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Pre-Requisite Requirements

The first step before filling out your application is making sure you understand the qualification requirements for the

program you are applying. The qualification requirements for all certification programs can be found at ICP

Certifications. Use the drop down menu to select the program you are interested in.

Qualification requirements for the API 571, API 577 and API 580 are below:

API 571, API 577 and API 580 Qualification Requirements

. Years of . .
Education . Experience Required
Experience

BS or higher in engineering or technology 1 year Any experience in the
petrochemical industry

2-year degree or certificate in engineering or technology 2 years Any experience in the
petrochemical industry

High school diploma or equivalent 3 years Any experience in the
petrochemical industry

No formal education 5 or more years Any experience in the
petrochemical industry

Required Documents

Once you have reviewed the qualification requirements and identified that you are eligible, please make sure to gather

the following documents in preparation for the application process:

1) Diploma: Copy of your diploma to prove your education level.

a.

Please note that College and Associate Degrees must be in a science based, technology oriented field in
order to count for the requirements (i.e: Engineering, Applied Sciences in Technologies such as Welding,
Material Sciences)

¢ Information Technology degrees do not count as Technical degrees
If you are unsure whether your degree counts as a Technology degree, please contact inspector@api.org

before submitting your application to check.

If your College or Associate Degree does not count, your qualification will be based upon the High
School education level and you will be expected to have the minimum employment history and
verifications necessary for that education level.

Applicants with a trade school background, will be considered on an individual basis for the relevancy of
the degree to the petrochemical industry to determine whether it should count as a Two-Year Degree or
High School Degree.
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e Helpful Tip: If you are selecting the Trade or Vocational School option during your application
submission, please make sure to add enough experience to qualify as if you had a High School
degree to avoid delays in your application processing.

e. Alldiplomas in a foreign language are expected to have an official/notarized translation uploaded at the
time of submission, otherwise we may not be able to use it to qualify your education level.
2) Employment Details:
a. Inorder to qualify, you will need to enter employment history information for at least the minimum
amount of years required for your program and education level.

e Helpful Tip: If you have more years, consider entering those as well to avoid delays in your

application processing.
b. For each employer, we will need to know:
1. Name of Company
2. Location
3. Time spent working there (Start Date to End Date)
4. Roles and Responsibilities
5. Type of activities performed under that employer

e Helpful Tip: Make sure to select the “Current Employer” checkbox next to the company you are

currently working for.
c. We only consider experience that has ocurred in the last 10 years, so please refrain from entering any
employment history that extends beyond that.
3) Employment Verifiers: Name and business e-mail addresses for a Manager/ Human Resource Representative
that can verify your employment experience for each company.

e Helpful Tip: You cannot provide a reference for yourself. If you are self-employed, clients may be
used as references.

a. Public domain emails (gmail, hotmail, etc.) are not accepted by the system. If you encounter an issue
with this, please email inspector@api.org with an explanation of your situation.
b. Please be aware that a determination of your qualifications is based upon the experience that is verified

by your employer.

¢. Anyincorrect information in the employment qualifications area may lead to a delay or even a denial of
your application.

4) Payment details:

a. ACH, Check/Money Order and Bank Wire payments will require a proof of payment to be uploaded into
the system in electronic format (such as a pdf) before the application is submitted.

b. ICP does not allow the use of debit cards.
Please note: Applications will not be processed until payment is received.

For any information regarding the documentation requirements, please contact inspector@api.org.

e Helpful Tip: When contacting the inspector box, please make sure to reference you API ID for
easy account look-up.
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Start Application

ACCOUNT CERTIFICATIONS APPLICATIONS PERSON PROFILE EDUCATION HISTORY EMPLOYMENT HISTORY NOTIFICATIONS

L1 |CP Portal User - 71412 o Create New Application

Alerts

Mo Alerts to display

D Applications
Mo Application Available

A Certifications

Mo Certification available

APIHome | Terms and Conditions

| Privacy

o From the User Dashboard, click “Create New Application.” You will be directed to the New Application Overview
page.

ACCOUNT CERTIFICATIONS APPLICATIONS PERSON PROFILE EDUCATION HISTORY EMPLOYMENT HISTORY NOTIFICATIONS

L1 ICP Portal User - 71412 Create New Application

Alerts

Mo Alerts to display

D Applications
Program Type Exam Date Status Date Submitted

— New — New — ° Edit Delete

A Certifications

Mo Certification available

1t 2017 - American Petroleum Institute, all right: ved. APl Home | Terms and Conditions | Privacy

° If you have already started an application and have saved it for later, you can return to it by clicking on the
“Edit” button next to the corresponding application. The Edit and Delete button are only available before you
have submitted an application.

Please note: Once an application is submitted, it cannot be modified.
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New Application Process Overview

i)

Home Person Profile  Program [ Exam
Selection

Legal Education / Employment Employment Terms and Invoice / Finished
Agresment Training History References Conditions Payment

Welcome!

