
How to Schedule your Students as a Training Program

*Note: This process is for those that have already paid for the test and are ready to schedule*

First, sign into your facilities TMU© account:

Click on Students- then select your candidate by clicking on the name:

Now that you are in your candidate’s file, click Test History:
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Click on Schedule:

Make your selection from the list, once the desired event is located, click on the blue button that says

SCHEDULE to confirm the appointment:

Click OK - Your student has been scheduled.

An exam notification will be sent to their credentials on file via email or SMS text (if enabled), or they can

check their NOTIFICATIONS (see next page) under their profile:
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Candidates can also check their NOTIFICATIONS in their TMU© account, within their profile, for

messages:

To schedule your next student, click on Students in the top toolbar and repeat the process

until all students are scheduled:
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