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EXAM WRITING PROCESS

Student:
arranges exam writing:
Location, date, time with the EWL
Site / Institute (SEC network)

EWL = Exam Writing Location
SEC = Southeast College

Student:

Saskatchewan Building Officials Association Inc.

Registers and pays for Exam
ACBOA Website; SBOA Portal

y

SEC:
Provides proctor code (sent

Student:
Writes exam at EWL;

Enters User Code / |

from Captus in previous ‘CC’ of
registration email) to EWL.

Invigilator enters
Proctor Code

CERTIFICATION APPLICATION PROCESS

Student:

As part of their application for
SBOA Certification Designation,
requests transcript of marks
from SEC (fee TBD and separate
transaction with SEC)

Student:

Completes SBOA Cert Application
form, submits with Transcript of
Marks, all other required
documented info, and payment;
Applications sent to SBOA office
and forwarded to Certification Chair

Captus:
1. Payment receipt is sent to
Student immediately (email).

2. Sends student registration
email INCLUDING USER
CODE, typically a few days
before the exam.

3. ‘CC’ SEC on the registration

email INCLUDING PROCTOR
CODE.

Captus:
Exam results are immediate;
email sent to user and SEC /
SEC is permanent record holder

SBOA Cert Committee:
Applications are
reviewed; status /
designation determined

A 4

Student is notified of Certification
results; Certificate issued for
‘Certified’ or ‘BCQ’ status.
Applications, results, and status
records are permanently held at
SBOA office (Exec Director)

-