Click Start Application button and follow the directions. At any time in the application process you may click “Save for Later” button te save your work. Alternately, clicking next will
save the previous screen

We recommend that you take a few minutes before proceeding to read the user guide for the program you are applying for. Click the appropriate link below:
510. 653 and 570 applicants.

1169 applicants. - coming soon!

580, 571, and 577 applicants. - coming soon!

SIEE applicants. - coming socn!

TES applicants. - coming soon!

936, SIFE, SIRE applicants. - coming socn!

Auditor Program applicants. - coming soon!

Performance Demonstration applicants. - coming soon!

If you are not sure what program you are interested in applying for, please visit the ICP website for a complete list and description of all programs

Note: Have the following handy to help complete the application process: a copy of diplomas to prove education; names and business e-mails for employment verifiers; and your
payment details. Documents should be available in an electronic format (such as a pdf file)

Start Application

This page will display useful information and important documents you will need. When you are ready, click
“Start Application” and begin the application process.
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Person Profile

Person Profile Return to Account
Home Person Profile  Program / Exam Review Legal Education / Employment  Emplayment Terms and Invoice / Finished
Selection Qualifications Agreement Training History References Conditions Payment
Note

Please take a moment to review or update your personal information.

Note: The mailing address is where the hard copy of your certificate and wallet card will be mailed upon passing the exam. Make sure that is the
correct address.

If your name is misspelled or you had a legal name change, please contact ICP customer service desk to make any changes at 1-202-682-8064.

When complete select next at the bottom of the screen.

Contact Information

Wiss ICP Portal User

Display Name (Name should match your government issued ID. Contact ICP team at APIID

202-682-8064 or inspector@api.org to request a change.) 71412

ICP Portal User

Title Birthday * Primary Language
B8

Primary Phone * Type *

[l

Alternate Phone Type
Secondary Email Address CC Email Address
Addresses

Business Address

Country * Company Name *
Select a country. E| o Please select a country first.
Address Line 1 * Address Line 2
City / Locality * State/Province Postal Code

Home Address

Country * Address Line 1 * Address Line 2
Selecta country. Eo
City / Locality * State/Province Postal Code

APl Inspector Directory

How would you like to appear in the API Inspector Directory when you receive certification? *

@ Limited Listing - Includes Name and Gertification Number only
© Full Listing - Includes Name, Contact Information, and Certification Number

Back Next

You will be asked to review or verify your Person Profile information. Here you can update your Contact
Information, Mailing Address and your API Directory listing. You can make any edits directly on the page and it
will update the Person Profile section on your account.

If the information is up-to-date, click “Next” to be taken to the Program Selection page.
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Program/Exam Selection

8
o
4
Home | PersonProfie  Program /Exam| Review Legal Eduaton/  Employmen:  Employmemt  Termsand  Invaice, Fiished
Selecton | Qualifcations | Agreement | Training History Referen Conditions | Payment
Instructions
Select the Certification program on the left and then select the exam method on the right before selecting date, location and language for your exam
Computer Based exams only have one location option - Any Prometric Testing Center. If your application is approved, an exam authorization letter will be sent with instructions on how to schedule your exam with Prometric

Special Sites: If your location is part of an approved special site it will be available in the drop down menu under locations. Exams will be administered via paper-and-pencil only. If you need assistance with this feature, please contact our Exam
Coordinator at ICPExamcoordinator@api.org

Note: Computer based exams with an open book portion will have codebooks presented onscreen in English regardless of the language of the exam.

When done, select "Next" at the bottom of the screen
Certification Programs

1. Please select the desired Certification Program below 2. Select your exam preferences below

Basic Certifications
Exam Method - * ® Computer Based Exam (7]

O Special Site Exam Q
) API 510 Pressure Vessel Inspector

. Date - * Select
> API 570 Piping Inspector A
Location : * Select
) API 653 Aboveground Storage Tank Inspector
Language : * SEEE

= API SIEE Source Inspector - Electrical Equipment

If your preferred language is not listed, please contact our Exam
Coordinator at 202-682-8329 or at ICPExamcoordinator@api.org.

' API SIFE Source Inspector - Fixed Equipment ) )
For the policy regarding language requests please see here.

> API SIRE Source Inspector - Rotating Equipment

API 1169 Pipeline Construction Inspector

Quality Auditor Certifications

API QUSEPA Qualification of UT Examiners (Crack Sizing)

Back Save For Later Next

Select a Certification Program from the menu in the left column.

After selecting a program, you must select an Exam Method from the menu on the right.

Computer Based Exam — Most exams will be administered at Prometric exam centers. There are over 500 locations available
around the world. Once approved, the applicant will receive an Exam Authorization Letter from APl with further instructions
to schedule the exact date and time.

Special Site Exams — Special sites are set up in locations where computer centers are not available. In these cases, API has
worked with a designated Group Coordinator to set up a site. If the location has been approved, it will be available in the
Location drop-down menu.

