CFE Exam Application Step-by-Step Instructions

This guide includes the step-by-step process to complete the 2 part online exam application. Part 1, includes
instructions to complete your online CFE Exam application. Part 2, includes instructions to access and submit
your supporting documentation to the Certification Portal.

Part 1: Complete the online application form.

1. Visit ACFE.com/CFEExamApplication S S

2. Click on the Apply Online Now link:

3. Sign in using your ACFE.com email address and password:

4. Click the “Click here to apply” link:

Frzzmm

Click the link below to apply:

5. Complete all entries on page 1 (Qualifications and Demographics) of the application:

A. Birthplace- Enter the city, state or country you were

born in.

B. Experience- Enter the number of years worked in
each fraud related category

C. Qualification Score-

Years of Professional Fraud Related Experience: Enter
the total number of years worked in a fraud related field

If you have less than 2 years of fraud related work
experience, enter the approximate date when you will
reach 2 years

€It txam Application

Qualifications and Demographics

Demographics
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Completed Bachelor’s Degree?: Choose Yes or No from

the dropdown menu

If you do not currently hold a Bachelor’s Degree, enter
the number of years of education you currently hold

(Maximum 4 years)

Master’s Degree: Enter how many Masters Degrees you

currently hold (1, 2, etc)

Ph.D, J.D or equivalent: Enter the total number obtained

(1, 2, etc)

Eualiﬁu!iom Score Quantity S

a

which you

x x
se * wy ¥
Total Score: [

==

Professional Certifications/Designations: Use the drop down menu to choose certifications/designations you
currently hold. If your certification/designation is not on the list please contact reviewcourse@acfe.com

D. Click “Next” to go to page 2 of the application

6. Complete all entries on page 2 (Qualifications
Continued) of the exam application:

A. Enter the approximate number of cases of
suspected fraud you have investigated

B. Qualification Questions: Select Yes or No
from the drop down menu

C. Character Questions: Select Yes or No from
the drop down menu (Please note: more
information may be required)

D. Select “Next” once complete

CFE Exam Application Page 2

Qualifications Continued

ce in computer related fraud?

qualified as

an expert wit

victed of a felony or misdemeanor involving moral turpitude, including convictions

been discharged from employment for dishonesty

a member’

spected fraud have you investigated or uncovered? Approximate number required. Please

audit or security programs designed to detect or uncover fraud

r written articles and/or books in a fraud-related field?

ss in accounting or fraud matters by a judicial authority?

criminal acts, or moral turpitude?

7. Check the box certifying you have completed a true and accurate application. The check box indicates an

electronic signature which is as valid as an original handwritten signature. Click “Next” once complete.

CPE Exam Application Page 3

Signature Statement
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8. Save your CFE Exam application and confirm the fee (Note: The total will be $0.00)

You MUST select the Green Save button to complete and save your application.

CFE Exam Application Page 4

Confirm CFE Exam Application

Product: CFE Exam Application Fee

Price: $0.00

To complete and save your CFE Exam application select the save button.

—[ |

9. Part 1 of the application is complete. Click on “Certification Portal” to upload your supporting documents
required for completion of your application.

Confirmation

Confirmation - Part 1 Complete

You have completed Part 1 of the CFE Exam application. Complete Part 2 of
the CFE Exam application by visiting ACFE.com/CertificationPortal to upload
your supporting documentation.

Supporting documentation includes:

- Details of your work experience

- Documentation of your education

- Recent photograph

- Three professional recommendations
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Part 2: Complete the Certification Portal to include documentation that supports your CFE Exam
Application. To access the portal visit www.ACFE.com/CertificationPortal.

*Experience: This section is to provide the details on your fraud related work experience. Click the

green “Add” button to add your experience details.

45 * Please describe
the fraud-related
responsibllities in
this position:

Dutles Percentages.

Auditing:

Forensic Accounting:

Teaching or Research af
University on Fraud-Related
Matters:

Fraud Investigation:

Fraud-Related Internal % Other:
Controls:

Loss Prevention: % Other (specify):

Total

Percentage:

On the next screen:
A. Enter the company name
B. Enter the title of your occupation at the company you entered above
C. Enter the hire date and end date of the company you entered (mm/dd/yyyy)
D. If you are currently working in this position click on the check box

E. Enter a description of your fraud related duties. Please include anything you want our Certification
Department to review to determine your eligibility

F. Add the percentage of time in you spend in each fraud related category.
G. If other, enter the percent, then explain in the “Other (specify) box

H. Select Save

Repeat Experience steps for all fraud-related positions you have held.
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*Education: This section is to provide your highest level of education earned. Click the green “Add”
button to add your education details and documentation.

1. Prequalify and Purchase CFE Exam

s Field of Stuay
— E
* Degree Eamed at this o eqTee Tame ”
Fulf by uploading the proper
basic requirements 10 0.00

e
. How many full years of college did you
spend at this institution {maximum of
four aliowed)?
ro——

Documentation

eucaTion

CERTIFICATIONS/DESIGNATIONS

pHOTO

PROFESSIGNAL RECOMMENDATION

CFE Exam, you must meet a 4 iy nts. In 4;
x ® : * school Name: I H : l

3. Submit Application
You a

1 eligible to submit your CFE Exam application for review because it is

On the next screen:
A. Enter your school name as shown on your supporting documentation
B. Enter your Field of Study (this is not a required field)
C. If you earned Bachelors, Masters, J.D or Ph.D choose it from the dropdown menu

C.1. In the Year Degree Earned box, enter the year your degree was earned

* Degree Eamned at this Institution: Bachelors v

*Year Degree Earned:

D. If you did not receive a degree, leave “No Degree Earned” and Click the drop down menu to
choose how many full years of college you earned

D. 1. If no degree earned, enter the number of full years of college (maximum 4 years)

* Degree Earned at this Institution: [ No Degree Earned ']
* How many full years of college did you
spend at this institution (maximum of ] v
four allowed)?

