
Tip Sheet: Scheduling a Psychomotor Exam  

1. Log into NREMT.org and select the “Exam Coordinator” role. 

2. From your Exam Coordinator Dashboard, click to expand the “EXAMS” option. Select the option to 

“Request Exam.” 

 

 

 

 

 

 

 

 

 

 

 

 



3. START THE EXAMINATION WIZARD  
You will then be presented with the following screen, on which you may download the Advanced Level 

Exam Coordinator Manual. Be sure to read all information available on the screen. You may access the list of 

available NREMT Representatives from this screen by clicking “NREMT REPS.” 

Click “Start Examination Wizard” to begin scheduling your exam. 

 

 

 

 

 

 

 

 

 

https://content.nremt.org/static/documents/AdvancedLevelExaminationCoordinatorManual2017.pdf
https://content.nremt.org/static/documents/AdvancedLevelExaminationCoordinatorManual2017.pdf


 

4. EXAM LEVEL 

Select all examination levels that will be administered at the examination site. Then click “Next.” 

 

 

 

 

 

 

 

 

 



5. EXAM DETAILS 

On the Examination Details page, you will select your examination host from your preferred examination 

hosts, or you will choose another by clicking “Choose Another Examination Host.”  

If you are not able to find the host for your examination by clicking “Choose Another Examination Host,” 

please request a new examination host by clicking” Request New Host”. 

 

 

 

 

 

 

 



On the Examination Details page, you will also indicate the state of your examination and the representative 

you’ve selected. Remember to not select a representative unless you have already contacted them; this can 

cause your exam request to be delayed or declined. 

Lastly, you must indicate whether your examination will be open or closed. Then click “Next”. 

 

 

 

 

 

 



6. EXAMINATION LOGISTICS 
On the Logistics page, you will enter the location and the date and time of your examination.  

 

 



On the Logistics page, you will also indicate your maximum exam size (Only visible to NREMT) and any 

optional notes you wish to enter.  

 

NEW: You may now enter a website URL, which will be visible to exam candidates. You must also indicate 

if lunch is will be provided 

 

 
 

 

 

 

 

 

 

 

 



Lastly, on the Logistics page, you must enter all examination fees for all examination levels.  

Then click “Next”. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



7. PERSONNEL 
On the personnel page, you are required to indicate the physician medical director. You are also required to enter 

the names and contact information for the exam site coordinator and the reservation coordinator. 

 



8. VERIFICATION 
On the Verification Page, you will verify all information you’ve entered. You can go back and make any 

changes you feel necessary prior to submitting. Once you’ve verified that all information is correct, click 

“Submit.” (On the verification screen, you will see all information you’ve entered.) 

 

 



9. EXAM REQUEST SUBMITTED  
After you’ve successfully submitted your examination request, you will be presented with the screen 

below. You have the option to request another examination. 

 

 