Next, select a Date, Location and Language for your exam. CBT exams will only have the option for Any
Prometric Testing Center.

After verifying all data selected is correct click “Next.”

During the application process, the Next button will appear white until all required fields on the page have been filled in.
After completing required fields, the button will become yellow, allowing you to proceed to the next step of the application
process.

8|Page



Review Qualifications

@ 8

Persan Profle  Pr

Instructions Edit

Applicants must meat

d on a combination of formal education and length of experience befare an application can be appraved. If the program you have selected has qualification requirements, please sea Requirements table 1o the nght

Please review the agreement below and type

Review Qualifications 571 Education / Employment Requirements
Make sure you salisfy one of he following education/employment requirements
Application Requirements
Enucation Min.  Otner Requirements

Avoid delays or denial of your application. Please read carefully

name, as it appears, at the battom. This wil act as your legal signature and acceptance of the terms

srochemical industn
Applying for 836, SIFE or SIRE? There are no requirements at this time. Please sign al the bottom of the page and press “Next

Applying for 510, 570, 653, 571, 577, or 5807 Please lollow the instructions below

1. Look at the Requirements table to the right
2 Find your Education level

strochemical ndustn
« College and 2 Year Degrees will only be considered if they are in Engineering and/or Applied Technical Sciences. If your degree does not

meet these crileria, please use the High School requirements
« If you are not sure, contact inspector@api.org.

3 Find tha Minimum Yaars ramiirad for that Frinestion | aval

Please enter your full name as displayed below to verify that you have reviewed the qualifications.
ICP Portal User *

Back Print Accept °

The Review Qualifications page provides a condensed table with the selected program requirements for
applicants to double check the experience required depending on their education level. The system will not
allow you to continue in the Employment History and Employment Reference pages if you do not document at
least the minimum requirements based on the education level selected.

Please make sure to read the “Other Requirements” column carefully. The system might allow you to apply, but your
application may still be found unqualified if you do not have the right type of education required or if you do not fulfill any
other requirement denoted in that space.

All applicants are required to sign the Review Qualifications page in order to proceed. Please read the
instructions carefully and type your name in the text box provided under your name. This will act as your
electronic signature that you have understood and accepted the terms.

After signing all required fields click “Accept.”
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Legal Agreement

@ 8308y

Woe  PersonPrie Pogam/Ecm Eocamon/ | Emploment  Empbyment  Temsand Wwoce Frisheq
‘Selecton Guﬂ‘wm lu:mmm Tramng istory Reterences Condmons. Payment

Instructions

Applicant

Please review the agreement bolow and type your name. as it appears. at the bottom. T

must meet minimum requirements based on a combination of formal education and length of experience before an appiication can be approved If the program you have selected has qualification requirements, please see Requirements table to the right

Edit
his vall act as your legal signature and acceptance of the terms
Inspector Agreement
This Agreementis between the American Pelroleum instute (hereinater “APT’), 3 corporation of e District of Columbia, having an office at 1220 L Sireet, NW. Washington, D.C. 20005, and e Appéicant (he ‘InspectorExaminer’, once certited),
Wnereas, API's Ingwidual Certification Programs (1CP) cerll Inspeciors, Examiners and other fechnical personnel that meet he guidelines and requirements specied in the program
Wnereas. Appicant desire ertcation under the APYICP program
Jow erefore, in consideraton of the mutual covenants hereinalter stated, e paes agree as follows
1 Agplcant agrees 1o compywih ll o e ragrampolcies andfequeemens. ABpcant agrses and understands st AP shal e e ol Judge f whethe he Applcant s e approae qualfcatons o become ceifidremain cerbedort b racerfed
2 AP1 agr raluate the applicant's qualifications fo deterr the Apph fies the requirements of the vk\e. int ‘.P program. Apj inderstands and agrees that (1) API will not issue an ICP certificate to the plicant unless AP1 determines that an Applicant mq Il of the requirements and Applicant has
submiftied the appiicable fees and documentation within the specified ime frame, and (2) API shall be e sole judg her the Appl e appropriate quaiMicatons to become cerlied, remain cerliied, of be recertied
3. The Applicant agrees notto make any e conceming the Applicant's certs Tt Applactaroes ot perorm ay e, bl o el 85 2 s 1 ki ary iarproomattonrlaig b he KCP pogeam
4 The Applicant agrees 1o pay Me applicath comply wih ail of he program requirements and subml any Supplémental Iformabon or documents deemed necessary by AP o verlly an appicant’s qualt
erials by the Applicant wil resultin the Applicant being certfied under the progra
5. Applicant warrants and represents to ail information that is beins

n3. Applicant underst
g submitied pursu

110 this application is.

nds and agrees Mat API does Not represent or wamant Mat e suDMISSion of the fees and
omplete and accurate. Applicant understands that AP is relying upon the accuracy of this information in evaluating the Applicant's qu Tt agrees 10 indemnity APY for any claims, losses. of damages

e or ding information.

