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1. Exam Registrations: The essentials 

In order to sit any of the PMI exams online, you would need to be a student member of 
the PMI. Our student membership year runs from 1 September to 31st August. Please 
note, you do not have to apply for a student membership separately as this would be 
added to your order while registering for the exam. 

 
As PMI has transitioned to an entirely online registration process, the following steps must be 
completed before submitting your application: 
 
 Ensure you have a PMI account. If you do not have one, or if you are new to the 

PMI, you will need to create an account first. (please click here for instructions). 
 If you wish to bill your company for the exam, please ensure the company’s details and address 

are set as the preferred billing address. Instructions for this are provided below*. 
 For company administrators: If your company has a designated contact 

responsible for booking learners on to PMI exams, they can complete the booking 
on your behalf, if they are registered as a company administrator in our database. 
This ensures the exam booking invoice are invoiced to the company for payment. 
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2. Your PMI Account 

 
2.1 New members 
If you are new to the PMI and have never registered any details with us prior, please 
follow these steps: 

1. Go to the PMI website and click on the “Member login tab” in the top right corner or follow this 
link 

 
 

 
 
 
 

 
 

2. Click on “create a new account” 
 

 
3. Fill in your details, making sure you do not leave any of the asterisked fields empty. 
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4. Once all fields are completed, click save. You have now successfully created your account 
and can now login to your MY PMI portal. 
 

 
     

If your organisation doesn’t appear on the drop-down menu as 
you type, please contact us as we will have to add your 
organisation to the portal. 
 
N.B – you can still register prior to PMI doing this step as we will 
link your account to your organisation once set up. 
 
Alternatively, you can link your organisation by logging back 
into your account once set up (My Membership>Information) 

If you create a username, this is what you will use to login to your
portal. If you leave it blank, then you’ll use your email address to 
login instead. 
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2.2 Existing members 
 

If you have previously completed an exam, qualification or attended an event with the 
PMI, it is likely that you already have an account with us. Please follow the steps outlined 
below, as attempting to create a new account will result in a duplicate account being 
created which is not ideal and could interfere with future event/ exam registrations. 

 

 
1. Go to the PMI website and click on the “Member login tab” or follow this link 
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2. If you know the username (email address) and password PMI holds for you, please 
log in to your account. If you forgot the password or need to reset your password 
select “Forgot password”. A password reset link will be emailed to your email 
address. Please be sure to check your junk/ spam folders too as sometimes the 
link can be sent there. 

      If you do not receive a reset password link after 24 hours, please contact us. 
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3. Once you have successfully reset your password and logged into your 
account, you should be able to see your personal profile page: 

 
 

 
2.3 Viewing/ Editing your details 
You can edit the information on your profile as often as required. You can store 
multiple addresses on the system and select a preferred address/ email you would 
like the PMI to use to contact you. You are also able to change your name, as well 
update your current employer and change your home/billing address as and 
when/if these details change. 

 

 
2.3.1 Updating/ Adding Addresses 

1. To add additional addresses, expand the Membership tab, then go to information and “+” 
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2. You will then be prompted to add your new address by either entering the 
postcode to search for it or entering it manually in the section below. In the field 
marked ‘Purpose’ you have the option to select whether it is a business, 
personal, home address etc. 

 
Once all details have been entered, click ‘Save & Close.’ The new address should appear. If it 
does not, you may need to refresh your browser. 

 
 
 
 
 

  *Please click on Preferred Billing address in case you want this address to appear on your PMI order transactions. 
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2.3.2 Name and Employer Changes 
 

 To update your name or organisation you need to select the pencil icon located to the top left-
hand side of the screen  

 

  
 
 

 You will then be able to update the necessary information and then click ‘Save & Close’ to 
register your changes. 
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PLEASE DO NOT ERASE A CONTACT. If you no longer require an account or feel that 
PMI may possibly be holding a duplicate account for you, please contact us, and we will 
rectify this for you. Once erased, it may not be possible to recover an account and all 
history associated with said account could potentially be lost. 

