CICM online booking information
If you plan to sit an online exam in March 2019 for Credit Management, Business Law,
Business Environment, or Taking Control of Goods, please read on for information on how
to book your online examination:
The booking window for the CICM online examinations, in partnership with Pearson VUE,
will be opening on 11 February 2019. You will be able to book your online exam either
via the CICM’s website www.cicm.com or by telephone on +44 (0)161 855 7328.
The fee for all UK CICM online exams in 2019 is £101. Non-UK centres assessments fee is
£111.
You may already have received an email from Pearson VUE confirming your login details.
This email will be entitled ‘candidate profile change’. If you do not receive your login
details by 11 February 2018, please contact Pearson VUE directly on T:+44 (0)161
8557328.
These login details will enable you to go online via www.cicm.com as below:
A link will appear on this page on 11 February 2019.

How to book an online examination
Follow the links to the online assessment booking
The first page of the Pearson VUE booking will look like this:

Click into sign in
If you have forgotten your login details you can request a reminder through the links
above. Alternatively if you need to, you can contact the Pearson VUE Customer Services
team as shown above:

If this is the first time you have logged into the Pearson Vue booking system, you will be
asked to change your password and add two answers to security questions of your choice.
Keep these details safe and secure for use in the future.
You will then come to the Pearson VUE CICM home page as below.

This confirms what exams you have been authorised to sit through Pearson Vue. If the
exam you wish to sit is not listed, please contact the Awarding Body on T: +44 (0)1780
727272 so we can investigate this for you.

To schedule your online exam through the Pearson VUE web site click into the exam you
wish to take.

Then click on schedule this exam
If you do not wish to book your examination online, you can ring Pearson VUE
directly on T: +44 (0)161 855 7328 to organise your exam over the phone if you
have your CICM candidate number and credit or debit card details.

The following screen will then appear which identifies the five closest centres to the main
address CICM have on their records for you.

Select the most convenient centre and then click next.
This then brings up a calendar page showing the next dates available for your exam:

You need to click on the convenient day that you wish to take your exam. Please note,
days that are available will be highlighted, whilst days that are not available, will be struck
through. This will then identify the times available for your exam on the day chosen:

Choose the most convenient time and this will then bring up a screen which confirms,
the exam, centre, date and time and amount due. You then click on ‘proceed to check
out’ at the bottom of the screen:

This brings you to a screen that reminds you that your ID must match the name that you
booked your exam:

You have the option to edit at this point, if not then click next.
The next screen asks you to read and accept the CICM policies with regard to your
exam. Please read these carefully as it confirms what ID the Pearson Vue centre will
accept and CICM’s policy on cancellation:

Tick the box that confirms you have read and agreed to these policies and then click on
next.

You are then asked to complete the payment page:

Click on next to proceed to checkout which confirms again your exam, appointment date
and time and centre.

Finally, once you click on next, you receive a receipt which you can print off for your
records. Again, it reminds you of the Pearson Vue/CICM policies that you need to be aware
of with regard to your exam.

Once you have booked the exam, you will receive an email from Pearson VUE confirming
again the details of the exam, testing centre, and explaining the document you will need
to take with you to the centre.
Candidates are advised to actively monitor their personal and business emails,
for appointment confirmations and changes to exam bookings throughout the
booking window period.

Example email:

Candidate name
This email contains important information about the exam(s) you booked, the location and the rules. Please
ensure these details are correct. If any information is not correct, please contact Pearson VUE immediately.

Appointment Details
Order Number: 0021-3442-0722
Exam:

6TCG Taking Control of Goods - English-UK - (ENG)

Candidate:
xxxxx
Candidate ID:
xxxxx
Registration ID:
xxxxx
Date:
01 September 2015
Time: *
11:30 AM
Appointment Length: 60 Minutes
* Time shown is test centre local time.
Test Centre Location (Directions shown below)
Pearson Professional Centres-UK Peterborough
Pearson Professional Centre
First Floor, East Wing
Stuart House, St Johns Street
Peterborough
PE1 5DD
United Kingdom
0800 093 4520