6 The Applicant understands and agrees thal the Indivicuai Certification Programs are designed 1 users in identiying Inspectors/Examines fisfied the minimum qualifications specified in the applicable industry and API programs’ policies and thal AP does not warrant o guarantee the
‘competency of any InspectorExaminer certiied under these programs. Once certiied. the InspectorlExaminer agrees not fo mislead customers or the public aboutthe scope and purpose of these certdication programs.

7. The InspectorExaminer authorizes APk o information o reguiatory agencies, current of potential employers. or ofher interested parties concerning the InspectorExaminer's cerbication stalus. API agrees 10 take feasonable measure:
waard o o anded e ety of aty ka1 teland 80 3 4oty ot Wy Sabily NN i vieda of i gt

8 Examiner undarstands and aor the InspectorExaminer's cerification will not ba ren

9

o ensure that any infor

and agrees tat APl may modity the requirements for an m:pmm(.m et
in the deadiine specified by APL. AP agrees o aftempt (v
ectorExamner 10 not

mation that s released is accurale. However, AP does not

9 unless the InspectorExaminer saisfies 3l ofthe program requirements for renewal and submits the appropriate recertfican application and tenewal fee to AP within the time fram
n w
il readtivdtta ol

pilly of the Ins

pecified by APL
S fequirements are modifed, A shalldelemine the Gse by which e new requiremsris become €. InspectorExaminer agrees to comply with
1o1the progeam by either ghing natice. s last known & o1 (2) by postng
API of their e-mail 30cress changes. The fallure vl Inspector/Examiner of  renewal date of Modiicabon of e program ot rleve e nspeclorExaminetofhe responsioily o
500 ofthe er 1o obtain this ation by contacting AP or by check: AP| website for updates
10,130 action or proceeding is brought by AP1to enforce, profect of estab

e changes on the AP website. 1 s the

«m,:enmm application or 1o comply with new cerification requirements
any right of remedy with respect 1o mis

s Agreement of with r
y AP1 for any losses of damages resulting from the breach of the terms of this Agreement by the InspeciorExaminer
inspectorExaminer agrees and undes

pectto e sudject matter of s Agreement API sh:

nable atlomey’s fees and
an InspectonExaminer's certfica
violated any terms or condfions of this Agreement or any ICP policies of requirement

Ind costs prowded thal itis the prevailing party InspectorExaminer agrees 10

jon If AP determines that the InspectorExaminer has: (1) made material error
rminate the program at any 8me and for any reason deemed app

in any o
priate by API. Upon

cuments sub ga1ds 10 any oter applic:
rmination, with or without cause, of any rig?

. of (2
s or authority conferred by this Agreement o upon expiratonAermination of the

Please enter your full name as displayed below to accept the legal agreement.
ICP Portal User *

I T T

All applicants are required to sign a Legal Agreement in order to proceed. Please read the agreement carefully
and type your name in the text box provided under your name. After signing, click “Accept

If a foreign language was selected to take the exam, a foreign language waiver will also present on this screen. The
Applicant will be required to sign the waiver before proceeding to the next page
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Education/Training

@ R A8 Y E

Home Person Profile | Program / Exam Review Legal Education / Employment Employment Terms and Irvoice / Finished
Selection Qualifications Agreement Training History References Conditions Payment

Instructions

Education section: Enter information for any schooling completed. If you have no formal education, check the box labeled
"No formal education” to bypass this section.

Formal education includes: High School/GED, Trade/\ocational School, Associates Degree, or College/University
Certifications section: Enter any relevant certifications received.
Notes on Uploaded Documents:

For some programs, length of qualifying experience is dependent upon your level of education, and you are required to upload
your diplomas/transcripts or certifications as proof of completion. For diplomas in another language upload an
officially translated version. Please check requirements for your specific program at www.api.org/icp, under Step 1 Programs.

For our Auditors Certification Programs only, any undergraduate degree will be considered.

TES applicants must have High School diploma or GED equivalent to qualify, and documentation must be uploaded.

Education

Indicate all levels of education achieved. Click “Add Education” to begin.
Note: API only gives credit for engineering or technology degrees.

[E1 Wo formal education?

Add Education

Certifications/Training

Please list any cerificationsftraining you've achieved

Add Cergification

Back Next °

° On this page, you will fill out your Education/Training History. Formal education includes: High School/GED,
Trade/Vocational School, Associates Degree or College/University.

If you have no formal education, click the check-box labeled “No formal education?” and skip ahead to Step 17.

@ If you have formal education to add, click “Add Education.”

If you have filled in Education/Training from the Education History Tab, it will pre-populate here to be verified.
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Add Education

All fields are required.
o Degree / Diploma Select
Area of Academic Study
School or Institution
Country | select a country
State/Province

City

After clicking “Add Education,” a window will pop up on the screen, prompting you to fill in all the fields for
education and to upload diplomas or transcripts.

