
Administering Adobe Certified 
Associate Exams



Open Internet Explorer

To begin:
Open your internet browser.
In the address line type in 
www.certiport.com, then 
click on go.

http://www.certiport.com/


Step 1: Select “Login”



Step 2: Enter your 
Username and Password, 
then click on “Login”



Step 3:
In the drop down menu,  
change roles to 
“Organization Administrator”



Step 4:
Select “Create Shortcut to 
Launch Online Exams”



Step 5:
Select a Testing Center from 

the drop-down
Change the “Default 

language”, if desired.
Select “Generate Link”



Step 6:
Left mouse click and hold on 
the “Certiport Online Exams”
link and drag the shortcut to 
the desktop.



Step 7:
Accept the move or copy.



Step 8:
Online shortcut has been 
created.
Close the internet 
browser.



Step 9:
Launch “Certiport Online 
Exams” shortcut



Step 10:
Enter your Username 

and Password
Select “Adobe Certified 

Associate” from the 
Program drop-down

Click “Login”

* For new user click on the 
“Register” link to the 
right and complete the 
following screens.



Step 11: 
The first time taking an 
Adobe exam a contract 
must be signed.  
To continue select “OK” to 
provide additional 
information.



Step 12: 
Open the agreement by 
selecting “Adobe Non-
Disclosure Agreement”



Step 13: 
To accept the agreement 
click “Yes, I accept”



Step 14: 
To complete the 
Sponsor Registration, 
Select “Next”



Step 15: 
Select the desired exam to 
take from the drop-down.



Step 16: Inventory 
If electronic inventory for 

the center is available 
click “Next” to continue.

If a voucher code is being 
used Select “Yes” for “Do 
you have a voucher for 
this exam?”

Enter the voucher in the 
“Enter a new voucher:”
field.

Select “Next” to continue.



Step 17: 
Validate the information on 
the screen is correct then,
Enter “Proctor Username:”
Enter “Proctor Password:”
Select “Start Exam”

Proctors must be associated to 
selected center.  Please view 
the PDF of “Organization 
Administrator Functions” for 
more information
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