Administration (*)

Registration.
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Step 3. From the IQT welcome screen, candidates will select from the drop
down list the Organization Name and the Exam Title they have been pre-
registered for by their Boards. This information can be found in the pre-
registration email they received earlier (Step 1).

EXAM | STRATION
’;1 the first drop down,
. candidates will select
Welcome to IQT Testing! IC&RC.
Qrgamza!lon _

CICERCE. . Internatgnal Cemf .,aucm 3 Recprccm Ccnsomm

E.(am
I-Icchcl and Drug f‘cunse or ;,-‘DF) Exam '151 on (Fermerly kngwn as Alvchci & Other Drug Abuse Counselor:

e

In the second drop down,
candidates will select the
exam they have been pre-
registered for by their

Boards.
_J

QJAL;TY

TINGINC

_
;Mo

Once both drop downs
have been selected,
candidates will click Next.
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Step 4. Candidates will then be directed to the Login screen. It is important to
note that a candidate will not be able to log in unless they have been pre-
registered for an exam by an IC&RC Board office.

Qr
EXAM

Candidates will enter the
User ID and Password

m Login

UserID

identified in their pre-
registration email.

N

IschB@yahoo com : )

Password Loruuuo o !

\

If you do not have a login please contacl IC&RC  Internalional Cerificate
Reciprocity Consortium

If you have misplaced your login. please call ISO Quality Testing at 856-773-1114
Maote that your password must be entered with the correct case

Once a candidate has
entered the User ID and
Password identified in the
pre-registration email,
they will click the Login

button. J

IsO-QUALITY
1e

E3T1IHGING ";
g e v 150 Mw -
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Step 5. Candidates will then be directed to the Candidate Profile screen. It is
important that candidates verify all information on this page, as this
information is used to populate the Admission Document and status letter.
Security procedures do not allow candidates to change their name or email
address. This ensures that the candidate who was pre-registered for an exam
is the candidate who sits for the exam.

F il

1QT
EXAM

Esttome| |

Micldle!-]ameé Eearse |

Last IName T

Address1 1111 SMT SMT

Addess2| |
Gity[Dunesin

Flonda

Country | United States

State/Province

It is imperative that all
candidates verify and
correct the information
on this page. Ifa
candidate needs to

? —
Home Phons [ i e |
Work Phone ! s
® E-mail Address | .

Candidate Profile Information

This nfarmatian i provided te vour organization and mav b
for officiai correspondsnce and certificates

change their name or
email address, they
should do so by
contacting the Board
Office where they were

?
? Thiz infermation must alzo exactly malch the entification vo
be required 1o shav, the test center admimistratar priar to t2s

Log Out  Change Login

pre-registered. )

/Once a candidate has \

Please mahe sure the above % = Reguired Fiel

infarmatian is carrect befare
S=S

verified and/or

corrected all
information, the
candidate will click the
Next button.

)
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Step 6. Candidates will then be directed to the Site Scheduling screen. The
candidate will choose the location, date, and time of their exam. This is a real
time scheduling system, so once a candidate has selected a location, date, and
time for their exam and clicks the Next button, they are immediately
confirmed for that location, date, and time.

1QT

EXAM The dialogue box in the\
e middle of the screen

displays any additional
seating or availability
open in the candidate’s

Exam - Alcohol and Drug Counselor (ADC) Examination (Former|
FL

Tesl Centers [ Z1.1 miles - Vclunteers of Zmerics Tamps

Exam Times | ¢ select an exfALlanlCUOE U OIEICl

area.
'} ek \Weekend Seating Available **+*
e ahr - Please nate that the following testing center /
- select 4 has one or more weekend seats available,
b Otlando, FL - Valencia Enterprises gt
Star Date 112 |
Zip Code 134 v
liote: From Start Date. the next 30 d City | Dunedin ) v -D
tesl cenlers avaiatle examiimes are L—-& —_— ‘m
shown, i the Exam Times box above

Candidates will click the

ISO-QUALIT_Y next button to continue
i to the Scheduling
screen.
e
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IQT
EXAM

Test Centars [ 21.1 miles - Velunteers of Imerics

Texpe FL

Candidates will use \

these two drop downs
to identify a location
and time for their exam.

Exam Times |< Zelect Zn ex&x Tiwe >

The closest location to

_"‘-""""_'—"‘_'—*( select &n exar tixe >
[ |5 Jan 2011 - Wed 8:00sx -

5 {Ezestern Standard Time)
E 6 Standard Ta

the address in their
profile will always
display in the Test

J

7 Jem 2011 - Fri 9:0Cem - (Eastern Standard Time)
12 Jen 2011 - Wed $S:0Cex - (Eastern Scenderd Tinre)
13 Jen 2011 - Thu 2:00ew - (Ezstern Stenderd Tixe) Center field.
14 Jen 2011 - Fri 9:00ex - (Ezstern Standsrd Time) K
18 Jen 2011 - Wed 9:00ax - (Eastern Standerd Time)
20 Jen 2011 - Thu 9:00zx - {Ezstern Standard Time)
21 Jen 2011 - Fri 9:00sw - (Eagtern Standard Tiwe)
2€& Jan 2011 - Wed 38:00zxr. - {Ezstern Standard Time) E
27 Jan 2011 - Thu 2:0Car -~ (Eastern Standard Time) ;
2B Jan 2011 - Fri 9:;00&m - (Eastern Standazd Time) 1
: ISO-QUALITY
b T ™ ML

