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Introduction 
Step 1 

From the homepage of your ASP Platform, click Manage Registrations  
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Step 2  
Select the accreditation level you would like to add a Class to, then select Add RA. Click Next. 
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Add a new Class to an existing RA under your Accreditation 
Step 1 

Click Edit from the dropdown menu to the right of the RA you wish to add a new Class to. 

Step 2 

Check the new Class(es) you would like to add and upload the relevant qualifications.  
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Step 3 

Click Save. Repeat as required.  

Step 4 

Once you have added the RAs you require, click Next to continue. 
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Step 5 

If you are adding a new Level 1 Class, you will be required to submit a pre-assessment checklist.  
All Levels will be required to tick the authorisation box. 

 

Step 6 

Click Submit to send your application for review. 
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Step 7  

You will be redirected to a confirmation page and receive an email confirming your submission. 
Please note the processing time and any payment required as specified in the submission 
confirmation, as this varies by Level.  
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Step 8  

Once the ASP Assessments Team approves your application, you will receive an email prompting 
you to submit payment.  
Follow the link to provide your payment details through the secure payment portal. 

Step 9 

In the ASP Platform, click Make Payment, then Continue. 

Note that you can also access this page via Applications > Submitted Applications > Your 
Application Number 
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Step 10 

Follow the prompts to complete your payment. For more help with making a payment through the 
ASP Platform, see the ASP Platform User Guide – Making a Payment. 
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Step 11 
After payment, you will be redirected to a payment confirmation page, and you will receive an email 
confirming that your RA is now accredited for the new Class(es). 
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Add a new Class by adding a new RA 
Step 1 

Check the Add New RA box. 

Step 2 

Fill in the details of your new RA, including the classes you would like to register them for. 
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Step 3 
Upload the required documents and click Add RA. Repeat as required.  

 
 
Step 4 
Once you have finished adding your RAs, click Next to continue  



Department of Climate Change, Energy, the Environment and Water 

ASP Scheme Platform User Guide 

Department of Climate Change, Energy, the Environment and Water  12 

Step 5  
If you are adding a new Level 1 Class, you will be required to submit a pre-assessment checklist.  
All Levels will be required to tick the authorisation box. 

 

Step 6 

Click Submit to send your application in for review. 
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Step 7 

You will be redirected to a confirmation page, and you will receive an email confirming your 
submission.  

Please note the processing time and any payment required as specified in the submission 
confirmation, as this varies by Level.  
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Step 8  

Once the ASP Assessments Team approves your application, you’ll get an email prompting you to 
submit payment. Follow the link to provide your payment details through the secure payment portal. 

Step 9 

In the ASP Platform, click Make Payment, then Continue. 

Note that you can also access this page via Applications > Submitted Applications > Your 
Application Number. 
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Step 10 

Follow the prompts to complete your payment. For more help with making a payment through the 
ASP Platform, please see the ASP Platform User Guide – Making a Payment. 
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Step 11 

After payment, you will be redirected to a payment confirmation page, and you will receive an email 
confirming that your RA is now registered under your accreditation. 
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Add a new Class by sub-contracting an existing RA 
Step 1 

Check the Add New RA box. 

 

Step 2 

Enter the RA number exactly and select it from the drop-down list.  
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Step 3 

The RA’s details will be automatically populated. You may need to fill in their Contact Number if it 
isn’t already in the system. 

 

Step 4 

The ASP will automatically be considered a contractor, as they exist and are listed as an employee 
of another company. If you would only like to sub-contract this RA for a particular class, you can 
deselect any of the class checkboxes.  
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Step 5 

Upload the required documents and click Add RA. Repeat as required.  

 
 
Step 6  
Once you have finished adding your RAs, click Next to continue  
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Step 7 

If you are adding a new Level 1 Class, you will be required to submit a pre-assessment checklist. All 
Levels will be required to tick the authorisation box. 

 

Step 8 

Click Submit to send your application in for review. 
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Step 9 

You will be redirected to a confirmation page, and you will receive an email confirming your 
submission. This will also send an email to the company that employs the RA to secure their 
approval for this subcontracting arrangement.  

Please note the processing time and any payment required as specified in the submission 
confirmation, as this varies by Level.  
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Step 10  

Once the company that employs the RA approves the subcontracting arrangement, and ASP 
Assessments Team approves your application, you will receive an email prompting you to submit 
payment. Follow the link to provide your payment details through the secure payment portal. 

Step 11 
In the ASP Platform, click Make Payment, then Continue. 

Note that you can also access this page via Applications > Submitted Applications > Your 
Application Number. 
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Step 12 

Follow the prompts to complete your payment. For more help with making a payment through the 
ASP Platform, please see the ASP Platform User Guide – Making a Payment. 
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Step 13 

After payment, you will be redirected to a payment confirmation page, and you will receive an email 
confirming that your RA is now registered under your accreditation. 
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