If you have previously submitted copies of diplomas or transcripts for other programs, ICP should have them on file, but if
you have them readily available please upload them to your account here.

Any diplomas or transcripts in a foreign language should be officially translated to English before being uploaded.

After all required information has been entered, click “Save.” This information will be saved in the system and
pre-populated for any subsequent applications. Repeat this step to enter another educational achievement.

Education

Indicate all levels of education achieved. Click “Add Education™ to begin.
Note: API only gives credit for engineering or technology degrees.

Mo formal education?

ot

Certifications/Training
Please list any certificationsitraining you've achieved
T

Q To enter certifications, click “Add Certification.” If you have no certifications to add, click “Next” and skip ahead
to Step 20.
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Add Certification/Training

All fields are required.

Cerification/Training Select Izl 0

® =«

After clicking “Add Certification,” a window will pop up on the screen, prompting you to select from a drop-
down list. Once you select a record to add to your application, fill in all required fields associated with that
record and click “Save.” Repeat if necessary.

0 After you have finished entering all education and certifications click “Next.”
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Employment History

@ R A8 Y E®

Home Person Profile | Program / Exam Review Legal Education / Employment Employment Terms and Invoice / Finished
Selection Qualifications | Agreement Training History References Conditions Payment

Instructions

Start with your most current employer and work back in chronological order. Enter dates of employment. If you have a current employer,
please check the button to indicate which entry that applies to. Enter your current job title and a description of your responsibilities. Be sure to
specify all the skills and experience you obtained at each employer and fill in appropriate dates for that employer only. Do not enter cumulative
experience in one employer.

If you are updating employment history, please click on the button to add employer, make sure you mark the record as "current employer” and
then go to the previous employer to add the appropriate end date. Do not overwrite previous employment history as this may create
errors for previous employment verifications.

Please Mote: If your company is recognized as a member company, any discount will be applied on the invoice page. If there are
discrepancies, please contact ICP customer service at 202-682-8064 before you submit the application.

When finished click next.

Employment History e

New Entry (—To —) @

Employer Details Remove Employer
Employer * Date Of Employment *
(2] i [«] verr [=] o wm [+] verr [+] [T Current Employer
Country * State / Province * City / Locality *
selecta country Bo
Phone Job Title *

Description of Responsibilities *

Current Employment Details

Please select the option that currently describes your Organization Type * Industry *
employment status *

@ Consulting / Construction @ Chemical
DFulltime employee of an inspection agency / other company

Olndividual Contractor CPetroleum
©Fulltime employer of an owner / user

©Oinspection Company ©serving Al Industries
Dindependent contractor

©owner/ User Dother

Experience

Specify minimum of one skill per employer *

If you have experience in Construction / Fabrication / Repair of Pressure Vessels, please specify the dates below

Experience From To
Fitter or helper MM |Z| YEAR |Z| M E| YEAR E|
Mechanical craftsman / Journeyman MM |Z| YEAR |Z| MM E| YEAR E|
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Complete the “New Entry” form starting with your most recent or current employer and work backward in
chronological order. Fields marked with an asterisk (*) are required.

As you enter the company name in the “Employer” field, a list of known companies will be presented from our database. If
you see your company listed, select it from the list. Otherwise, continue to enter your company name until complete.

If you have submitted employment information through the Employment History tab or in a previous application online, it
will pre-populate in this area.

If you have a current employer, please click the “Current Employer” button for the appropriate entry.
If the “Current Employer” button is checked, complete the Current Employment Details section.

Specify all the applied skills and experience you obtained at each employer by filling in appropriate dates for
that employer only. DO NOT enter cumulative experience in one employer.

Example: If you worked at your company January 2010 to Current, you will select “Jan” for the month and “2010” for the
year in the “From” column and select the current month and year in the “To” column.

COMMON MISTAKE — When filling out the Experience section be sure to match the “From” date to what you
entered for the “Date of Employment” in the Employer Details section. If you select dates outside your Date of
Employment for an employer, you will receive an error message indicating you must select dates within your
employment date rage.

From To
APR E| 2000 E| JAN 2017 Skill date range must be within @

employment date range

New Entry (— To —) @
e e Add Employer
Back Save For Later Next

When you are satisfied that all information you have entered for an employer is correct, click “Save For Later” to

save your entry.

If you have entered incomplete information for an employer when you click “Save for Later,” you will receive a validation
error message. The data you have entered will be saved in any case, along with the errors, if you choose to exit.

To add another employer, click “Add Employer.”

You will notice that there are two buttons labeled Add Employer, one at the top and one at the bottom of the page. Both
buttons have the same functionality. The bottom one will expand as you add employers so you don’t have to scroll back to
the top to find the button. You should only click one of these buttons to add an employer. Do not click this to save the
information after your first employer was entered. Use the Save for Later button at the bottom of the page if you would like
save your information.