 

3. Registering for PMI Exams as a Learner  
 

Once your account has been set up, you are now ready to register on to PMI exams . 

This can be done via following the steps below once you have logged in to your PMI account : 

 

1) As an example, let’s pretend you would like to book on to the  Diploma in Pension 
Trusteeship (DPT) exam. You would visit the respective qualification webpage through the 
PMI website. 

 
Diploma in Pension Trusteeship – The Pensions Management Institute 
(https://www.pensions-pmi.org.uk/pmi-academy/qualifications/diploma-in-pension-
trusteeship/ 

2) When bookings open for the public PMI exams, you will be able to scroll down the 
respective webpage and locate the ‘APPLY’ button, which will typically be located on the 
top right hand side of the webpage and also underneath the ‘Cost’ section.  

                                                                     

 
 

 

 

 

 
 
 
 
 

 

 

 

 

 

Click on ‘APPLY’ 
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3) In order to sit the exam, you must read through the important information regarding the 
exam attached to the respective qualification webpage , below the useful resources 
section. Please see the example below for the Diploma in Pension Trusteeship 
qualification: 

 
4) Once you have clicked on ‘APPLY’ you can then click on the button, ‘Register Myself’. 

 

 
 

5) Once you see the exam has been added to your itinerary, you can proceed to checkout. 
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6) Once you are at checkout, please ensure that the exam and price is correct.  

 
 

 
As you can see from the screenshot above, the student membership fee has been added 
to your cart automatically. 

 

7) Once you are happy with the total you can either pay immediately by card or you can 
generate an invoice and pay via BACS. If you want to pay immediately by card, please click 
the option to pay by credit card and you can click on ‘Pay Now’. 
 

 
 

Alternatively, you can click on ‘Other Payment Options’ if you wish to generate an invoice 
to pay off later via BACS. You can enter a  Purchase Order (PO) number if relevant. If you 
do not have a PO number, you can simply enter, ‘N/A’ into that field. Once happy you can 
click on ‘Submit Order’. Your invoice will then be generated over the next 48/72 hours 
where it can be viewed/downloaded as a PDF and paid off to the PMI. Please note, we 
would not be able to add the purchase order (PO) once the invoice has been raised, 
therefore it is important that this information is added (if applicable) at the time of placing 
the order. 
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8) You will receive a booking confirmation via email confirming your exam booking, and you 
will also be able to login to your PMI profile which will state which exam(s) you have been 
booked onto successfully.  

 

4. Booking Learner/s on to PMI Exams as a Company Administrator 
                          

 You might be assigned as the company administrator of your organisation , which means the 
point of contact for the company, responsible for booking learners on to their respective PMI 
exams. 

 In case you are not a company administrator and would like to be set up as the admin, please 
contact the PMI qualification team.  

 Company admins will have access to the learner’s basic information required to book 
learners on to PMI exams but will not be able to see any qualification records for those 
associated learners. 

 

Once your account has been set up as administrator within the PMI database , you are now ready 
to register your employees on to PMI exams . 

This can be done via following the steps below once you have logged in to your PMI account : 

 

1) As an example, let’s presume you would like to book the learners from your organisation 
on to the  Diploma in Pension Trusteeship (DPT) exam , you would visit the respective 
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qualification webpage through the PMI website. 

 
Diploma in Pension Trusteeship – The Pensions Management Institute 
(https://www.pensions-pmi.org.uk/pmi-academy/qualifications/diploma-in-pension-
trusteeship/ 

2) When bookings open for any of the public PMI exams, you will be able to scroll down to 
the respective webpage and locate the ‘APPLY’ button, which will typically be located on 
the top right-hand side of the webpage and also underneath the ‘Cost’ section.  

                                                                     

 
 

 

 

 

 
 
 
 
 

 

 

 

 

3) In order to sit the exam, you must read through the important information regarding the 
exam attached to the respective qualification webpage, below the useful resources 
section. Please see the example below for the Diploma in Pension Trusteeship 
qualification: 

 

 

Click on ‘APPLY’ 
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4) Once you have clicked on ‘APPLY’ you can then click on the button, ‘Register Someone 
Else’. 
 

