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Order Confirmation Email

You should have received a email, like the 

image displayed to the right, from 

customerservices@certiport.com. (Please 

check your spam folder if you haven’t.) 

The links on the email will expire in 30 days. If 

you require an extension, please reply to 

customerservices@certiport.com. 

The link in “Step 2” of the email will take you 

to www.certiport.com. From there, you will 

register yourself by creating a username and 

password to gain access to the VL portal. 

mailto:customerservices@certiport.com
mailto:customerservices@certiport.com
http://www.certiport.com/


Your VL Portal

After you have registered with Certiport, 

you will be taken to the VL portal. On the 

VL portal, you have the rights to assign 

the Certification Exam Site License(s) to 

the institution(s) you have designated.

1. If you prefer to delegate this 

responsibility to someone else, you 

may do so by clicking “Delegate”.

A. For instruction on delegating 

responsibility, go to slide 4.

2. To assign the Exam Site Licenses to 

your institutions, click “Select”.

A. For instructions on assigning 

Exam Site Licenses, go to slide 5.
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Delegating Responsibility

To delegate responsibility, the individual that you would 

like to delegate to will need to register at 

www.certiport.com.

After they have completed their registration, they will 

need to provide you with their Certiport username.

1. You would then log in to Certiport and click on the 

“Delegate” tab.

2. Click “Add User”.

3. Type in their Certiport username in the white box and 

click “Find”.

4. Their full name will appear below.  Then click 

“Delegate/Notify”.

http://www.certiport.com/


Assigning Certification Exam Site Licenses

1. Once a site is registered as a CATC, log in 

at Certiport. Within your VL Account Portal, 

click “Select”.

2. Click “Assign”.

3. Type in the organization’s Certiport ID and 

click “Find”.

4. The name of the institution will appear 

below the box.

5. Click “Assign/Notify”.

*Instructions on how to register your institution as a CATC can be found on slides 6 – 7.

Prior to assigning any Exam Site License(s), your institution(s) must be registered as a 

Certiport Authorized Testing Center (CATC) *. 
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Registering Your Institution 

▪ Go to www.certiport.com.

▪ Click on the “Educator resources” tab and click on “Get started as a test center”.

http://www.certiport.com/


Registering Your Institution

1. Register a CATC

2. Log in with your user account. If you have not 

previously registered a user account, see the Create 

a user account section.

3. Select your country and whether you are registering 

a Certiport Center or a Child Center. If you are 

unsure which type of center you should be 

registering, contact support or a Certiport Solution 

Partner.

4. Select your sector and verify accuracy by reading the 

definition on the right side of the screen.

5. Enter the organization name and other pertinent 

account information.

6. Accept the Certiport Center Agreement by typing 

your name at the bottom.

7. Click  Accept.

https://www.certiport.com/Portal/Pages/RegProgram.aspx
https://certiport.pearsonvue.com/Support/Support-for-CATCs
https://certiport.pearsonvue.com/Solution-providers


Certiport Authorized Testing Center Portal

Your site portal has now been created. Within the “Organization” field prior to your institution's 

name is the unique Certiport ID. You may now assign the Exam Site Licenses available in your VL 

portal.
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