15| Page



©

S

&

COMMON MISTAKE — If you click on both “Add Employer” buttons or double-click on one, it will open up
multiple blank forms to enter employment information. These extra employment records will appear collapsed.
If you do not have any more employment history to add, click on the (+) sign next to the blank entry to expand
the record.

When the blank entry is expanded, click “Remove Employer” to delete the entry.

Repeat Steps 19 through 23 for each new entry. When you have added all employment history information click
“Next” to proceed.

Helpful Tip: To update employment history, click “Add Employer,” mark the new entry as the “Current Employer,” and then
return to the previous employer entry to add the appropriate end date. DO NOT overwrite previous employment history if
you have submitted another application before, as this will cause errors for previously verified information.

COMMON ERROR — After clicking “Next,” you might get a pop-up that says “Validation Errors.” Read the
directions in it carefully. It means that you have not entered enough employment experience in order to meet
the minimum qualification requirements for the program you are applying to and the level of education you
selected.

[PUEse SUrSiir 421 arEotEiN ISAFY WENASR PAPRE SO S SLLTTELETNIELEN HUL RSEANIE FERLTENLAIAA,

Validation Errors @ £

{ 1
You have entered 'High School / GED' as your

M .
education level, you need to enter at least 3 year(s) )
of employment history. The 2 year({s) of experience
. wou entered is less than the minimum requirement. You h
L

will not be able to proceed with the application until
you have met the minimum requirement.

Please press the OK button to return to the previous

screen and update your inputs.
Q -~
s

.

Select “OK” and you will be returned to the Employment History section. You will not be able to proceed until
you add enough Education and/or Employment History to meet the requirements. If you do not have any more
Education or Employment History to add, you most likely do not qualify for the program you are applying for and
the system will not allow you to submit an application.
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Alert e
Do you currently work for 3 member company?

fes Mo

e O

e After successfully filling out your employment history, you might get an Alert and be asked whether your
company is a Member Company.

If you are not sure if your company qualifies as a Member Company, please check the list of APl Member Companies.

If you are a full time employee of a Member Company, you are entitled to the API Member Fee. Please click
“Yes” to continue. You will receive another alert that says the following:

®  Alert -

This company is not recognized, please check
the spelling or contact ICP Customer Service

at 202-582-8064 or by email at
© -
A

inspector@api.org to verify.
&

@ The system is set up to recognize Member Companies that it can verify as being a Member. The validation
process sometimes does not work, depending on the way that the Member Company name was written. Please
contact ICP Program Support at inspector@api.org to receive some assistance inputting the correct Member
Company name as is required by the system.

Click “OK” and you will be taken back to the Employment History page.

@ If you are not a full time employee of a Member Company, please select “No” and proceed to the Employment
Verifications section.
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Employment Verifications

L2 N By E =

Home Person Profile | Program / Exam Review Legal Education/  Employmem ~ Employmenmt  Terms and Invoice / Finished
Selection Qualifications Agreement Training History References Conditions Payment

Instructions Edit

Your employment and skills will be verified to assess your qualifications for an APl exam. Each supervisor you wish to use requires the name, email and
phone number to be specified; if a company manager/HR representative is also required, an additional space will be provided. We expect supervisors to
confirm your experience with the company and, if needed, the second individual to confirm your dates of employment. Please remember that for API
510/570/653/571/577/580/1169, years of experience required depend upon your level of education. To review qualification requirements for each ICP
program, visit http:/fwww.api.org/ICPprograms.

If we can't verify your employment, you may not qualify to sit for the exam_ Please make sure all information is accurate

When finished click next.

Collapse All
American Petroleum Institute (Jan-2012 To Current)
Management or HR Rep's Name * e Management or HR Rep's Email * Management or HR Rep's Phone *

API 571, 577 and 580 require employment verifications from a Management/HR Representative. On this page,
you must provide a Management/HR Representative’s Name, Company Email and Phone Number.

The email address field will only accept corporate/business domain email addresses. Applicants will not be able to continue
if a public domain email address is used. Example: Yahoo, Gmail, etc. will not be accepted.

Managers/Human Resource Representatives will be receiving an email with a link to verify the length of time and job title.

@ Once all fields are entered click “Next.”

Employers will have the ability to verify your experience as applicable to any/all certification programs. Employment
verification will be valid for a period of two years if you are applying for another certification program, or recertifying within
that period. This will minimize the employer’s need to fill out forms. However, if the Employer neglects to verify experience in
any other skill areas, they will be asked again to verify employment on the next application submission.
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@
@

Validation Errors @ i

You have entered 'High School / GED' as your

education level, you must enter the contact

information for employment verifiers for at least 3 0
year(s). The contact information you entered was for

1 year(s) which is less than the minimum reguirement.
“ou will not be able to proceed with the application

until you hawve met the minimum requirement.

