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STEP BY STEP EXAMINATION BOOKING QUICK GUIDE

Step 1: Access to Student Portal Account

Log in to your student portal account. For ease of student portal access, visit
HRMPEB website www.hrmpeb.or.ke and click on the student portal icon. Register

an account if you do not have one.

7; | PEB Mwalimu Towers, 1st Floor, Hill Ln, Nairobi Mon - Fri 8:00am - 5:00pm Contact: 0799 016630 ‘ Student Portal '

Home AboutUs v  Programmes v  Student Resources v  NewsAnd Media v Certification Services v Opportunities v Contact Us
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http://www.hrmpeb.or.ke/

Step 2: Main Navigation Panel

On the Main Navigation Panel, click on Examination Booking (1)> Student booking
(2)> Examination Booking (3) to raise a booking.
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More info @

& Receipts
BB Registration < Examination Accounts Booked Examinations Exempted Examinations Deferred Papers Examinations Withdrawals Examinations Results

(& Applications for Exemption < Student Balance

BB Examination Booking 1 v

Deferred Papers

Registration No: |:  Student Name Examination ID Part Examination Fee Amount Status

No data available in table

Showing 0 to 0 of 0 entries Previous = Next

£22 Remarking Application

E82 Application for Certification <

(# withdrawal Applications

(& Deferment Applications 5 .

Copyright © 2024 HRMPEB. All rights reserved.

£22 Renewal

© Help & Enquiries

Note: Select drafts (4) option when editing/continuing with an existing incomplete
booking. Use My bookings (5) option when checking the progress of your booking
processing; and Student Timetable (6) to access your individual student
examination sitting Authority/Timetable. Timetable available only to students with
successfully processed bookings and with Nil balance.
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Step 3: Examination Account

You will be redirected to your examination account. Click on the green button
labelled +Book Examination

Welcome to Student Portal

This Portal enable a student to access services related to HRMPEB Examinations.

Examination Accounts

Search:

# |5 Registration No Registration Date Name Course Id Description

1 e 28/09/2023 q RCHRP CERTIFIED HUMAN RESOURCE PROFESSIONALS $5e0k Bamination '

Showing 1to 1 of 1 entries Previous Next
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Step 4: Examination Series and Mode of Study

You will be redirected to the main examination booking phase. Accordingly, select
examination series (1) > Mode of study (2) then click on Renew and Book (3).

Student Booking <Step Lof4>

Examination Booking

@ Dashboard

[za) Profile

Registration No:*

& Receipts
Examination Series:*

BB Registration : —select- 1 -

@ Applicatl r Exemption < Mode Of Study:*

B8 Examination Booking < Selegt- a N

e --Renewal, Reactivation and Accrued Balance Fee Status --
E2 Remarking Application

Renejval Amount:
2 Application for Certification <

& withdrawal Applications Refactivation Amount:

(# Deferment Applications
aral Accrued Balance: @

+22500

© Help & Enquiries

5 Renew and Book

Mode Of Study:*

--Select-- -

--Select--
Private

Institutional

Blend (Private & Institutional)

Note: Ensure you accordingly select the mode of study. If you are fully enrolled and
attending classes in one of the accredited training institutions, select Institutional.
If you are fully studying on your own, select Private. and if combing both private and
institutional based options, then pick Blend. If you select blend or Institutional, you
shall be required to identify your training institution from the dropdown before click
renew and book (3). The information provided here will be subject to
verification by the Board in collaboration with the training institutions.

Blend: A scenario whereby a student/candidate with two units (X and Y) decides to
study unit X on his/her own but enrols for class attendance lessons for unit Y at a
given training institution.
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Step 5: Paper Selection

Click on Reload Available Papers (1), followed by selecting the units you want to book
by checking the correct boxes (2) then Click Submit selected Papers then lastly click
Next (4).

cations for Exenr

222 Remarking Applicati

£ Ap or Certification <

(2 withdrawal Applicati

# Deferment Applications

£ Renewa

nption < Reload All Available Papers 1
L ]

88 Examination Booking

Paper Booking Quick Guidelines

© Kindly select the papers you wish to book. Then Proceed to press the submit button at the bottom of the screen.

© After successful submission you can move to the next page to continue with the process.

© In Case you would like to re-access all the available papers for booking. Press the reload papers at the top of the screen.
L]

Papers
' ‘ 1’

# Select Booking Paper Code Paper Description
1 O CHRPO4 Introduction to Financial Accounting
ons
2 O CHRP10 Management Information System
3 O CHRP11 Organizational Change and Development
4 (] CHRP13 Learning and Development
5 ()] CHRP18 Strategic Human Resource Management
6 ()] CHRP19 Counseling and Coaching
7 (] CHRP20 Entrepreneurship and Human Resource Consultancy
8 (] CHRP21 Human Resource Accounting
9 O CHRP22 Human Resource Research Project

Submit Selected Papers ?

Notes:

The system will populate/suggest all the non-exempted, non-examined and/or
examined but failed papers when you click on Reload all available papers.
Select the units following the unit progression rule otherwise you will
encounter a progression error.

