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ASP Scheme – ASP Platform User Guide 

How-to: Submit an Accreditation Application in the ASP Platform 

Step 1 
After you have created your profile with the ASP Platform, when you log in, you will be able to 
submit your application for accreditation. 

 
Please note: If you would like to access your draft application at any time, you can do so by 
navigating to the Applications tab in the ASP Platform and clicking Draft Applications. 
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Step 2 

You should now follow the prompts and enter the information required of you to submit your 
application.  

Please note that you can only apply for one Level at a time (for example, if you would like to apply 
for Level 1 and Level 2 accreditation, you will need to submit two separate applications). 

If at any point you need to leave the page, you can save your application as a draft and come back 
to it later. Ensure you save your application often, so you don’t lose any data. 
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Step 3 

Once you have submitted all your information, you will receive a confirmation email.  

The ASP Assessments Team will review your submission and contact you if any additional 
information is needed.  

Please note the processing time specified in your confirmation email, as this varies by Level. 
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Step 4 

Once the ASP Assessments Team approves your application, you will receive an email prompting 
you to pay for your accreditation.  

Follow the link to provide your payment details through the secure payment portal. 
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Step 5 

You will enter the ASP Platform, where you should click on Make Payment, then Continue. 

Note that you can also access this page by clicking Applications > Submitted Applications > Your 
Application Number. 

 

 

  



Department of Climate Change, Energy, the Environment and Water 

ASP Scheme Platform User Guide 

Department of Climate Change, Energy, the Environment and Water        6 

Step 6  
Select your preferred payment type and enter your payment details.  

Please note that if you pay by card, you will need to validate your card before you are able to pay.  

If you would like help paying with a different payment method, please see the ASP Platform User 
Guide – Making a Payment. 
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Step 7 

When your card is successfully validated, the Validate Card button will grey out. You will now be 
able to click the Pay Now button and wait for your payment to process. 
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Step 8 

Once your payment has been processed, you will receive a confirmation message in the platform, as 
well as an email that confirms your new accreditation with the ASP Scheme.  

 

 



Department of Climate Change, Energy, the Environment and Water 

ASP Scheme Platform User Guide 

Department of Climate Change, Energy, the Environment and Water        9 

Now, when you return to your Homepage, you will be able to access all the functions you need to 
manage your accreditation. 
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