Admission Policy
We ask that you arrive at the test centre 15 minutes before your scheduled appointment time. This will give you
adequate time to complete the necessary sign-in procedures. Failure to arrive on time may result in you being
unable to test and your test fee will not be refundable.
ICM candidates are required to present two forms of identification; one primary and one secondary.
Primary ID must be current, valid (i.e. not expired), and contain your name exactly as registered, photograph and
signature:







A valid/ current passport of any country
A government issued photo driving licence (full or provisional)
Military ID
Signed University/ College/ Learning Provider ID
Employee ID

Secondary ID must contain your signature:





Any ID from the primary list
Credit / Debit or ATM card
NUS Card

Please check that your first name and last name (listed at the top of this communication) match exactly with the
identification documents that you intend to present on the day of your test. If the details do not match, please
contact ICM at least 2 weeks prior to your exam to have this amended.
You will not be admitted to test and will lose your fee if you fail to present the correct identification.
No personal items may be taken into the testing room. This includes all bags, books not authorised by the
sponsor, notes, phones, pagers, watches and wallets.
Reschedule Policy
If you wish to reschedule your exam or change your appointment to a different test centre venue, you must
contact Pearson VUE or log in online (http://www.pearsonvue.com/cicm/) at least two business days prior to
your appointment. Rescheduling an appointment with less than two full business days’ notice is subject to a
forfeit of your exam fee. Exam fees are not refundable for no-shows.
Cancellation Policy
If you wish to cancel your exam, you must contact Pearson VUE or log in online
(http://www.pearsonvue.com/cicm/) at least two business days prior to your exam appointment. Cancelling
an exam with less than 2 clear working days’ notice is subject to a forfeit of your exam fee. Exam fees are not
refundable for no-shows.
However, consideration may be made for exceptional circumstances. If this is the case, you will need to
explain your circumstances in writing to the CICM Awarding Body Co-ordinator. Please send your letter with
supporting evidence to The Water Mill, Station Road, South Luffenham, Oakham, England LE15 8NB.
Additional Information
To contact Pearson VUE during the registration or booking process please telephone +44 (0) 161 855 7328 or
PVUKICMcustomersupport@pearson.com. Our goal is to make your testing experience a pleasant one.
Please feel free to contact the CICM with your comments or questions. T: +44 (0)1780 727272 or E:
awardingbody@cicm.com.
Use of candidate data
Please note that the personal information you have supplied to CICM will be used by the Chief Executive of Skills
Funding to issue you with a Unique Learner Number (ULN) and to create your Personal Learning Record.
Further details of how your information is processed and shared can be found at http://bit.ly/bmHWNp

Pearson VUE will not be held responsible for expenses incurred beyond the cost of the exam, including but not
limited to travel expense and lost wages on the day of the exam.
Pearson VUE's goal is to make your exam experience a pleasant one. We want to thank you for selecting
Pearson VUE as your exam service provider, and we look forward to serving you again. Please feel free to
contact us with your comments or questions. Our contact information can be found on our website:
www.pearsonvue.com/contact.
Sincerely,
Pearson VUE

Directions to Test Centre
Pearson Professional Centres-UK Peterborough - Peterborough
From Queensgate centre turn right into Westgate, continue onto Midgate and follow straight ahead on City road.
Pass the Passport office, turning left at St John's St and Stuart House is situated on the left. Please follow the signs
for the East Wing entrance. The test centre is on the first floor. Please note that waiting areas are for candidates
only and we cannot accommodate visitors unless by prior arrangement
Privacy Policy
Our records indicate that you have voluntarily given personal information to Pearson VUE so that we can book
your exam and forward the results to the exam sponsor for certification or licensure. In order to protect that data
and your privacy, we have established and abide by data protection measures that are compliant with all
requirements for "Safe Harbour" designation by the U.S. Department of Commerce. Safe Harbour standards
meet or exceed all requirements of the European Union Data Protection Directive and member country
requirements. To read the full text of our privacy statement, please visit our Web site www.pearsonvue.com or
contact the Pearson VUE call centre in your area.

If you have any queries regarding booking your online examination, please do
not hesitate to contact Pearson VUE on T: +44 (0)161 855 7328. They will be
pleased to help.

