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Instructions for completing the NZPIA online exam & application process for Certificates, 
Endorsements and Ratings.   

Step 1: Candidate to buy exams 

Candidate to login to the NZPIA website (register first if 
necessary), and click on Buy an Online Exam.  

  

Select a category. 

 

Choose an exam from the list and click View. 

 

Then Add to cart.  

 

Go back to the Categories menu by clicking continue 
shopping, and repeat the above process until all desired 
exams are in the cart.  

Then click on Check Out. 
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Step 2: Candidate to take the exams 

Once paid for, the exams will appear in the candidate’s 
Exams Pending page. 

  

Select Sit this exam. 

NOTE: a person authorized by the NZPIA to validate that 
exam must be present 

 

 

The Authorised Person (AP) is to enter their details and 
click verify. 

The Authorised Person is to supervise as the candidate 
goes through the exam, ensuring the integrity of the exam. 

The Authorised Person must enter their details and click 
verify when prompted. 

  

Once complete, the candidate will get their results immediately. 

If a passing grade is achieved, the candidate may then apply for the document. 

 

Step 3: Candidate to apply for the document 

For Certificates and Endorsements (e.g. CPC), an online 
application can be submitted immediately after the exam 
by clicking the big green “APPLY NOW” link.  

Note: The Authorised Person must enter their details and 
click verify when prompted 

 

For Tandem, Instructional and DZSO ratings, no online 
application exists, so a paper application must be 
downloaded from http://www.nzpia.co.nz/all_docs (only 
logged in members can access these).  

  

The candidate and the Authorised Person are to complete 
and sign the application. 

The candidate is to send the application to the NZPIA for 
processing, along with any supporting documents. 

The NZPIA aims to process all certificates and ratings within 
one week of receiving a complete application. 

 

 

Details of the pre-requisites, privileges, responsibilities and limitations of all certificates, endorsements and ratings are listed in the 
NZPIA Documents, Standards and Procedures Manual, which can be found on the NZPIA website: www.nzpia.co.nz 
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