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INSTALLATION MANUAL Microsoft Certificering (Exam) 

 
Attention: Before buying, please check if the exam you want to take has the option of scheduling the 
exam with Pearson VUE, otherwise you will not be able to use the voucher code. You can find a list of 
all exams here. 
 
 
Step 1: Order the voucher code for the Microsoft Certification on SURFspot. Within minutes, you will 
receive a number of emails regarding your order. You will also receive an email with instructions. You 
can find your order overview in your account under “Orders”. This is also where you can find your 
voucher code. 
 

 
 
Step 2: In your order overview, click on “Log In”. You will now be redirected to the Microsoft Learn 
homepage. At the top right of your screen, click on “Sign In”. 
 

 
Step 3: Sign in with your (personal) email address, then click on “Next”. 
 

 
 

https://learn.microsoft.com/nl-nl/credentials/browse/?credential_types=certification
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Step 4: Check if you’re logged in with the right email address and click on “Next”.  
 

 
 
Step 5: If you would like to receive news and updates from Microsoft Learn, then enter the required 
fields and click on “Save”. If you do want to opt out, click on “Skip”.  

 
 
Step 6: You will now see an overview of your profile. You can add more information if you want. Once 
the required fields have been filled, click on “Back to Learn”.  
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Step 7: Scroll down until you get to the “Microsoft Certifications” heading. Next, click on “Browse 
Certifications”. 

 
Step 8: You will now see an overview of all certificates. Click on the certificate you want to get.  
 

 
 
Step 9: You will now be redirected to the information page of the selected certificate. Scroll down and 
under “Schedule through Pearson Vue” on “Schedule exam”. 
 

 
 
 
 
 
 



 
   
 

 

  
5 

  

INSTALLATION MANUAL Microsoft Certificering (Exam) 

 
Step 10: Sign in with your Microsoft account and click on “Next”. 
 

 
 
Step 11: Enter the required fields and click on “Save”.  
 

 
 
Step 12: Check if the name you entered at the previous step matches the name on your method of 
identification. This will be checked before participating in the exam. If the names match, click on 
“Accept”.  
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Step 13: You will now see an overview of the data you entered. Click on “Next”. 
 

 
 
Step 14: In the next screen you can check if you’re eligible for a discount. You can skip this screen. 
Click on “Next”. 
 

 
 
Step 15: You will now see an overview of the exam you can plan. Click on “Schedule with Pearson 
VUE”. 
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Step 16: Choose if you’d like to take the exam in person or online. Select “In person at a test center” 
of “Online with OnVUE”. 
 

 
 
Step 17: In the next screen you can see the instructions for taking part in the exam. Read through 
these instructions carefully and click on “Next”.  
 

 
 
Step 18: Choose your preferred language for the exam and click on “Next”. 
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Step 19: Read through the additional information carefully and check “Yes” at every box. Then, click 
on“Next”.  
 

 
 
Step 20: Read through the exam policies and click on “Agree”. 
 

 
 
Step 21: Choose the language you’d like the proctor to speak and click on “Next”. 
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Step 22: Check if the right timezone has been selected. Then, click on “Yes, that’s right!”. 
 

 
 
Step 23: Choose the date you’d like to take the exam. 
 

 
 
Step 24: Now choose the time you’d like to take the exam. Once the right time has been selected, 
click on “Book this appointment”. 
 

 
 
Step 25: Check the overview of your exam and click on “Proceed to Checkout”. 
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Step 26: Click on “Add Voucher or Promo Code”. Enter the code you received with your order and 
click on “Apply”. 

  
 
Step 27: The amount due will now come to €0,-. Click on “Next”.  
 

 
 
Step 28: Your exam is now planned. Good luck! 
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