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Purpose of Guide 
This guide will show you how to schedule your appointment using the self-scheduling link received via email.  It will 
also show you how to reschedule and/or cancel your appointment, if needed.   

How to Schedule an Appointment 
1. In your invite email (Figure 1) there is a link that will allow you to self-schedule your appointment for the 

Court Officer Trainee Exam.   
2. Click on the link to start the process.  
3. Take note of the “Applicant ID” value as you will need that number in the next step of the process.   

 

Figure 1 
From: UnifiedCourtSystemExam at nycourts.gov <no-reply@panpowered.com>  
Sent: Wednesday, June 30, 2021 2:52 PM 
To:   XXXXX 
Subject: NYS Court Officer-Trainee Examination 45-834 Scheduling Link (Do not reply to this e-mail) 
 

Dear Ryan Test, 
 
The NYS Court Officer-Trainee multiple-choice, computer-based examination will be administered by Talogy. 
Schedule your exam today by clicking on the following link: 
https://tara.vitapowered.com/workflowengine/workflow/nycourts_ExistingEmployees/start/5a1698b8-9c6b-49a4-
bc1b-591c957e305d. You must register using the exact first and last names that are on your government issued 
identification which you will bring to the test center. 
 
In order to complete the scheduling process you will need your Applicant ID: 1234567 
 
Please Note: Test center availability changes daily. The Talogy team monitors site capacity throughout the day. If 
your preferred time/date is not available, please check back daily. 
 
If you have questions, please access our FAQs link located at: https://ww2.nycourts.gov/cot2023.html.  

 

 
 
 
 
 
 
 
 
 
 
 
 

https://urldefense.com/v3/__https:/tara.vitapowered.com/workflowengine/workflow/nycourts_ExistingEmployees/start/5a1698b8-9c6b-49a4-bc1b-591c957e305d__;!!ARYYNK37dQ!H-I9ZvbDfYnp6P1S-iYnZMGL24TxHljdJTrEsEZ_98BUzIBvMM_1k1qSorGeuNPI$
https://urldefense.com/v3/__https:/tara.vitapowered.com/workflowengine/workflow/nycourts_ExistingEmployees/start/5a1698b8-9c6b-49a4-bc1b-591c957e305d__;!!ARYYNK37dQ!H-I9ZvbDfYnp6P1S-iYnZMGL24TxHljdJTrEsEZ_98BUzIBvMM_1k1qSorGeuNPI$
https://ww2.nycourts.gov/cot2023.html
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Figure 2 
1. Next you will be presented with the EEO Survey as shown below.   
2. On the second screen, also shown below, is where you will need to enter your Applicant ID.   
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Figure 3 
1. Read through the Testing Procedures.  
2. The figure below shows you an example of the procedures that will help you prepare and arrive for your 

appointment at the Test Center.  
3. Click “Continue” at the bottom of the screen after reading all the instructions.  
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Figure 4 
1. Next you will be allowed to indicate where you want to test and a date range to review test center 

availability. 
2. Enter the city and state of either your residence or a zip code close to where you want to schedule your 

appointment.  
3. By default, a 2-week window is selected for the range of dates you want to search.  Adjust this time by 

selecting a new date on the calendar after clicking on the date field.   
4. Click the “Search” button. This will show you available times for your appointment.   
5. Click on the button that has the time of the appointment you wish to select.   
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Figure 5 
1. Next you will be asked to confirm your appointment. 
2. The confirmation requires your phone number in case you need to be contacted for rescheduling. 
3. Click “Schedule Appointment” when ready to complete your transaction.  
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Figure 6 
1. Once your appointment has been confirmed, you will see an appointment confirmation onscreen. 
2. The screen will display relevant information including: Name, Date, Time, Address, Directions, and relevant 

check-in details on the day of testing.  
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Figure 7 
1. In addition to the onscreen appointment confirmation, you will also receive an appointment request email 

with similar information. The figure below shows an example of the meeting appointment messaging.  
2. This meeting request can be added to your calendar to allow you to access on the day of your scheduled 

appointment.  
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How to Reschedule an Appointment 
1. If you need to reschedule your appointment, you can do so up to 24 hours before the appointment.   
2. To reschedule, click the “Reschedule” button in your Appointment Confirmation email seen in Figure 7.  This 

will then take you to the below screen. (Figure 8) 
3. If it is 24 hours or more before your appointment you will see the “Reschedule Appointment” button at the 

bottom of the screen.   
4. Click the “Reschedule Appointment” button to go back to the scheduling screens and reschedule your 

appointment.  

 

Figure 8 
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How to Cancel an Appointment 
1. If you need to cancel your appointment, you can do so up to 24 hours before the appointment.   
2. To cancel, click the “Reschedule” button in your Appointment Confirmation email seen in Figure 7.  This will 

then take you to the below screen. (Figure 9) 
3. If it is 24 hours or more before your appointment you will see the “Cancel Appointment” button at the 

bottom of the screen.   

 

Figure 9 

 
 


