
 
Booking your Computer-Based Exam at First Intuition Chelmsford 

Help Guide 

 

1. Open a browser and go to the following site: 

http://firstintuition.bookinglive.com/ 

 

2. Scroll down the list of exams and find the exam you want to book (please note, you will 

specify your syllabus or exam during the booking process). When you have found your exam, 

click on the ‘Book Now’ button on the right-hand side: 

 

You will see the price of each exam above this button. Please note, each exam has its own 

individual price. 

3. You will then go to the next page, where you will see a list of available dates and times. 

These dates are available for the exam you have chosen. Please be aware that your exam 

may only be available on specific dates. Once you have found a session you would like to 

book, click on ‘Select’: 

 

 

 

http://firstintuition.bookinglive.com/


 
4. Once selected, the button will turn black. Scroll down to the order total section. You can 

then click on the arrows to expand your order to check the exam selection and date/time 

you have chosen. You will also see the total cost. Once you are happy to proceed, click 

‘Continue’: 

 

There is also a list of FAQs available on this page if you continue to scroll down before 

proceeding: 

 

 

5. You will then be directed to the Basket page. You can see your order, scroll down for the 

FAQs and add a discount code (if you have one) here.  

 

To add a discount code, navigate to the ‘Add Promo Code’ box and type in your code. Once 

finished, click ‘Apply Code’ and once the page refreshes you should see the discount taken in 

the order summary. If your code does not work, please check you have typed it correctly and 

if you are still having issues contact us at chelmsfordexams@fi.co.uk. 
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If you wish to book more than one exam, you can click on ‘Continue Shopping’ where it will 

take you back to the main screen. 

 

Your booking will sit in your basket for 20mins. If you do not complete your order in that 

time, the slot will be released and you will have to start the process again. 

 

If you are happy to want to complete your transaction, click on ‘CheckOut’.  

 

6. Next, you will be asked to enter your email address. If you already have an account, you will 

click ‘Yes’ on the next option and enter your password. If this is the first time you are using 

the system, you will click the ‘No’ option and click ‘Continue’: 

 

7. You will then see the registration form. Enter your details in the first section as the 

purchaser (the billing details): 

 



 

 

8. Next, scroll down to the participant form. If you are the purchaser and the participant (the 

person sitting the exam), click on ‘I’m attending’ and enter the rest of the required details in 

the fields below, ensuring you enter your DOB and membership number, as we need those 

to set up your exam. You will also need to ensure you select your syllabus (or exam if 

booking an ACCA exam) from the dropdown to ensure we set you up for the correct exam: 

 

If there is a different participant to the purchaser, then select ‘Buying for someone else’ and 

enter their details in the fields below, again ensuring the correct DOB and membership 

number is entered and the correct syllabus/exam is selected: 

 

 



 
9. As you scroll down, you will see a ‘Comments/Special Instructions’ text box. This is optional 

in case you have any specific comments relating to your exam, for example, if you are 

eligible for extra time or have any accessibility requirements. If you have any comments to 

make, type them here: 

 

 
 

You will then need to accept our terms and conditions before completing your booking. To 

view these, click on ‘terms and conditions’ for a pop-up. If you are happy to accept, tick the 

box. 

 

10. When you are ready to pay for your exam and complete your booking, scroll down to 

Payment Options and click on ‘CheckOut’: 

 

We accept Visa Debit, Visa Credit, Mastercard Credit and American Express cards. Ensure the 

billing details match those of the cardholder. 

 

11. You will then be directed to the payment gateway for the card transaction. Once completed 

you will see an Order Summary screen, with details of your booking. You will also receive an 

email confirmation, which will form your receipt. If you require a tax invoice for your 

payment, you will need to contact us at chelmsfordexams@fi.co.uk. 

 

12. To set-up your online account, click on the ‘My Account’ button at the top of the page: 
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Next, click on ‘I’ve lost my password’: 

 

 Enter your email address and click on ‘Send me the password reset link’: 

 

You will then receive an email with a temporary password, which you can change once you 

log in. 

 

13. Once logged in, you will see a record of your bookings and you will be able to view your 

orders and make changes: 

a. To view your bookings, go to ‘My Orders’ within My Account: 



 

 

Click on ‘View’ next to the booking you want to look at and it will take you through to your 

order/booking details, including the exam and date/time you are booked for. 

b. To cancel your booking, simply click on ‘Cancel’ next to the order you wish to cancel 

in ‘My Orders’. PLEASE NOTE: exam fees are non-refundable, therefore you will not 

be entitled to a refund if you cancel your booking. Also, cancelling your order will 

cancel ALL bookings within that order, if you book more than one. If you wish to 

cancel just one session in a multi order, you will need to contact us on 01245 209900 

or at chelmsfordexams@fi.co.uk. 

c. To amend your booking, you can change the date/time you wish to sit the exam, 

however you cannot change the exam you want to sit. To make an amendment to 

your booking, view your order (from section ‘a’ above) and navigate to the session 

you want to change. Next, click on the pencil icon on the right-hand side: 

 

You will then see a pop-up with alternative dates and times you can change your booking to. 

Select the new date/time you would like and then scroll down to ‘Update Event’. Once you 

click this button, your order will update and you will receive an email to confirm your 

changes: 
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The edit icon will disappear four days before your booked exam date, which means you will 

not be able to edit your booking after this time. 

 

REDEEMING VOUCHERS 

FI STUDENTS ONLY: If you are given a voucher code to redeem against an exam booking, you will 

first need to validate the voucher before selecting your exam. To do this, click on ‘Redeem a 

Voucher’ on the main page: 

 

 

On the next screen, copy and paste or enter your voucher code in the following box and click 

‘Validate Voucher’: 

 

 



 
If your voucher is accepted, you should see a screen similar to this: 

 

This means that your voucher has now been added to your basket. You can either redeem another 

voucher or click on the ‘Book Exam’ button at the top to go to the main page to select your exam. 

Once you have selected your exam and added to your basket, you should see the voucher has 

redeemed the majority of the cost: 

 

In order to fully redeem against an exam, you will need to enter the FI Student Discount code in the 

‘Add Promo Code’ box and then click ‘Apply’. You should then have a total of £0.00: 

 



 
Click on ‘CheckOut’ and then you will be able to proceed through the booking pages and complete 

the booking. 

 

If you have any questions, please first refer to our FAQs page 

(http://firstintuition.bookinglive.com/faqs). If you would like to contact us, you can reach us on 

01245 209900 or at chelmsfordexams@fi.co.uk. 
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