If a candidate will be
traveling or working

- in a city or state other

Exam - Alcohol and Drug Counselor (ADC) Examination (Forrg/

|
Test Centers | 21.1 miles - "ﬁlmcee*s of Arerica

Tanpa FL

Start Date [12/17/2010 ]m

Zip Code 34698 | E

late: Fram Start Date. ihe next 30 days ofa
test centers avaiatle ex
zhown mine Sxam Times box above

_Qountry

Slale {Flonda

than the one listed in
their profile and
would like to take
their exam in that
location, they can
change the search
parameters in this
section, after which,
v the test center field

City | Dunedin -

v above will display the
test centers closest to

. lso-QuaAuTY A
TESTING ING right.
e ] 1SO Quality Test

RKegistration

Process

the new location.
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1Qr
EXAM

Once candidates have \

selected a date and time

Exam - Alcohol and Drug _t_:_‘.ounselor (ADC) __E__)_ggg}iﬂgtion (Formerly|

for their exam, they will

Test Centers | 21.1 miles - Volunteers of Lrerice Tarps FL

click the Next button.

SRR 7 Jan 2011 — Fri 9:00am - (Eastern Standard Time)

_/

Test Center Search Parameters

To s&izct other test centers changs the gostal codeil! S, and Canada onlys, or location
Tg select other exam imes change the start date.
U 8 and Canada cnly - Dislances shown are from the paramelters 2ig or city 1.8 Cily 2 center’

Start Date le]

Country | United States

77777

State [Florida”

liole: From Starl Date. the next 20 days of a

tesi centers available exam times are

City ' Dunedin

shewn. in the Exam Times box above.
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Step 7. Once a candidate has selected the location, date, and time of their
exam and clicked the Next button, they will be directed to the Confirmation
screen. The candidate must agree to the IQT Examination agreement prior to
confirming their exam scheduling choice. Once a candidate clicks the Submit
button, their scheduled exam is confirmed and cannot be changed without
contacting the Board Office where they submitted their application.

QT
EXAM

Confirm Your Registration Selections
Alcohol and Drug Counselor (ADC) Examination (Formerly known as Alcohol & Other Drug Abuse Counselor)

Candidate: ST SMT Exam Time: Fn 9 00amon Jan 7 2011 ece
edrt (180 minutes)
;13111 SHMT ST Location:  Voluntgers of Amsrica
unedin FL 34698 1205 E Bth Ave - .
United States Tampa FL 33605 Candidates can view the
sdt03@yahoo com United Stales

1QT Examination by
clicking on the blue link.

[ I agree to the 1QT Examination Agfeement terms

Is examination may not be rescheduled or cancelled after 3 Jan 2011.

| ungerstans by ©

Candidates will then click the
box affirming they agree with
the IQT Examination
Agreement.
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QT
EXAM

Confirm Your Registration Selections
Alcohol and Drug Counselor (ADC) Examination (Formerly known as Alcohol & Other Drug Abuse Counselor)

Candidate: SIAT SMT Exam Time: Fn 9 00am on Jan 7 2011 edt
edt (180 minutes)
1111 ST SMT Location:  Volunteers of America
Dunedin FL 34698 1205 E Bth Ave
United States Tampa FL 33605 Candidates will click
stdc03@yahoo com United States

submit and be directed
to their Admission
Document.

| agres to the 1QT Examination Agreement tefms
is examination may not be rescheduled or cancelled after 3 Jan 2011.

ur3erstand by ciching on Submi

thai | may be rex to pay a
. . rescheduing or cancelaton fee ta
Candidates will need to pracess my request Piease venty
. . the ato.e miormalon 15 accurale
check this box prior to pror lo ciching Subma,

proceeding with the
confirmation.

\—
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Step 8. Once a candidate has clicked the Submit button on the Confirmation
screen, they will be presented with their Receipt and Admission Document.
The candidate will be immediately prompted to print this document as they
will not be permitted entry to the testing center without this document and two
forms of ID. If the candidate loses or misplaces the Admission Document,
they may log back into their account and print this document as many times as
they deem necessary.

EXAM REGISTRATION RECEIPT ﬂa“d‘dates willglick \
print to print the
document they will need

& Print 4 s
Alco e to bring to their
. General | Options ;
Examin | Doy} — g scheduled exam.
Select Printer | " .
o 25 KONICA MINOLTA C353 Series PCLESS s KONICA MINGLTA C353 € ‘ Candidates will not be
! FONICA MINOLTA £355 Senes PCL Test Admin JESYUNES Ecfo P A ‘ permitted to take the
. | <1 KONICA MINOLTA €353 Series PS ESS .54 5end To OneNote 2010 | | -
You must brin N exam if they do not
If you do not you will < . .
e e et bring this document

Status:  Ready [ Prirt to file .

Candidate: Location: Wlth them.
Comment: q
Page Range
@Al

Exam Time: frrotm —

Pages: 1
Location] Ofgpees B
Enter either a single page number or a single
page 1ange. For example, 512
[ pin ][ conce |
YOuT dve CONCEMEd 1o e IaT EXammansn Agreeiment.
Hote: This examination may not be rescheduled after 3 Jan 2011.

This completes the scheduling process. Candidates should read the
Admission Document, as it contains all pertinent information relating to their
scheduled exam.
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