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SAP Belux Education Certification
Registration Policies and Procedures

Registration
All SAP Certification registrations must be received by Fax using the registration form available:
http://wwwed.sap.com/ws_edu/faxform_BE.tao
Registration should include first and last name; email address, OSS number, valid certification code.
Exam registrations are taken by FAX and will only be accepted up to 5 business days prior to the
scheduled event.

Cancellation
Cancellations can be in writing and emailed to education.belgium@sap.com
SAP will confirm the cancellation in writing by e-mail.
If the Customer does not receive a cancellation acknowledgement from SAP by fax or e-mail within
two (2) business days from the date of the written cancellation request or the cancellation the
customer should contact SAP +32 2 674 66 66 to reconfirm. Financial responsibility for the class fees
remains with the customer unless a proper cancellation is made and the associated cancellation
acknowledgement is received from SAP prior to the start date of the class.
Cancellation is free of charge until 10 working days before the Monday of the week in which the
Course starts. If a cancellation is not on time, the full price of the Course will be invoiced to the
Customer.

Conditions for Participation in SAP's Consultant Certification Program
1. Participants
Partners and customers may register suitably qualified employees as candidates for the certification
examination.
2. Examinations, Personal Data
SAP will define and publish the format and duration of the examination, which are subject to change
by SAP without notice.
Examinations and certificates are release dependent, that is to say, examination content and
certificates are valid with respect to a particular software release.
SAP reserves the right to limit the validity period of a release-dependent certificate. The validity of a
certificate expires when SAP ends support of the release in question.
SAP will define, at its discretion, the releases for which examinations will be offered and their validity
in time.
SAP may offer a Delta test to upgrade the certificate for a particular release so that it is valid for the
subsequent release. Delta test candidates must hold the certificate for the current release.
Possession of the certificate for a prior release does not entitle a candidate to admission to a Delta
test. SAP reserves the right to include matters of general importance as well as matters specific to the
new release in the Delta tests.

http://wwwed.sap.com/ws_edu/faxform_BE.tao
mailto:education.belgium@sap.com?subject=Certification Registration Request


2

3. Examination Rules
The candidate must complete the examination alone and independently.
Participants need to sign in for the exam and the SAP Proctor checks participant identification
(passport, driver’s license with photo, or valid photo identification).
Course participants who arrive more than 15 minutes late for the exam will not be allowed to
participate.  Registered participants who arrive more than 30 minutes late for an EXAM ONLY EVENT
can be denied access to the exam.
Participants are not allowed to keep personal items with them in the testing room, e.g. cell phones,
bags, notepads, organizers.  The SAP Proctor will inform the candidates about a secure location for
these items.
Passwords may not be shared under any circumstances.
If draft paper is issued to the participants, the sheets will be counted and collected at the end of the
test session.

No extra help of any kind is allowed, except as follows:
 Candidates whose mother tongue is not the language of the examination may use a

dictionary provided it contains no notes and is inspected and accepted by the SAP Proctor
before the start of the examination.

 Errors in the dictionary or documentation are the candidate's responsibility and no such error
will be reason for any review of the result of the examination.

 No electronic dictionaries are allowed
 The time available to candidates to complete the examination is limited and can be neither

interrupted nor extended.
 Candidates must follow the proctor's instructions.

The examination questions and tasks are copyrighted and must not be written down, copied, or
otherwise reproduced in whole or in part or made available to others in any form.
If a candidate disturbs the examination or breaks any examination rule, that candidate will be
excluded from the examination immediately.
4. Assessment and Results
The examination is assessed blindly in accordance with general rules defined by SAP.
Candidates are informed of their result, which is either "pass" or "fail," in writing only.
Successful candidates receive a certificate with a unique identification number. The certificate names
the candidate and the candidate's employer.
As far as reasonably possible, unsuccessful candidates receive general information on identified gaps
in their competence.
Appeals must be lodged within three months after the result is communicated. SAP is not required to
review appeals lodged after these three months, and is then entitled to destroy the documents.
SAP will hold the results of the examination in a database to ascertain, if necessary, what certification
a candidate holds and whether a candidate can be admitted to other examinations. SAP may also
use the data held to provide targeted information to certified candidates and to enable candidates to
retrieve specific information. SAP may also inform others of successful candidates' certification.
5. Amending and Replacing Certificates
If a certificate is lost, the SAP international subsidiary will issue a replacement.
Successful candidates must inform the SAP international subsidiary in writing of any change of
address, name, or employer, or of any other relevant change, attaching official documents and a
statement by the new employer, as appropriate. SAP will issue an amended certificate to the
candidate's new address.
SAP may make an administrative charge for amending and replacing certificates.
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6. Retakes
Unsuccessful candidates may retake the same examination.
No candidate may take the same examination for the same release more than three times. A
candidate who has failed at an examination three times for a release may not attempt that
examination again until the next release.
A candidate may not retake an examination before 30 days following the failure.
Before admission to the same examination a third time, the candidate must produce evidence of
training suitable to rectify the gaps identified in the candidate's competence at previous examinations.
SAP does not guarantee that candidates can retake an examination for a particular release. Retake
candidates may have to attempt the examination for a later release.
Candidates pay a fee for all retakes.
7. Certification Fees / Regulations
Candidates pay a certification fee for admission to the examination.
This certification fee covers the examination, assessment, and, for successful candidates, the
certificate.
For some identified SAP training courses, the listed course fee includes the certification fee.
Where the examination is offered and conducted by SAP, the regulations for participation in SAP
training courses apply.
8. Infringements of the Examination Rules
In case of a serious infringement of the examination rules, all certificates that the candidate
concerned has been awarded will be invalidated and the candidate will be excluded from further
examinations. A candidate who has seriously infringed the rules must return all certificates to SAP
immediately.
In case of a minor infringement of the examination, the examination of the candidate concerned will
be assessed as a "fail." The candidate may retake it in accordance with the rules for retakes.
Infringement of copyright and other unlawful harm to SAP will be treated as a serious infringement of
the examination rules as if the infringement or harm was done under the certification program.
SAP will have proper regard to its duty of fairness in deciding whether an infringement is serious or
minor. The candidate concerned will receive written reasoned notification.