Frequently Asked Questions
What happens if I need to cancel or amend my booking?
You need to contact Pearson VUE customer services, T: +44 (0)161 855 7328, no
less than 48 working hours or two business days before your online exam.
Will I lose my fee due to cancellation?
Not unless you give less than 48 hours (two working days) notice.
Extension of exam delivery times
Candidates will be able to sit any of our online exams on Mon – Thurs inclusive in the exam
week, except for Taking Control of Goods which is available on the first Tuesday of each
month, not including January, June and October. Taking Control of Goods is available on
any day of the exam week in our standard exam events, January, June and October.
We hope that this will provide more flexibility and convenience for our candidates. It is
always recommended to book your exam as soon as you can as popular centres fill up
quickly.
Immediate feedback for CICM online results
Online exams results will be available from the test centre administrator immediately
after your examinations. The result report will detail your overall percentage mark, grade
(Fail, Level 2 pass or Level 3 pass) and the proportion of items you answered correctly for
each part of the syllabus. You will receive written notification and a certificate as usual two
months later at the same time as results for any assignments or written exams.
We hope that knowledge of a ‘pass’ means that you can move more confidently onto the
next unit or alternatively that you find the report a helpful guide for further study if you
have to prepare for a retake. You need Level 3 passes in credit management, business
environment business law and accounting principles if you would like to progress to the
CICM Level 5 Diploma in Credit Management.
If you do not pass your exam, you will not be able to book a re-sit during the same exam
week and therefore will need to book again for the following exam event i.e., January to
June, June to October and October to January. Candidates who fail Taking Control of
Goods will be able to re-sit their exams in the next month but need to book their re-sit as
quickly as possible as availability at centres will be limited. We cannot provide re-sit
opportunities for our standard examinations at any other time but January, June and
October.
Issues at exam centres
If you have any cause to complain about any aspect relating to your examination, you
should submit your views, in writing or by email, to the Awarding Body Co-ordinator at
the Water Mill, Station Road, South Luffenham, Oakham, Rutland, LE15 8NB or E:
awardingbody@cicm.com within seven working days of the examination.
Also, if a test centre becomes unavailable on the day of your exam, Pearson Vue customer
service will do their best to re-schedule your exam to another centre during the exam
week, or offer you the choice of deferring your exam free of charge to the next exam
series.

Please note, however, that it is Pearson Vue policy that, should you decide to go ahead and
sit your re-scheduled exam and not to defer your exam to the next series, no further
compensation or adjustments to results can be made.
Use of candidate data
Please note that some of the information you supply will be used by the Education
Skills Funding Agency to fulfil its statutory functions, issue and/or verify your Unique
Learner Number (ULN) and update and/or check your own Personal Learning Record.
Further details of how your information is processed and shared can be found at
http://goo.gl/6bnYfS
What will I need when I arrive at the e-test centre?
Security is tight, and we ask that you arrive at the centre 15 minutes before your
scheduled appointment. You must have two forms of identification: The primary
document must contain your photograph and signature, i.e. current, valid passport, or
photo driving licence. The secondary document must contain either your photograph or
signature, i.e. credit card or student card.
Please note Pearson Vue will not accept an expired passport as ID.
The personal data you have provided on your membership form will be used only for the
administration of the Institute’s examinations, and will be passed to your education
provider and examination centre solely for this purpose. We will not share your details with
any third party outside of Europe unless these have been provided as part of your
registration details or consent has been given. Where personal information is processed and
retained by a service provider in the United States, we have appropriate agreements in
place which include a requirement that the organisation utilises appropriate data security
safeguards and maintains its certification under the EU-US Privacy Shield Framework.
The results of assessments are:

Held within the Institute’s computer system in perpetuity

Kept on your personal file

With your permission notified to your education provider

Published in Credit Management where success in an examination leads to the
completion of a CICM Diploma in Credit Management

In the case of prize-winners, notified to the organisation which offers the relevant
CICM prize or award and published in Credit Management

Verified to recruitment agencies, employers and prospective employers where
appropriate.

Uploaded to the Personal Learning Record database on request.
If you have any other queries, please do not hesitate to contact Pearson Vue on
T : + 4 4 ( 0)161 855 7328 or the Awarding Body of the Chartered
Institute of Credit Management on T: +44 (0)1780 727272

