Fire Service Training Bureau

How to Make Changes to an Existing Exam Registration

Certification exam registrations cannot be canceled from your Acadis Portal account. If you need to
cancel or withdraw from your exam registration, email fstb-acadis@dps.state.ia.us. If you need to
change an existing exam registration to a different exam site, follow the steps below.

1. Navigate to “My Profile” and scroll to the bottom of the page. Current enrollment

requests can be found in the “Upcoming, Ongoing & Unconfirmed” section.
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Current enrollment requests can also be found by selecting “Training and Events.” Then,

“Enrollment Requests.” To change your existing registration to a different exam site,
select “Request Enrollment.”
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2. This page contains all available training the FSTB currently has to offer for Field
Programs, Special Programs, and Certification testing events. Navigate to “Filters.”
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3. Filter by “Program Category.” Select “Certification.”

Filters

Available training will be limited to events matching all of the criteria provided below. Past and
unpublished training is never displayed.
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] More than 1 Year

Cancel | Clear All Filters
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4. Find the new date and location you wish to test at, then select “Register.”
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5. To change your existing registration, click and hold the orange arrow, then drag the
new exam registration over the previous one to prioritize the new exam site.
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Training Pending Approval inactive.

Lesson Plans Click "Continue Registration” to request enrollment in addition to other classes" , or drag below to prioritize the class" as an alternative to other classes® .
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6. You will now see that the new enrollment request is prioritized, and the previous
submission is struck through and marked as invalid. Then, select “Continue
Registration.”
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7. Complete the prerequisites of the registration form for the new exam site.
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CANCELED. If you need to cancel or withdraw your exam

registration, for any reason, email fstb-acadis@dps state.ia.us (NO
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reviewed the certification guidelines stated in the FSTB
Certification Procedure Guide and agree to abide by those
guidelines. | also acknowledge that all information on this
registration is accurate.

Continue Registration



mathews
Line

mathews
Rectangle

mathews
Oval

mathews
Line


Fire Service Training Bureau

8. Once you have completed the registration form, select “Submit Request.” Under
“Registration Preferences,” you will see the new exam registration you have
selected.
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9. Review your current enrollment requests and verify the information. Once you have
successfully submitted a new exam registration, the previous submission will
appear as inactive, and the new registration will remain pending until it has been
processed.
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