Please press the OK button to return to the previous

screen and update your inputs.
Q -
s

i

COMMON ERROR — After clicking “Next,” you might get a pop-up that says “Validation Errors.” Read the
directions in it carefully. It means that you have not entered enough employment verifiers in order to meet the
minimum qualification requirements for the program you are applying to and the level of education you

selected.

Select “OK” and you will be returned to the Employment Verification section. You will not be able to proceed
until you add enough verifiers to meet the requirements.

to cover those 3 years of employment.

For Example: If you have a High School degree, you will need to record 3 years of employment history and enough verifiers
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Terms and Conditions

LN BYE&mEE

Home Person Profile | Program / Exam Review Legal Education / Employment =~ Employment Terms and Invoice / Finished
Selection Qualifications | Agreement Training History References Conditions Payment

Instructions

Please review the terms and conditions then sign your name in the space provided. This will act as your legal acceptance to API's policies and
show that you have read and understood the terms

Terms and Conditions
ApplicantinspectoriExaminer understands and agrees that the following additional terms and conditions are incorporated into their cerification agreement with API:

« Each new application is valid for a period of 12 months from the date of the first examination date requested by the applicant. After the 12-month period the application will expire,
regardless of the number of exams scheduled or taken. Ifthe applicant does not obtain a certification within this period of time and still wishes to obtain the cerification, they must
start the application process again, including re-submission of a full fee and a new application.

« If APl receives an exam cancellation and refund request prior to the exam application deadline, an applicant is enfitied to a refund of the application fee, minus a processing fee of
5100

« IF APl receives an exam cancellation and refund request after the exam application deadline but before the exam window, an applicant is entitied to a 50% refund of the application fee.

= All requests for refunds must be submitted in writing by mail, e-mail or by fax to APl no later than 3 months from the date payment was received by APl and prior to the exam window.

« Requests for refunds received after this period, after an applicant has scheduled their exam appointment or after the examination date cannot be fulfilled.

= Fornormal processing, recerification applications must be submitted prior to the current certification’s expiration date. API 510/570/653 programs require an online quiz every &
years. APl UT programs require a full retest every & years.

= API'will extend the certification term for a grace period of three (3) months after the expiration date. Inspectors/Examiners will remain authorized during that period of time. For
recertification applications submitted within this grace period a Iate fee will be required.

* Inspector/Examiners who do not apply for recertification within three months after the current certification expiration date will be decertified. Obtaining the certification again will
require passing a full exam.

» Circumstances such as heavy work schedule or work in other countries do not relieve the inspector/examiner of the responsibility to file a timely renewal application

» The Applicantinspector/Examiner understands and agrees that APl will not disclose or return the contents of a failed exam to any applicant

» The Applicantinspector’Examiner understands and agrees that APl will utilize regular mail service to send a paper certificate and wallet card to each certified individual. However API
is not responsible for non-delivery of said documentation to the applicant's address

s The Inspector/Examiner agrees to comply strictly with all U.S. export laws relating to this pregram. The Inspector/Examiner warrants that he is not located in, or under the control of, or
anational or resident of any embargoed countries.

Please enter your full name as displayed elow to accept Terms and Conditions.

ICP Portal User *

Back Print; Accept

All applicants will be required to sign the Terms and Conditions. Please read these carefully. Type your name in
the text box provided under your name.

Click “Print” if you want to print a copy for your records. When you have finished signing, click “Accept” to
proceed to the next section.
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Invoice/Payment

Sl By E e RN

Home Person Profile | Program / Exam Review Legal Education 7 Employment Employment Terms and Inwoice / Finished
Selection Qualifications ~ Agreement Training History References Conditions Payment

Instructions Edit
Please verify the billing info for your order. If you need a copy sent by e-mail to a third party, include the email in the space for Additional Email for
Receipt. You may print a copy of the invoice by selecting the print option at the bottom of the page

When ready, make a selection for desired payment option and enter the appropriate information requested

MNote: Application i1s not submitted until you enter valid payment options and hit submit.

Always reference the invoice number and applicants name on any payments. For check or wire, please have the appropriate documentation handy to
upload. Checks should be physically mailed to AP at the address on your invoice.

Billing Contact Payment Information
First Name * Middle Name Last Name * Invoice Number ICP 142869
ICP Portal User

Invoice Date 2-Feb-2018
Additional Email for Receipt Order Number — Update
Country * Company Name Payment Method * © ACH

United States |Z| @  American Petroleum Insitute - Bank Wire
2 Check / Money Order
D Credit Card
Address Line 1 * Address Line 2 ©  Group
1220 L Street NW
City / Locality * State / Province * Amount $350.00
Washington Ks [-] Upload scanned / digital image of the ACH, Check / Money Order, Wire etc.
Unload file
Bill
Product Code Description Amount
ICP571 ICP 571 Certification License for Supplemental Inspection 17-August-2018 $350.00
Grand Total $350.00
* Prices are subjectto change.
Back Save Print Invoice Submit

In order to submit the application, an applicant must submit a payment or the application will remain as
incomplete in the applicant’s Account. Payments are accepted in five forms: ACH, Bank Wire, Check/Money
Order, Credit Card, or Group Payments.