If you encounter an error or when editing an existing incomplete booking, You
Must refresh the page by clicking the Reload all Available papers option.

iv.  The minimum number of units allowed per booking is 3 not unless one has less
than 3 remaining.

v.  The maximum number of units allowed is 6. Seven (7) units are only allowed if
the 7t Unit is the project (CHRP 22 or RCHRP 19 - for the old and revised
curriculum respectively).

vi. You cannot book units/papers whose examination is scheduled to be
administered at the same time.
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2,000.00

2,000.00

3,000.00

3,000.00

4,500.00

4,500.00

4,500.00

4,500.00

4,500.00

L
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Step 6: Examination Centre Selection

Click on Mode of examination drop down to select physical or online
examination option, followed by County>Examination Zone then Examination
Centre (1). Secondly, click on the blue button (2) to submit/complete center
selection then lastly click Next (3) to proceed to the next phase of the booking
process.

Examination center. (Please select the Examination centre that you would wish to take your examination from)

DashBoard / Examination centres

Mode Of Examination:

Physical v
County:
--select-- v

Examination Zone: 1
b ]

Examination centre:

Select Center 2 -
‘ Next !
—_— °

Notes

i.  If you select physical, accordingly identify the county and examination center
from which you plan to sit the examination from, from the drop-down menu
options.

ii.  Online examination Center option will attract an online examination
administration fee charge of Ksh. 10,000 per examination series.

6|Page

Enhancing HR Competency



Step 7: Declaration

Declare by checking the provided checkbox (1) then click on Proceed to
Invoice (2).

Declaration <Step 4 of &

Dashboard | Exam Booking

b hereby declare that | agree to abide by the Examination Rules and Regulations and Code of Conduct and Ethics for HRMPEB students.

l I agree with the Terms and Conditions.
L]

=g
! Ml Proceed to Invoice

Note: The examination rules and Regulations can be accessed on
www.hrmpeb.or.ke. A summary of the rules and regulations is provided for on
the individual examination sitting timetable/Authority to Sit for Exam/ Exam

card.
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Step 8: Invoice

This is the second last stage of the booking process. Download and save your
invoice by clicking on the download icon (D) or Print the invoice by clicking the
printer icon (P) then Proceed to Pay the amount by clicking the Proceed to
Payment icon

Invoice

Proceed to Payment

DashBoard Invoice

Box 23733 - 00100 Nairobi Kenya
fo@hrmpeb.or ke Website: hutps://hrmpeb.oe ke/

BOOKING INVOICE

Kindly take Note:

8|Page

Do not proceed to payment if you are not sure of the booking.
For example, if not sure of the number of units or any preceding

information provided. You are allowed to confirm or edit your booking
at this point before proceeding to pay.

A booking whose invoice has been paid and/or processed cannot be
edited/changed.

Students/candidates will only be allowed to defer or withdraw from a
paper once a booking invoice has been paid for and/or processed.
Applications for deferment or withdrawal will attract a
deferment/withdrawal fee of Ksh. 3,000.

The amount of booking fee will vary depending on the number of units
booked, mode of study and mode of examination.
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Step 9: Payment
A. Payment Instructions
Input phone number from which the payment is to be transacted from in the
space provided (1) and in the required format then click proceed to pay (2).

APPLICATION PAYMENT SECTION

PAYMENT INSTRUCTIONS PAYMENT DETAILS

1. Kindly enter you phone number and click on p ]
"Proceed to pay". ‘!' \ PEB

2. You will be redirected to PesaFlow page where you

will input required information to complete

transaction. BKO0STT
3. Make sure you have the gadget you intent to pay

with at this point. Payment Reference

+25470000000 l

Enter Phone Number

Application Amount Late Booking Fee (25%) Student Balance Curriculum Support
Material F

Ksh 14500 Ksh 0 Ksh 0 aieniaLres
Ksh 6000

Private Candidature Project Supervison Online Exam

Administration Fee(Online Fee(For Projects Only) Administration Fee(Online

Private Fee Onl Exams Onl

y) Kshid y)

Ksh 0 Ksh 0

Convenience Fee Total Amount

Ksh 50 Ksh 20550

2

Note:

The payment is done through the E-citizen payment gateway. You may
experience e-citizen portal related downtimes. Kindly bear with us.
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B: Selection of Payment Method and Completion of Payment

PAYMENT REF TOTAL BILL

QAEJBAL KES 38,050.00

Select Payment Mode

Mpesa Pesaflow Direct

Select your suitable
payment method/channel EQUITY BANK Stanbic Bank
from the provided list.

You will then be > Kenya Commercial Bank Co-operative Bank (KES)
redirected to payment
National Bank Absa Bank
Debit/Credit/Prepaid Card JamboPay
&M Bank
Pay Using M-PESA KES 38,050

1. Click here to receive M-PESA Menu
2. Enter your M-PESA PIN and click OK
3. You will receive a confirmation SMS from M-PESA
After you receive a successful reply from M-PESA, click the complete
Read the payment button below.
instructions then click on
Complete icon to make the

payment.

Or follow instructions below

1. Go to MPESA menu on your phone
Your booklng will be 2. Select Paybill option
complete once the payment 3. Enter Business Number 222222

is completed. 4. Enter Account Number QAEJBAL
5. Enter the amount 38050.00
6. Enter your MPESA PIN and Send
7. You will receive a confirmation SMS from MPESA
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