 
 

 

5) You will see the following window pop up which will enable you to access the record of the 
learner from the drop-down list: 
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 Please do not click on ‘Add a new account’ as this would create a duplicate account 
within our database which will not be linked to any user. 

 

 In case you are not able to find the name within the drop-down list, please inform PMI 
so that we can update the company details within the learner PMI profile.  

 

6) Once you have selected the learner from the drop-down list, you will be able to see the 
following page which will reflect that learner has been added to the booking cart as one of 
the ‘Registrants’ 

 
 

7) You can click on ‘Proceed to Checkout’ at this stage. In case you want to add another 
learner from your organisation to this exam,  please follow the steps explained in the 
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point 3 and 4 above. 

8) Once you see the exams and registrants have been added to your itinerary, you can 
proceed to checkout. 
 

 
 

9) Once you are at the checkout, please ensure that the exam(s) and price is correct.  

10) You will have the following payment option at the time of checkout: 
 

 
 
 
           10) Clicking in Credit/Debit card will take you the payment page to make the payment  
                  via card. 

11) Clicking on ‘Other Payment Options would bring the following window: 



 
 
 

Page 19 
 

 
             

   You can raise the invoice to either your name or select the name of the organisation to 
which the invoice should be raised on to through the drop down list. 

 
 
 

 In case your organisation uses the purchase order (PO) number, please mention the  
PO number within the box provided or leave this as N/A in case this is not applicable to you. 
Please note , we cannot add the purchase order (PO) number once the invoice has been 
issued. 

 
12) Once the above steps have been completed, please click on submit order. You, as 

company administrator, will see the booking confirmation on your screen as well as 
receive an automated confirmation, email . Example shown below: 
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13) The learner that has been booked on to the exam will also receive an email regarding 
their exam booking on the email address updated on their PMI profile. See example 
below: 

 
 

14) Learners will also be able to see the exam booking alert on their PMI profile >Home page: 

 
 

15) In case you are booking an exam with multiple units, the system would allow you to 
choose (add/delete) units as per what unit/s you would like to add to your cart. This can be 
done via the ‘remove’ option on the booking page. Please refer to the example below for the 
Certificate in Pensions Calculation exam: 
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15) Please reach out to the qualification team (pmiqualifications@pensions-pmi.org.uk) if you face 
any issues while booking learners on to the exam or you have any questions. 

 

5.Re-sit Exam Bookings  
                                 

 If you would like to apply for a re-sit of an exam, you can only pay the re-sit price, if you have taken the same 
exam within a year. For example, if you originally took CU1A in April 2024 and wished to re-sit CU1A in April 2025, 
this would be permitted as a re-sit. If you originally took CU1A in October 2023 and wished to re-sit CU1A in April 
2025, you would be required to pay for a full exam sitting. 
 
Re-sit exam booking can only be processed by Qualifications team internally. To complete the booking, we will 
need the following details: 

  
 Payer 
 Billing address 
 Purchase Order (PO) (if applicable) 

 
 
For re-sit exam booking, please send an email to PMI qualifications inbox pmiqualifications@pensions-
pmi.org.uk,as all re-sit exam bookings are managed internally. 
 
 

6.Finding Invoices/Transactions  
 

1) Invoices for any PMI transaction are usually available on the PMI account that has 
been used for placing the order after 72 hours of the transaction. To view invoices, 
click on the ‘My Finance’ tab and scroll down to the section that says ‘Open Invoices.’ 
This will show all invoices you currently have outstanding. Please note, we do not send 
invoices via email and this needs to be retrieved via your PMI account. 

Please click here to add/remove the exam units. 
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2) Should you wish to pay by debit/credit card, please select the invoice(s) in question and select 
‘Add to Cart.’ The item(s) will now be in your basket ready for payment. 

 

4.1.1 PDF Invoices 
1. To view downloadable PDF invoices, click on the ‘View Receipts and Invoices located 
to the right hand of the screen. 

 
 

 
5. You will then need to click on the PDF icon to download the invoice(s).  

 

            