Please make sure to mention your Invoice number when you are paying via an ACH, Bank Wire or Check/Money Order since
it is the only way we can match that payment to your account.

Enter payment information and upload the necessary documentation, then click “Submit.”

Helpful Tip: If you do not upload the corresponding wire/ACH receipt, etc. we may not be able to identify your payment in a
timely manner. We will not be able to review your application until payment has been identified and posted.

If you are having a Third Party submit payment, you may print the invoice before submitting. You may also change the
Billing information to reflect the Third Party’s information. Once you have payment information, you must remember to
return to the Invoice/Payment page and enter this information. Then click “Submit.”
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Submit Application

LN BYEmRMN= A

Home Person Profile ~ Program / Exam Review Legal Education / Employment Employment Terms and Inwvoice / Finished
Selection Qualifications | Agreement Training History References Conditions Payment

Instructions

Thank you for submitting an application with the Individual Certification Programsl
Once payment has posted the application will be reviewed. We will not process applications that do not have full payment.

Paying by Check/Money order: Please remember to physically mail the payment to APl. Reference your name and/or invoice number so that we can
match the payment to your application.

Scheduling the Exam for Computer based testing: Once your application is approved you will receive an Exam Authorization email from API, with
instructions on how to schedule your exam with Prometric. For the body of knowledge or publications needed in preparing for the exam you should view
the relevant ICP program at www api.org/icpprograms.

For more information on what to expect on exam day, please visit www.api.org/icp, and select button 3 {(Schedule Exams)on the nght to find out more
about scheduling your test and what to expect on exam day.

Please note: If you submitted any employment verification you, as well as individuals identified to verify your employment, will receive periodic reminders
until this process has been completed. You will also receive a notice if the application has been found to have any deficiencies.

Billing Contact Payment Information
First Name Middle Name Last Name Invoice Number ICP 142869
ICP Partal User
Invoice Date 2-Feb-2018
Additional Email for Receipt Order Number 924860
Country Company Name
United States American Patroleum Institute Payment Method ACH
. Bank Name Bank
Address Line 1 Address Line 2
1220 L Street Remitter Name Remitter
City / Locality State / Province Amount $350.00
Washington KS
Postal Code File
20005 ACH Payment.png
Bill
Product Code Description Amount
ICP571 ICP 571 Certification License for Supplemental Inspection 17-August-2018 $350.00
Grand Total $350.00
* Prices are subject to change
Print Invoice Print Confirmation

Once the application is submitted, you will be directed to the Invoice/Payment Confirmation page. You can print
your invoice or confirmation by clicking “Print Invoice” or “Print Confirmation.”

Click “Return to Account” and you will be directed back to the User Dashboard where you will see the
application that you just submitted in the application queue.
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Application Statuses

ACCOUNT  CERTIFICATIONS APPLICATIONS PERSON PROFILE EDUCATION HISTORY EMPLOYMENT HISTORY NOTIFICATIONS

L1 |CP Portal User - 71412 Create New Application

Alerts

No Alerts to display

Q Applications

Program Type Exam Date Status o Date Submitted
[Program] New — Submitted 28-Dec-2017

a Certifications

No Certification available

There are multiple ways for applicants to check the status of their application. The easiest one is by looking
under the Status column in the Application line. Below are all of the possible statuses and what they mean:

Submitted — The application was successfully submitted but payment has not been posted yet. Credit Cards
generally take 24 hours to process. ACH, Bank Wires and Checks/Money orders take 10 to 15 days to be applied
depending on when the payment was sent. Make sure the ICP invoice number is included for easy identification
and posting to the invoice.

Pending Verification — Your application and payment were successfully submitted but we are waiting on your
employment verifiers to submit their verifications. Your application might remain in this status until all of the
references in your application are submitted.

Ready for Review — Your application and payment was successfully submitted, and all of your employment
verifications have come in. Our Program Support staff will shortly review it and process it.
Note: Applications are reviewed by upcoming exam window, on a first come-first served basis.

Scheduled — Your application was found fully qualified. You will an Exam Authorization email with instructions
on how to schedule your exam. Once you have taken your exam and passed it, you will be certified.

Scheduled-Deficient — We believe that you have enough experience to qualify but we have not yet received
important information that can allow us to fully qualify you. You may take your exam while your application is in
this status, but until we receive the necessary information we will not be able to certify you, even if you pass the
exam.

Unqualified — Unfortunately, your application has been found unqualified. If you think you have more
information that might qualify you, you have 30 days to submit it to our Program Support staff at
inspector@api.org.

Cancelled - Your application has been cancelled and is no longer valid.

No Cert — Your application has expired. Applications are valid for a period of 12 months from the date of the first
examination date requested by the applicant. Please familiarize yourself with the policies section of the ICP
website to ensure that you understand the application guidelines.
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