E. Select the documentation type.
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E.1. Diploma — then upload diploma by selecting Choose file button.

E.2. Transcripts — then upload transcripts by selecting Choose file button.

E.3. Degree Verify Confirmation — (US
Schools only) If you do not have a diploma
or transcript to upload, choose “Degree
Verify” to enter your school information

* Document Type:

and receive approval directly from the

institution. (sate: J Pease seiectsiate ’
* Institution: Please select state - m

E.3.1. Choose the state and school name Mame:  Ms. Lora VanHoogstrast

from the drop down menu Also known a3:

First Name 1
E.3.2 Fill in any other name the school may N
have on file Last Name

* DOB:

E.3.3 “Save” to submit for verification

Repeat Education steps as needed.

*Certifications/Designations: This section is to provide additional professional credentials/designations.
Click the green “Add” Button to choose the Certifications/Designations you have received.

L. Prequalify and Purchase CFE Exam

experience
s>
2. Provide Supporting Documentation
Fulfll each su ploading the proper "
decumeniate < bas equrimants to 0.00
take the exam the Submit button below will become active
Cert/ :
Designation:
ExpERIENCE P
pcumentation

EDUCATION

-Cnoosc File |
[

Yase
PROF ESSIONAL RECOMMENDATION o0 :]

3. Submit Application

O — \ Exe I

You are not eligible to submit your CFE Exam application for review because it is
incomplete:

A. Choose the certification or designation you have received from the drop down menu
B. Upload your certificate/proof of designation
C. Click “Save” to complete this section

Repeat Certifications/Designations steps as needed.
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*Photograph: This section is to provide a recent photograph. The file size must be 25kb or larger. Click

the green “Add” button to add your photograph.

2. Provide Supporting Documentation
Fulfil each sub-section bel
documentation for each ca
take the exam the Submit

g the forms and u
u have fulfilled the basic requir

ExERIENCE

EDUCATION

CERTIFICATIONS /DESIGNATIONS

PROFES SIONAL RECOMMENDATION

3. Submit Application

You are not eligible to submil your CFE Exam application for review because it is
incomplete

Documentatien

A. Select the Choose file button to upload your recent photograph

B. Click “Save” to complete this section

*Professional Recommendations: This section is to provide your 3 Professional Recommendations by
upload or online method. Click green “Add” button to begin adding your required professional

recommendation forms.

1. Prequalify and Purchase CFE Exam
n ordes lake the CFE Exam, y
order to eam the CFE credential after passing the Ci

50 qualifying paints and two years of fraud-r

ms and uploading the propes
iflled the basic requirements to
come active.

EXPERIENCE

EDUCATION

CERTIFICATIONS/DESIGNATIONS

PROFESSIONAL RECOMMENDATION

3. Submit Application
bi

e 1o submit your CFE Exam application for review because it is

45

Submission Type: Submit Online

Recommendation

Upload Scanned
Recommendation

Candidate Information l

J
[ Se—

Candidate Name. Employer.
Submission Type: Submit Online . Upload Scanned
Recommendation Recommendation
Candidate Information
A
=
Candidate Name Ms. Lora VanHoogstraat Employer:
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Choose the method to provide your recommendation forms:

e Submit Online Recommendation: Use this option to send a request by email to your
recommender to complete an online professional recommendation on your behalf.

e Upload Scanned Recommendation: Use this option to upload your documents if you have
already received the completed professional recommendation form(s).

Online Recommendation:

A. Select “Submit Online Recommendation” button

B. Fill out the recommender contact information. The
email address provided will be used to request your
professional recommendation

C. Select “Save” Button

D. On the next screen select “Invite Recommender”

Scanned Recommendation:
A. Select “Upload Scanned Recommendation” Button

B. Fill out the recommender contact information that
is on the recommendation form

C. Choose the form to upload

D. Select “Save” Button

Submit completed application once the “Submit” button in blue.

Submission Type . SubmitOniine Upload scanned
4 Recommendation Recommendation
Candigate Information t
=
Canaiaate Name s anHoogsiraat Employer
city:  Austin Official Job Tite:
Country UNITED STATES
Recommender Contact Infomation
Name
Job Title: Employer.
Email Address: Business Phone:
Business
Agdress: .
Agaitionai . el
comments: a _ m @ Cancel
A
* Submission Type: Submit Online

Recommendation

Candidate information

Candiaate Name:  Ms. Lora VanHoogstraat
city:  Austin

Country: UNITED STATES

Employer:

Official Job Title: Rev urse dina

[Recommender Contact Information

* Name:

Employer:

* Email Adaress:

Documentation

sl
O]

3. Submit Application

Congratulations! You can now submit your CFE Exam application. Within 3-5
business days of submission, the Certification Department will review your
application

Allow 3-5 business days for review.
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